2: Financial, Human, and Physical Resources

Financial, Physical, and Human Resources at thie@ohave experienced great changes since
the last Self Study. In the broadest sense, Coltegeurces are dictated by enrollment and
funding from the Commonwealth. These factors gatieethe primary financial resources for the
College which, in turn, determine the allocatiord artilization of human resources (faculty,
staff, and administration), technology resources] the development of physical facilities to
support the College’s mission. Enroliment increaseexisting and new educational programs
have driven construction of new facilities at thentaster, Gettysburg, and Harrisburg
campuses, the establishment of the Community Cémtdrechnology and the Arts in downtown
Harrisburg, outfitting of classrooms and laboratsrin Penn Center in uptown Harrisburg, and a
new center in York. Increasing enrollments at tbgional campuses have also shifted the
primary tuition revenue source from students inngpoing school districts to students in non-
sponsoring districts. This section examines howQbkege’s resources are acquired and used to
accomplish the College’s mission (Standard 3).

Financial Resources

The College generates revenue for the credit dpesatrom three major sources:

» Student tuition and fees

* Reimbursement from the Commonwealth of Pennsylyamd

» Sponsoring school district support.
Since the lastSelf-Study Reporin 1996, enrollment growth in all areas has incedathe
financial resources at the College. In the moseme five years, credit hours have increased
from 198,346 in fiscal year 2000-2001 to 321,75&ddrhours for fiscal year 2005-2006. From
a financial standpoint, the College revenue froeditroperations has increased to a budgeted
$88,487,181 for the 2006-2007 fiscal year.

The financial health of Harrisburg Area Communitgll€ge has improved from the situation
described at the time of the Periodic Review (200R)e College’s unrestricted fund balance as
of June 30, 2006, was $28,030,551, not includirggftind balance of the HACC Foundation.
This represented 23 percent of annual expendifore2006, which gave the College a healthy
reserve for future operations. Total assets exade&130 million on June 30, 2006, which
included over $37 million in cash, cash equivaleatsd short-term investments. For the fiscal
year ended June 30, 2006, the College generateenues that exceeded expenses by
$7,195,982. The College is in a healthy finanpiadition that will allow for further growth and
the application of resources to institutional pties.

Budget Process

The Office of Finance and College Resources overabecating of financial resources to meet
goals and objectives set out in the College’s 8giat Plan. Annual requests for personnel,
operating, and capital budget needs originate atptiogram, division, and campus level. The
Budget Office accumulates and summarizes theseesggifor the Executive Cabinet to review
overall needs and in light of institutional price& for the allocation of financial resources. The
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Budget Office assists administrators with budgdhauity in projecting revenue streams and
associated costs for new programs, campus exparsioew campus location decisions to help
assure financial viability. Additional assistanggh the allocation of institutional resources is
provided by the College Budget Advisory Committee, joint committee composed of

representatives from each of the constituenciethatCollege (i.e., classified staff, faculty,

students, and administration). The Budget Advis@gmmittee’s role, as codified in

Administrative Procedure 14Budget Advisory Committess to make recommendations about
salary increases and fringe benefits.

The annual operating budget process, codified imiadtrative Procedure 41Annual Budget
Preparation begins when the deans submit the operating budgepersonnel planning requests
for the upcoming fiscal year. Operating budgetie=f packages for the following fiscal year are
distributed from the Budget Office in mid-August dannclude instructions, historical
information, and budget forms. Funding requestsnfw initiatives are identified separately.
New personnel positions requested are supportedri®geds analysis worksheet. The Executive
Cabinet meets to review and rank all position retpién order of priority at the institutional
level, creating a tentative list of new positioos inclusion in the budget. As the budget process
proceeds, these new positions may be eliminatéanoling may become available for additional
positions.  Concurrently, the College Budget AdwsaCommittee reviews the budget
projections and other supporting data to make resenaations about changes to salary and
benefits. Salary and tuition recommendations applall campuses; however, the College
Budget Advisory Committee reviews only the Harrigparedit budget during this process. The
initial Harrisburg credit budget scenarios are thegpared, using the following:

e operating budget requests,

* tentatively approved new positions and initiatives,

» enrollment projections based on economic trends,

» projections for numbers of high school graduated, a

* College Budget Advisory Committee compensation meo@endations.

These scenarios show the financial impact of charigeenrollment, tuition rate, and salary

variables for review by the Board of Trustees. Buard of Trustees selects the final budget
assumptions to be used to build all campus credi-credit and auxiliary operating budgets.

During the winter months meetings are held withSlesbool Board Delegate Finance Committee,
sponsoring school superintendents, and sponsodhgos district Budget Managers to review

the budget and gain approvals. During this tirhe, budget may change as new information
becomes available. In March, the Board of Trustggsoves all budgets, and the sponsoring
school board delegates vote on the Harrisburg tckediget. While the College’s budgets are
prepared on an annual basis, a template has beetoped to show the financial impact

projected out over three budget years, based eha assumptions.

Since the Harrisburg credit budget determines cosgeon and benefit levels for the College as
a whole (to maintain parity between personnel abua campuses), there is a perception that the
Board of Delegates of the sponsoring school distexerts tremendous influence on the budget
parameters at the College. By law the Board oeDates from the sponsoring school districts
have budget authority over the Harrisburg Campesditbudget. Students living within the 22
sponsoring school districts of the greater Harniglnegion of Dauphin, Cumberland, and Perry
Counties pay a reduced tuition rate. Studentsdivutside the sponsoring school districts in
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Adams, Lebanon, Lancaster, York, and other coupigsdouble the tuition of students living in
a sponsoring district. Due to the growth of campuosoliments, the increase in revenue from
students from non-sponsoring school districts isv ndisproportionate with the revenue
contribution of the students from sponsoring schaistricts. In 2000-2001, the student tuition
and fees paid 44.9 percent of the total revenua#y ®0.6 percent coming from the
Commonwealth, 17.0 percent received from sponsastigol districts, and 7.5 percent from
other sources of revenue. By the 2005-2006 fiseal ythe proportionate share of these sources
of revenue had changed and students contributesl g3cent of the College’s revenues, the
Commonwealth’s contribution was at 29.6 perceng #ponsoring school districts only
providing 12.6 percent of the total credit revenussl 9.3 percent came from other sources of
revenue.

The personnel planning process has changed overatsteseveral years to include more data
analysis to justify new positions. A review of pennel planning documents from the past
several years indicates the hiring of new persorswported the institutional priorities;
however, the documentation of particular needs nesextensive in every case. The hiring of
full-time faculty was supported by analysis of skes/sections offered and taught. Only recently
has the College begun to include a similar anafgsithe hiring of staff and administration. The
College is in the process of developing appropria¢@chmarks to demonstrate needs for
planning staff and administrative positions.

An inquiry into the budget planning process at dingsion and campus level indicated a clear
link between financial planning and the Collegaistitutional priorities. The unit managers

surveyed for this report responded that they betiethe approval of budget requests were
dependent, in part, on how well their requests teethe goals of the College, as articulated in
the College Strategic Plan. Budget documents inestubmitted with reference to supporting
Institutional Priority goals of the College Strate@lan. Generally speaking, the more closely
the budgeted amounts are tied to the goals, the hkely they are to be approved.

Those working at the regional campuses saw thealtn of resources driven primarily by the
needs of the campus. It also appears that acoes=clinology funds and capital funds are
equitably distributed among the regional campusB&sources from the Harrisburg Campus
credit budget may not be used to support or offiedicits from other campuses. Instead, the
campuses have their own fund balance from whiatrdev.

Recent concerns regarding the operation of the {datlege Budget Advisory Committee led the
President to create a task force to examine ander¢e operating procedures as codified in AP
145,Budget Advisory Committe€oncerns were primarily in two areas:

» access to financial information for input on dems beyond just compensation, and

* input of campus faculty and staff into their campuslgets.

These concerns are reflected in the revisions eiQbllege procedure, which organize regional
budget advisory committees to reflect each regia@aahpus, provide greater access to budget
information, and will encourage each campus’s inpata wider range of issues, including
personnel planning and budget review. Communioatad College Budget Advisory
Committee’s deliberations and decisions will oceure frequently by the publishing of minutes
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on the College’s Intranet and the encouragementdoh of the members to report back to their
constituencies. Each Regional Budget Advisory Cotemishould also take a more proactive
role in the personnel planning process to ensugdsare met.

Review of Financial Performance

Internal Review

The budget is not only a plan for financial res@srto support the College’s mission, but also a
benchmark to compare performance with expectatidrsfacilitate evaluation of performance,
every budget manager can access comparisons oétaadgo actual-expenditures at any time
for their areas of responsibility. These repoflsvaa detailed review of each line item so the
budget managers can identify ways to improve. therentire College, a monthly budget review
report includes the approved budget, current ptigjec(reflecting changes to the approved
budget based on actual conditions), actual yeaate- revenues and expenditures, and a
comparison of the current projection to the appdoveidget. The Budget Office makes
corrections on the basis of the report if reveramd/or expenditures need to be adjusted due to
either enrollment growth or decline. This budggdart is reviewed by the appropriate deans and
presented to and approved by the Board of Trustetir monthly meeting

External Review

On an annual basis, the College’s actual experaditand overall financial reporting are audited
by an independent auditing firm. This audit repodicates that internal controls and procedures
are in place to protect and to monitor assets asburces so that they are expended
appropriately.

A review of the annual audit report for the fisgahr ending June 30, 2004, did not indicate any
significant weaknesses in the financial reportingcpss at the College. However, the auditors
recommended improvements in internal controls thaiuld prevent or detect asset
misappropriation or improper financial reportinghe controls include establishing a formal risk
assessment and internal control policy, as welbasay for employees to report fraud to
management. The remaining audit recommendationsecoed weaknesses in the procedures
and lack of a disaster recovery plan in the InfadrommTechnology Department. The audit for
the fiscal year ending June 30, 2006, indicateseglbmmendations from previous audit years
were adequately addressed and there were no autlitdgs either in the internal controls or in
the audited balances for the second year.

Financial Resource Allocation Challenges

Financial Planning

Financial planning presents a challenge for tho#l Wwudget responsibility because of the
intimate relationship between enrollments and raeen Annual budget planning is challenged
by uncertainties in enrollment projections and @@mmonwealth’s funding formula, which

underwent dramatic revisions in 2005. Projectingpments and revenues three to five years
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into the future is difficult, particularly in lighdf the dramatic growth at the regional campuses.
Nevertheless, enrollments and needs for technodmgly facilities are projected out for several
years. Long-range planning is critical to meeting goals of the institution, but the plan must
retain sufficient flexibility to allow for changes the local community as well as for those
driven by industry standardBerhaps the new structure for the budget advisomynuttees can
assist with this planningRecommendation 2.1: The College should assess #féectiveness

of AP 145,Budget Advisory Committee, and the new College Budget Advisory Committee
structure (including Regional Budget Advisory Commitees) in financial planning.

Administrative Cost Allowance (ACA)

The Administrative Cost Allowance (ACA) is a veld@dior each of the regional campuses and
the non-credit operations to share the overheads aofs operating the College. The ACA
involves a transfer of a percentage of their actxglenditures (less leases and cost of sales) to
the Harrisburg campus operating budget. At the tinene last Self-Study, that percentage was
set at 19% of the campus’s budgeted expendituregfional campuses and 15 percent for non-
credit. In 2001 the College hired the accountingnfthat serves as the College’s independent
auditor to review and recommend an adjustment asleteto the percentage charged by the
Harrisburg campus for the support services providethe auditor recommended (and the
College adopted) a policy that each regional canaunsfer to the Harrisburg Campus operating
budget 27 percent of its most recently auditediteegbenditures (less leases) and non-credit and
auxiliary operations, other than the bookstorendfer 10 percent of the most recently audited
expenditures (less leases and cost of sales). b®blkstore operation continued to contribute a
flat amount of $350,000 annually, per the Board iofstee’s resolution.

The current Administrative Cost Allowance perceetagvere set using financial data from the
2000-2001 fiscal year. Information was obtainednir various department heads at the
Harrisburg campus concerning how their time andhdegent resources were used to support the
regional campuses, non-credit and auxiliary openati Their responses determined the amount
of the Harrisburg budget expended to support atperations. Other costs from the Harrisburg
budget were allocated using Full-Time Equivalentisht enroliment, the number of students in
various programs, number of employees, and theo rafi expenditures to the College
expenditures as a whole. The result was a totahated cost from the Harrisburg campus used
to support the other campuses, non-credit and iapkibperations. This total was equated to a
percentage of the regional campus non-credit ardiay expenditures, and that percentage has
been used since (27 percent for regional campuski@percent for non-credit and auxiliaries).

One concern about the common percentage assessiddégional campuses is, while smaller
regional campuses rely on Harrisburg for supporvises, larger regional campuses begin
assuming these costs locally. As regional campugesv, the amount allocated for
administrative costs also increases. Campuses addsdin Academic Affairs and Student
Services, and regional campus coordinators takadarinistration of academic programs locally.
Thus, the current Administrative Cost Allowanceoadition is not capturing the actual use of
resources by the campuses outside Harrisburg as dbetinue to grow. However, the
Administrative Cost Allowance is currently beingassessed and recommendations for change
will be implemented in the next fiscal year.
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Allocating resources to programs

In addition to tracking monthly expenditures, thell€ge is looking at a process to track
expenses by program of study. Program costing dvatter identify programs that need
additional resources and the data could be usetidourage the pursuit of outside funding for
those programs. This methodology, which will cédtel the cost for the College to educate a
student by major, is currently being created andukh be in place by the end of 2006.
Recommendation 2.2: The College needs to implememtogram costing models and assess
their effectiveness in light of the College’s missn and the state’s new funding formula

Non-credit programming plays an important role ervgce to the community; however,
allocating resources in this area has proved aigilg. To this end, the Vice President of
College and Community Development has been chaigepart, with the coordination of the
non-credit and credit parts of the institution. Asresult, all non-credit activities at all the
campuses have been brought under common leadarsthipow financially report together.

Despite the changes to non-credit programs, tHeifué equivalent enrollment (FTE) in non-
credit programs continues to decline and the neditarea operates at a financial loss. From a
high of 2,304 FTEs in 2002, in 2005 the College baty 1,917 FTEs, below the budgeted
2,285. From a financial standpoint, this decraasenrollment has resulted in a negative fund
balance of more than $2 million for the fiscal 20@fr. While this is not desirable, the staff
reductions and changes in management which weremgmted in FY 2004/2005 have reduced
the annual deficit by over $500,000 from the prasigear. Because the non-credit area provides
a valuable service to the community by training ro88,000 public safety students and over
200,000 students in workforce and enrichment clasteoutreach role must be considered when
analyzing its profitability. However, its contindie operation at a deficitis not
desirableContinued assessment of the cost structure andueveotential of non-credit courses
is needed to determine the cause of the finanoisd bnd make the necessary corrections.
Factors such as the overhead rate of the non-aeght and pricing for course offerings should
be analyzed. Recommendation 2.3: The College should assess theuse of the ongoing
financial loss in the non-credit area and implemenprocesses to make it profitable.

Full-Time vs. Adjunct Faculty Ratios

The response to budget difficulties for many cakegds to increase the hiring of adjunct faculty
in lieu of hiring full-time faculty. In 2004, patime faculty taught 42.5 percent of the credit
hours at the Harrisburg campus, 70.3 percent otithéit hours at the Gettysburg Campus, 55.3
percent of the credit hours at the Lancaster canapds92.2 percent of the credit hours at the
Lebanon campus. Overall, more than half of thelggels classes are taught by adjunct
professors (55 percent in Fall 2005). While adjuiaculty bring real world experience to the
classroom, the process for hiring, mentoring, avaluating full-time faculty is more rigorous
than processes for part-time faculty. Full-timeul#y are also required to devote time to College
service. The strong financial position of the Cgdleaffords the opportunity to retain additional
full-time faculty available to teach at the CollegeAt well-established campuses such as
Harrisburg and Lancaster, the goal is for full-tifaeulty to teach 60 percent of the credit hours,
as recommended in the Multi-Campus Task Force Réptarch 2005 update). Similar goals
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could be set for newly established or smaller casaptRecommendation 2.4: The College
needs to develop an evidence-based rationale forllftime/part-time faculty ratios to meet
campus needs.

Overhead costs

Another concern is balancing administrative ovedhegpenditures with revenues generated by
students enrolled in courses. An examination ofaoizational charts of the College reveals
varying ratios of faculty to administrators (directo dean and above) in different areas of the
College, most notably between the larger academisions (MSAH and CASS), Student
Services or the Library and Information Resourddse College has already established some
benchmarks for expanding administration in the -hi@del of campus growth through the
Multi-Campus Task Force Report. As the College ss=% the effectiveness of the
reorganization of administration (discussed in mdetail in Chapter 3), overhead costs of
administration need to be considerdgecommendation 2.5: The College should assess
overhead rates and develop benchmarks for adding adinistrative positions based on
student and faculty population.

Stability of funding sources

A persistent problem at the College is the insiighif state funding. The resources available to
accomplish the priorities of the institution arduenced by the availability of funding from the
Commonwealth of Pennsylvania. Prior to fiscal y2@03-2004 the Commonwealth was making
strides in increasing support of community collegeg®m fiscal year 1999-2000 to fiscal year
2001-2002 the Commonwealth reimbursement incre&sed $1,300 to $1,500 per full time
equivalent (FTE). Funding has been reduced wighGbmmonwealth’s recent budget crisis and
amplified by the growth of community college enmodints across the Commonwealth.
Although state legislation stipulates that everygFShould be funded at $1,500, in fiscal year
2003-2004, this was not the case, and Commonwdaltls for community colleges were
capped at the original appropriation level. Thpprapriation was allocated among the 14
community colleges as a percentage of total enasitsn  This resulted in $1.7 million state
funding shortfall for the College in fiscal year32004. In both fiscal year 2004-2005 and
fiscal year 2005-2006 the Commonwealth made paysritemtard the original receivable and the
remaining balance of $811,055 was written off stél year 2005-06.

In response to the public pressure from commurntheges in Pennsylvania, the Commonwealth
budget in 2005-2006 included the largest increaseipport for community colleges in 15 years.
However, that increase did not close the funding. Ja assist in closing the gap, the College
added a new institutional fee of $5 per credit Houifiscal year 2005-2006. The new legislation
dealing with the funding of community colleges adidéability for the state appropriation in that
it would not allow a community college’s base agpiation in any given year to fall below that

of the previous year despite changes in enrollmdatvever, the impact of the change to the
Commonwealth funding formula has yet to be seen.

The Commonwealth’s budget situation has also hadchpact on the capital funding received for
equipment purchases, leases, and debt servicen tBeeigh the College’s recent expansion
projects were “endorsed” by the Commonwealth, tlidleQe was not initially receiving the

state’s statutory 50 percent of cost. Under thve fumding structure as of fiscal year 2005-2006,
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the College now receives the Commonwealth’s 50grgrshare for most of the new lease and
debt service projects. The capital outlay fee imaseased for fiscal year 2005-2006 to assist in
funding capital projects, and the College will hageuse operating funds to close the gap. As
always, the College continues to look for otherding sources, contributions and grants to assist
in funding these essential capital nedfscommendation 2.6: The College needs to continue
to work with other community colleges, PennsylvaniaDepartment of Education, and
legislators to improve funding for capital and opeational reimbursements.

Human Resources

The College’s growth has necessitated increaseiman Resources (HR) staff and procedural
changes to improve delivery of services. The migstificant changes in Human Resources have
been the increased use of electronic media, impi&tien of Web-based recruitment and hiring,

software, improvements in employee orientation, @mghges in employee evaluations.

Recruitment and Hiring

The recruitment process is governed by AdministeaiProcedure 82Z mployee Recruitment
and Appointmentand initiated by the supervising hiring managerNovember 2004, the hiring
process moved to an online employment site operaye@eopleAdmin. The hiring manager
completes the electronic Recruitment Authorizatimrm, and the form electronically moves
through the approval process from hiring manager,saipervising vice president, budget
manager, and the Human Resources Director. Upomegl, the Human Resources recruitment
staff post an open position announcement on thenerémployment site and advertise in
newspapers and periodicals.

By implementing the use of online technology in HumResourceshe College has automated

the application process and the initial review artéction of applicants for search committees.
The online application process is used for all felwtime and part-time positions. The process
for full-time positions begins when applicants gpphline and answer a series of screening
guestions designed by the hiring manager to nath@apool of candidates to those meeting the
minimum qualifications. A search committee thewiewss the pre-qualified pool of applicants

online and moves through the traditional searchcgses of telephone interview, in-person

campus interview, and subsequent hiring recommendat Human Resources has detailed
hiring procedure guidelines and screening matrareshe College’s Intranet and on the online
job site for applicants.

Several problems have arisen in the first yeahefdnline application and screening process for
full-time employees:

* The process is sensitive to the way screening iqunssare worded, and applicants can
inadvertently disqualify themselves if they misnpiet minimum qualifications.

* For many positions, the applicant must fill out extensive application that duplicates
much of the information in a vita. For faculty aadministrative positions, this creates a
cumbersome and redundant process for the applicant.

 The new process for tracking transcripts as a pathe application complicates the
process.
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Human Resources has been working with search cdaeesiand hiring managers to improve the
process by refining job descriptions and improvihg initial screening process. To ensure a
large pool of qualified candidates, the Collegedset® continue to monitor the initial screening
process.

The online hiring process was implemented for actjuiaculty in Fall 2005. Adapting the
software to fit the current application review pges and standardizing the adjunct hiring process
across divisions has been challenging. As a resydtint committee (faculty and administrators)
has been meeting (2006) to work through the issareb a satisfaction survey will be distributed
after one year to assess the proces®ecommendation 2.7: Human Resources should
continue working together with the Office of the Vte President of Academic Affairs and
Enrollment Management to assess and improve the ané recruitment and hiring process
based on feedback from applicants, hiring managergnd search committees.

An improvement in the hiring process since the ket-study is that all search committees
complete standardized screening matrices for easididate interviewed. In addition, the
interview process has been improved by developmgnterview scheduling form to improve
communication between the search committee, HunemolRces, and the candidates. The form
includes information about presentations that cdetéds may be required to make, including
time, topics, equipment needed, and other pertiregntirements.

Despite these improvements, the search procegseferfaculty and administrative positions is
still hindered by the new-position approval scheduDue to the budget approval cycle, new
positions at the College are often not approved the spring semester when other institutions
are already engaged in the interview process witlsgective candidates. Consequently, the
College may be missing out on qualified candidatee are hired by other institutions first. A
related problem arises when a search committee iem®gs the interview timeline in an effort to
move the process more quickly, and some candidates not be able to accommodate the
demands of the schedulRecommendation 2.8: The College should continue taccelerate
the initial approval process of new and replacemenfull-time positions (pending budget
approval) so that search committees have adequatanie to effectively execute the search
and selection process.

Orientation and the Integration of New Members into the Community

The College integrates new members into the Colbegemunity via orientation, handbooks and
other printed materials, and a mentoring progranfdoulty. Classified and administrative staff
attend a one-day new employee orientation, whearegpy topics include College organization
and mission statement, customer service standaed®rmance appraisals, salary and retirement
plans, fringe benefits, sexual harassment and sityeraining, and the use of College facilities.
Faculty orientation is a two-day session held atlibginning of the Fall and Spring Semesters
and is coordinated by the Chair of the Professidaedwth and Development Committee.
Faculty orientation covers the same topics as tliosether new employees plus topics of
particular interest to faculty such as developingsylabus and relevant administrative
procedures. Some faculty orientations are conduetethe campus where the new faculty
member will be teachingln addition to the orientation sessions, each neapleyee receives a
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faculty or administrative/classified handbook, genwisor's checklist, and an explanation of
benefits, with a review of health insurance andestent options.

The effectiveness of the orientation process isy adsessed informally. New employees
participating in the orientation are asked to emtduthe Human Resources portion of the
orientation while the Professional Growth and Depetent Committee conducts an informal
assessment of the effectiveness of their sessipsslititing e-mail feedback and distributing a
printed evaluation form at the end of the acadgrear. The results are mainly used as a general
guidance for planning future sessions.

New adjunct faculty are usually oriented by thedaraic deans or coordinators in Harrisburg or
by the academic deans on the regional campuses. @ientation is conducted personally in
one-on-one meetings with each new faculty membedhi Typically such orientation covers
hiring and payroll paperwork, e-mail accounts, pagkpermit and faculty ID, important College
policies and procedures, syllabi development antialsy checklist, the Adjunct Faculty
Handbook, mentoring, textbooks, and pertinent canmsources (e.g., copying, secretarial
support services, and office assignment). Additignaach campus has an Adjunct Faculty In-
service program prior to each semester. Break@asi@es are part of the program, and topics for
these are generated by periodic surveys, suggestiom Faculty Council, or extensions of other
professional development opportunities that fachétye attended. Campuses and some divisions
have also developed handbooks to supplement thenadfaculty Handbook with division- or
campus-specific information.

New full-time faculty have monthly “HACC 101" sesss and a formal mentoring program. The
HACC 101 program is currently overseen by the chairthe Professional Growth and
Development Committee. “HACC 101" features montiijormational meetings for new
faculty and addresses a range of subjects, induthia faculty evaluation process, classroom
management techniques, student evaluations, acadeadvising, and College service
opportunities. The mentoring program involves ipgira new faculty member with a more
experienced faculty member. Based on feedback fnoemtors and mentees, the mentoring
process needs some improvements. Assignments tadways made in time for the new faculty
orientation program, and mentors are not alwaysrgiwmaterials in advance of the first meeting,
leaving new mentors unprepared. In addition, mémgofor adjunct faculty tends to be more
sporadic than the full-time program, dependinglm division and campusRecommendation
2.9: The College should improve the mentoring proggm by ensuring that initial
assignments of mentors are made before the semeshbaygins, and by formally assessing the
effectiveness of the mentoring program for full-time and adjunct faculty.

Job Description Assessment

Since Fall 2005, the College has engaged last year comprehensive assessment of job
descriptions for professional, classified, and audstiative staff. Previously, individual
positions had been reviewed and upgraded basesboduty changes. However, this resulted in
the current condition of more than 400 job deswmis throughout the College, virtually one for
every full-time employee. With the aid of a Speciaitiatives Grant from the HACC
Foundation, the College has hired a consultant éeiew the entire classification and
compensation structure. Recommendations shoulgdkhble in 2007.
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Recommendation 2.10: Human Resources needs to felldhrough on plans to assess and
update job descriptions College-wide.

Halogen Appraisal Process

The College moved from across-the-board compensatiocreases for professional,
administrative, and classified staff to a pay-ferfprmance system during the 2002-2003
academic year. To support this initiative, the & purchased a web-based performance
appraisal system called E-Appraisal provided byogah Software. Human Resources annually
develops pay-for-performance recommendations. Pipeassal process begins each year with a
self-appraisal and ends when all parties discusk sign off on the annual evaluation. The
appraisal process applies ratings of “needs impneve,” “meets expectations,” and
“consistently exceeds expectations” in various freh competency relating to the position.
Scores are totaled and individuals with the higlsestes qualify for merit pay; most people fall
in the range for the regular salary increase, &odd below par are given a remediation plan.
The process concludes when the supervising admatostmeets with the employee to discuss
the final appraisal and the goals and objectiveshi® coming year.

This process has succeeded in ensuring that alingtrative and classified employees are
evaluated and individual goals are connected t&thategic Plan. While Human Resources has
used feedback from users to improve the formsetheg still several problems with the Halogen
appraisal process. The most conspicuous probletiaisthe entire process is sensitive to the
individual interpretation of the reviewer. One sppsing manager may interpret “meets
expectations” very differently from another manageho evaluates the same level of
performance as “exceeds expectations.” A secondetons that evaluation criteria do not match
job descriptions. Generic criteria were appliedaliojobs, resulting in assessment criteria that
may not match important job responsibilities. Aftiee compensation and classification project is
finished, job-specific duties will be re-evaluateleh addition, the sheer number of rating criteria
occurring in the self-appraisal and then in theesugor's appraisal make the process time-
consuming for all involved. Questions have alsonbesmised about the effectiveness of this
system for implementing merit pay raises in lightnzonsistencies in its application. Results of
a survey conducted in 2003 by the Office of Insiitual Research showed that only 26.4 percent
of respondents said merit pay could be fairly adstémed by the CollegdRecommendation
2.11: The College should create a working group tanprove the appraisal process and
formally assess the results of this process to date

Faculty Evaluation

Full-time faculty are evaluated annually by thetademic dean (with input from the campus
dean for those faculty working at Lebanon, Langasted Gettysburg) in three areas: primary
responsibility (teaching, library service, and cseling), College service, and professional
development. Administrative procedures for evahgfiaculty (AP 872Evaluation of Tenure-
Track Faculty AP 877, Evaluation of Non-Tenured Facultand AP 873,Annual Tenured
Faculty Performance Revigwhave been revised in the last several years dieroto ensure
consistent evaluation processes for faculty imiilsions and in all locations.

In the recent revision to the procedures, appesdiewe been added to include a standard self-
assessment form, to standardize input from regicaaipus deans to division deans, and to
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include a menu of activities that are acceptablepfofessional growth and College service.
This has aided the consistency from division t0sitbn and campus to campus. The consensus
among faculty and administrators is that the sysesrcurrently structured, seems to ensure that
the goals of the College are being effectively imgthe faculty both inside and outside of the
classroom for tenure-track faculty. The evaluatoocess for tenured faculty is currently under
review to determine whether the basis for the ahevaluation is sufficient since it relies only
on student evaluations and the faculty member’s s@fiassessment repoRecommendation
2.12: College procedures need to be revised to pide a means for evaluating tenured
faculty involving multiple sources of representatie information.

Until recently, the evaluation of adjunct facultgshbeen inconsistent. New adjunct faculty have
had their classes observed in Lebanon and Getiyshurt this was not happening routinely
elsewhere, in part driven by the availability obodinators. In Spring 2006, procedures for the
evaluation of adjunct faculty were codified into 8P8,Evaluation of Adjunct FacultyAP 878
specifies that new adjunct faculty will be evalahiée their full-time counterparts by the
academic dean or designee (campus dean or coadirtthe end of the first year (or other
times as designated in the procedure) using abssleeview, a classroom observation report (or
other formal observation for non-teaching faculty@yview of student evaluations, and an
optional self-report. The effectiveness of the nea on adjunct faculty evaluation will need to
be assessed as its implementation matures.

Discipline and Grievance Procedures

Human Resources monitors the disciplinary and griee procedures to ensure impartiality and
investigates issues as they occur. Procedures dovingstrators, staff, and adjunct faculty
(codified in AP 888Discipline Procedures For Regular Full Time and Paime Administrative
and Classified Employees and Adjunct FaqQulpecify progressive levels of discipline for
employees who violate employment obligations orlé€g@ policy or procedure. Disciplinary
action begins with informal counseling and progess® verbal warning, written warning, final
written warning and/or suspension, and ultimatéynissal. Procedures for full-time faculty (in
AP 874,Performance Remediation—Tenured Facaltyl AP 886Reprimand, Suspension, and
Dismissal for Full Time Faculjyfollow a similar process. While most problems & resolved

at the informal counseling level, if a problem megges to the higher levels a performance
improvement plan notice is completed by the sugervi This notice is forwarded to Human
Resources to be placed in the employee’s persdiladih administering applicable policies, the
challenge for Human Resources is to process that irgzeived from all sides and arrive at a
recommendation that meets legal as well as poéiguirements.

While disciplinary procedures have been used ordgasionally, the College’s grievance
procedures have been used regularly by facultyff, stmd administrators. The procedure
(detailed in AP 887Grievance Procedures for Faculty and Staifogresses from informal to
formal stages, with most problems resolved at tifi@rimal level. When grievances progress to a
formal hearing by a committee, the committee ingests the charges and provides findings and
recommendations to resolve the issue. Assessm@ftectiveness of discipline and grievance
procedures is difficult due to the confidentialigquired in personnel situations. Two possible
avenues of gathering information about the appboabf these procedures are assembling non-
confidential data from Ombudspersons and assemhlimgconfidential information about both
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the convening of the grievance committee and theulBa Personnel Policies Hearing
Committee.

Policies are communicated to the various Collegestitmencies as follows:

* Administrative Procedures are coordinated by thecktve Assistant to the President.

» Changes to Administrative Procedures are commuedctiirough e-mail notification by
the President’s Office.

» Official Administrative Procedures are posted oa thtranet, which is available to all
employees.

» Administrative Procedures are also published in Faeulty and Classified Employee
handbooks, which are distributed to new employges inire.

No data are available to indicate whether or net employees are made aware of discipline and
grievance by reading the handbooks. While the &igm’s Orientation Checklist includes a
discussion of “corrective discipline and appeatscpss,” there is no evidence that all supervisors
are covering all topics on the checklist.

Student Workers

Student worker recruitment, hiring, and dismissamianaged by Career Services and regulated
by AP 512,Student EmploymenAll College student workers are required to garate in a
one-time mandatory student worker training. Thegppse of the training is to provide students
with basic work skills, information about the Cglée and a clear explanation of expectations for
student workers on campus. Student feedback dbeutaining, based on a survey given to all
participants, has been very positive. Student eisrlare not evaluated formally because of the
short-term nature of their employment.

Employee Training Conducted by Human Resources and Employee Recognition

The Human Resources Office offers training on aewidnge of topics and in a variety of

formats throughout the year. Training needs assa#shave been conducted by the Human
Resources Office several times in the last fews/eaome of the training opportunities offered

to faculty and staff include:

» Seven Habits of Highly Effective People,

» Basic Supervisory Skills,

* Team Building,

» Dealing with Difficult People, and

* An American Management Associate (AMA) Certific®egram.

In addition there have been Human Resource Brigefing various College policies and
procedures including hiring guidelines, employek\arsus tuition aid, discipline and grievance
handling, performance appraisals, and budgeting.

Despite assessments and offerings that correlashad people said they wanted, attendance at
these training sessions have been very low. A nurabefferings have been cancelled due to
lack of enroliment. The movement to offer ACT omlitraining and development programs may
help address previous attendance issues. Topieedffn ACT training include business writing
essentials, building better work relationships, atang a customer service-oriented culture,
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hostility and aggression in the workplace, makiegnts work, and project management basics
for business professionals. In addition, each yemning opportunities are listed in brochures
distributed to all employees. The effectivenesthese training sessions will need to be assessed
at the end of each year.

In addition to offering orientation and training fall College employees, Human Resources also
initiated theCORE Awards program during Summer 2006. The CORE Awards Pmgsaa
way for faculty, staff, students, and visitors gza@gnize and say thank you for someone at the
College who provided first class customer servicavent out of his or her way to help with a
guestion, assist with a project, or solve a probl€he CORE Awards Program consists of three
recognition levels: 1Applause: an email or hard copy thank-you card for individual teams
who meet high standards of performance within tbemal scope of job responsibilities; 2)
Standing Ovation: a gift valued at $50 to recognize performance émdtances the College; and
3) The President’'sAward recognizes achievements that contribute signifigan the College;
classified, administrative, and support staff, noeed from the College community, are selected
by President’s cabinet and awarded $500 and Coeliéde recognition at convocation annually.

Physical Campus

The College is a multi-campus institution that leaperienced tremendous growth in physical
resources. At the time of the 1996 Self-Study Repthre College offered courses at the
Harrisburg, Lebanon and Lancaster Campuses (Geattyslbas not designated as a campus).
Since then, Gettysburg became a campus, Lancamtstracted a leased-to-own facility with

academic and maintenance buildings, Harrisburg chdde® new buildings, and sites were

established at York, Penn Center in uptown Harrgbwand the Community Center for

Technology and the Arts (CCTA) in midtown HarrispulLebanon facilities have remained

relatively unchanged since the previous Self-Study.

The Facilities Management Department is respondiieCollege’s physical campuses and
supports the mission and priorities of the Colldge ensuring facilities and grounds are
maintained to a high standard of excellence. Anesmsuent of Facilities Management
Department’s performance at all campuses conduicte20D03 identified a clear need for a
College-Wide Master Plan to address growth anceasing demands at the regional campuses.
This plan was developed by a consultant overseem If§ollege steering committee. The
committee Consequently, the Facilities Managemeerpaddtment became responsible for
implementing one of the projects identified in therent Strategic Plan, Institutional Priority 4f:
“Implement the College-wide Master Plan as perrprés established by the Board of Trustees.”

A ten-year College-Wide Master Plan was developgd lzonsultant overseen by a College
steering committee which guided the scope of th#e@e's strategic initiatives to evaluate
College facilities. The committee also conducteténviews with administrators, faculty and
staff to document existing problems and identifgaar for future growth. In October 2005, a
combined committee composed of the HACC FoundaBoard, the Board of Trustees, the
President's Cabinet, and the Master Plan Steeromgn@ttee ranked projects to be implemented
over the ten-year time frame of the Master Plan.
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The Master Plan establishes a road map for theuvadred existing facilities and plans for phased
growth of the College. Campus improvements areetdwdsed on enrollment triggers, so yearly
enrollment figures were projected for each campugau2015.Recommendation 2.14: The
College should continue to prioritize and implementrecommendations from the Master
Plan, making actual enrollment growth triggers for physical campus improvements at all
campus locations.

The buildings on each campus house classrooms acdltyf/staff offices. Allocation of
classroom and office space is the responsibility tké academic division or campus
administration. Generally, discipline coordinatare responsible for scheduling their classes,
finding available space, and coordinating accedbdbspace with other discipline coordinators
and administrative staff. Anecdotal evidence sstgyehis process is generally working;
however, the recent study found evidence of a disect between classroom size and need at
several campuses, as noted in the sections bel®gusding each campus or site.
Recommendation 2.15: At each campus or site, the {Ege is advised to explore adjusting
classroom size and class scheduling to achieve ateefit between classroom capacity and
class size.

Harrisburg Campus

The Harrisburg Campus facilities, which date to1860s and 70s, comprise academic buildings
containing offices and classrooms, a bookstoreafih gymnasium, College Service Center, and
an arboretum which is valued as an educationalaasthetic resource. Consultant studies and
student satisfaction surveys indicate the Harrigbecampus is well laid-out and maintained.

Students are generally satisfied with the lightsegurity, and grounds. The buildings have been
kept in good repair; however, aging surfaces stycogodial maintenance efforts and building

components and systems are at or beyond their degiryice lives. College personnel and

students generally give positive reports of custbdiforts to clean the buildings, yet there are

anecdotal, negative perceptions of building clewmss. Current technology and equipment
needs have increased energy demands, HVAC systaas,l@and the space required for each
student’s work area. Balancing the academic amdllenent pressures on the Harrisburg

Campus infrastructure with the resources and aitxktysneeded for updates and renovations is

Facilities Management Department's major challemwgé the Harrisburg campus. Consultant

recommendations in this area are addressed ad ¢timefocal points of the Master Plan.

The Facilities Master Plan includes a building-lwtding summary of maintenance and repair
issues. The buildings need exterior masonry clep@aind repair as well as mechanical and
electrical upgrades, especially the older buildingsor example, it is not uncommon to see
power strips in offices daisy-chained togetherupport the needs of faculty and staff computers
and peripherals. Of the eleven buildings on theislaurg Campus, the Hall Technology Center,
North Hall, Mumma Hall, and the C. Ted Lick WildwddConference Center are the only
buildings that do not need all electrical wiringdamiring devices replaced throughout the entire
building. Some upgrades have been executed; fampbe, plumbing fixtures throughout the

campus were upgraded to water-saving fixtures 0520

The Master Plan states that the Harrisburg Campagates a “lean and efficient campus” with
options for expansion as enrollments increase.dBwgbk identified as needing additional space
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were the Evans Physical Education Center, the Muibr Library, and the Cooper Student
Center. The Master Plan also describes plans f@avatechnology/classroom building, College
Service Center Addition, Safety Center Trainingiligc new athletic fields, and a north lawn
area.

The analysis of the McCormick Library shows that thuilding is significantly undersized to
accommodate current needs. As the College has growstudent enroliments and campus
additions, the central library services space atioo has remained the same. The building has
inadequate electrical infrastructure to supportist computers and roof inadequacies could
potentially impact library collections. The libratyuilding has no facility for the College
Archives; archival materials should be housed climate- and access-controlled environment
(as noted in Chapter 1). The classroom in the fybr& undersized for the average class size,
indicating a need for expansion of the classroouhdi#tonal group study rooms are needed to
accommodate the student population, as one grawy sbom constructed in 2005 is occupied
by students and staff the majority of the day.

Laboratory space condition and adequacy dependieoage of the buildings in which the labs
are housed. New state-of-the-art labs for thedlhealth, nursing, and dental programs have
been constructed in the Select Medical Health Eitutdavilion and Penn Center facilities. A
new laboratory for GeoSpatial Technology has bemnpteted at Penn Center as well; other
computer laboratory space is merely adequate. r@the science laboratory and studio space is
considered adequate by the College Facilities Mamagmt Department. Except for the physical
science lab renovated in 2006, the science labaeaton Blocker Hall are undersized compared
to the current standard of 50 square feet per stufte science laboratory space. Aging
infrastructure has also been impacting sciencer#bry facilities; however, they are gradually
being updated (for example, the fume hoods in Hesristry labs were replaced in 2006 because
of safety concerns). So far these issues do naaap be affecting the educational offerings as
survey results indicate students are generally rakeub satisfied (fewer than 5 percent
dissatisfied) with their laboratory experience ke tHarrisburg campus. The Master Plan
indicated that laboratory space was adequate; henwéve scope of the plan did not include a
detailed evaluation of laboratory student loadstresu science laboratory standards, and
adequacy of ventilation and safety equipme®ecommendation 2.16: The College should
continue to evaluate laboratory space, particularlyin the science area, and determine
priorities for laboratory renovations.

From a vehicular access standpoint, the Harrisbangpus is located in a high-traffic area that is
bounded by a limited-access highway, logisticslitees along Industrial Road to the west of the
campus, the State Farm Show Complex, and a lafge duilding. An assessment in 2003 by a
law-enforcement consultant and student satisfacBonveys indicate serious traffic flow
problems in and out of the campus, as well as ercéimpus. Parking capacity at the Harrisburg
Campus is reported by the Master Plan to be adeglatng peak times; however, parking lot
condition ranges from good to poor. The east anst Wo¢s are reported to be in need of the most
repair due to flooding, snow plow damage, and gdneear and tear. The Master Plan also
suggests regular conflicts between vehicles anégigdns at the east side lots, raising concern
about pedestrian safety. The facilities staff atemducted a survey of the drainage pipes
underneath the west lots. Several were crushedhamekd of replacement.
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Recommendation 2.17: The Harrisburg Campus shouldmplement plans to improve traffic
flow, pedestrian safety, and parking facilities agutlined in the Master Plan.

Lancaster Campus

The Lancaster Campus is a leased facility commisiwo academic buildings and a
maintenance/service building constructed in the fiae years. As noted in the Master Plan,
classroom space use in 2004 was below recommenadedasds. There are 46 general purpose
classrooms available at the Lancaster Campus. 06,286 classrooms were used an average of
49 percent of the scheduled time. Classroom seatpancy rates in the fall of 2004 were low
overall and tended to depend on which courses Wweigg taught in the room. This suggests
inefficient use of space or a lack of “fit” betweehass size and room size. On average,
classrooms are used 20 of the 40 defined hourshwhiwell below the suggested goal of 27 out
of the 40 defined hours. According to Lancasteersoe faculty, current laboratory space is
adequate for current student enrollments

Campus security seems adequate, based on studesyswand recent assessments. Campus
security officers are on duty Monday through Sayrdnd any other time there are planned

classes or activities on Sunday. Closed circuévislon cameras are mounted on the outside of
the buildings and call boxes are located throughloeitcampus parking lots. Students surveyed
by the master planning team reported a lack oftihghin the parking areas and pedestrian

walkways. With approximately 1,300 parking spacesha campus, the Master Plan indicates

that parking is not a problem on the campus.

Lebanon Campus

The Lebanon Campus is housed in a single threg-buatding that is owned by the College.
The Campus is surrounded by city streets, a pyialiking lot and a vacant building which does
not allow for any growth of the physical campuseTuilding was reported to be in excellent
condition according to the Master Plan.

The Master Plan recommends the reorganization istieg space as opposed to any additional
construction. This includes reconfiguring the mpliirpose room and adding second floor space
above the multi-purpose room that includes faculffices and student activity space.
Recommendations for the third floor include the angion of the library space into current
faculty office space. Classroom reconstructionls® aecommended to make classroom space a
better fit with class size. Rooms that are toodangpuld be converted into smaller spaces to
accommodate typical class size and increase thé@&uof available classrooms. The resizing
would also have the added benefit of reducing sdlireglburdens.

Security issues were noted in the Master Plan deatifior the Lebanon Campus. Unauthorized
individuals have been removed from the buildingseweral occasions, and small fires have been
set in the building. At the present time, there @ve wall mounted security cameras on the
exterior of the building but no interior camerasll doxes or intrusion detection devices.
Students are generally satisfied with securityhatltebanon campus, with 37 percent of students
expressing positive reviews in student satisfactsomveys and only 5 percent dissatisfied.
Recommendation 2.18: Interior security should be irproved at the Lebanon Campus.
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Parking at the campus has been raised as a vemyrtanmp issue by students at the Lebanon
Campus. The only College-owned parking is reseffeedstaff and faculty. Students use two
hour public parking in a lot just behind the builgior metered parking on Cumberland Street.
Several other parking options are located withimck$ of the campus, some of which are free
and others metered. On student satisfaction sspagproximately 50 percent of the Lebanon
students expressed negative or neutral reviewsaking at the campus and 37 percent were
dissatisfied. The Master Plan indicates studeatsgive there is a parking problem because not
all parking is adjacent to the building. Unfortuglgt because of its urban setting there is no
simple solution evident for parking facilities AetLebanon Campus.

Gettysburg Campus

The Gettysburg Campus is situated in a leaseditfaail a single shopping center building,
which presents several notable problems with spes@ge and campus access. Because the
facility is leased, the College has limited optidosimprovements to the property. Classrooms
at the Gettysburg Campus are reported to havehadtigupancy rate. This gives the campus less
flexibility in using classroom space. The figuregerenced in the Master Plan are from Fall 2004
and indicate the need for 14 classrooms sized ppptely for student loads.

Access to the campus on Old Harrisburg Road isawviauncontrolled entrance intersection,
which leads to traffic congestion during peak pasioThe presence of other businesses in the
shopping center, and the cost of installing tragignals at the intersection, severely limits what
can be done to change the traffic pattern at thity§mirg Campus. Parking at the campus is
limited, and each tenant of the shopping centerahdssignated number and location of parking
spaces. There is no clear solution to the parkomgestion during peak periods at the present
site, and maintenance projects are under the purnoé the shopping center property
management company. Student satisfaction surveytseto not suggest the limited parking is
posing a significant problem, although approximat2B percent of students surveyed were
dissatisfied with the parking.

Security is provided at the campus during weekdagrating hours and on Saturday when there
are classes, special events, or the library is .ofampus personnel report the Campus Facility
Manager and Lead Security Officer are availabledd/phone around the clock. Emergency call
boxes have been installed in the corridors of thidimg and duress buttons have been installed
in the faculty suite, campus dean’s suite, nursatdpy, library, and bookstore. Closed circuit

television cameras have been installed to moniterthree parking areas. Outdoor call boxes
have not been installed because of liability consewith the shared space and the limited
availability of security coverage.

York Center

The York Center opened in Fall 2005 at its permgrabeit leased, location on Pennsylvania
Avenue. Prior to the opening of the York Centeassks were offered in off-site locations in the
York area as an extension of the Lancaster Campphbs. new building offers ample parking for
staff and students. The facility includes alliedaltle and science labs, computer labs, a
library/learning center, bookstore, and 10 gengrafpose classrooms. Current enroliment
projections suggest continued growth for the Yomnter over the next five years, and the
facility plan will be examined to address that gtiow
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Facilities Management Assessment

The 2003 assessment indicated leadership in thitieadManagement Department is focused
on “customer satisfaction” and is performing itssion to support “the mission and priorities of
the Harrisburg Area Community College by ensurimag facilities and grounds are maintained
to a high standard of excellence.” Recent improsasinclude:

1.) Establishing performance benchmarks,

2.) Decentralizing decision making so regional campasifies Management
Department personnel have more control over tbeallenvironment, and

3.) Developing an emergency response plan with instmgtand checklists for any
response situation.

In addition to the 2003 assessment, frequent iatessessments have created an environment of
continuous improvement. At each campus, Facilitiesiagement Department delivers surveys
requesting feedback regarding maintenance, custagtiacial event set-ups, and grounds care.
The most recent survey in October 2005, with 15poadents from all four campuses, revealed
that the Facilities Management Department is perifiog well in most areas; overall customer
satisfaction was 3.1 on a 4-point scale. Custaahal maintenance services often both received
high marks because of an overall positive attitwe willingness prevalent among the
employees in those areas. The custodial staff dago®d marks for their consistent trash
removal efforts. The maintenance staff earned highks in the areas of response time, special
event set-ups, lighting, and snow removal. Areagdmg custodial improvement were
vacuuming and stairwell cleanliness.

Energy and environmental stewardship has also beeorporated into the Facilities
Management Department’s culture, resulting in ofp@nal cost savings to the College. Energy
consumption, environmental impact, safety issugserating costs, facility and equipment
maintenance are incorporated with all proposedeptsj Utility costs are further reduced by the
use of energy efficient lighting and a building ragament system to efficiently control heating
and cooling. A ten-year “Guaranteed PerformancerggnProgram” joint venture with Johnson
Controls was also contracted in 2005. Fourteeneptsjhave been identified and are being
implemented. Examples of projects underway includgallation of solar panels, vibration
analysis of critical heating, ventilating, and awnditioning equipment, water conservation,
building insulation, and facility condition effiaiey monitoring. Environmental responsibility is
also demonstrated through campus recycling of pagedboard, aluminum cans, and plastic
bottles.

Overall, the Facilities Management Department iscfioning well at carrying out its mission;
however, specific recommendations from the 2008sassent warrant noting here:

» Use strategic planning and capital needs assessaseatframework for how Facilities
Management Department responds to current maintenageds and future growth of the
College and maintain a dedicated staff positiorpfanning and projects.

» Continue to use tangible measures and key perfarenamdicators of organizational
success.

» Assure Facilities Management Department personoefocm to College policies and
procedures at all campuses.
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» Continue to assess and determine the best soueceifFthouse versus outsourced) of
maintenance service for regional campuses and ttatee the campus’ reliance on
specialized services from Harrisburg.

 Given the occupancy of leased facilities, FacsitietManagement Department
administrators need to continue to maintain curkeotvliedge of real estate and leases.

* Improve Facilities Management Department managenasrd staff skills through
training.

» Assign someone in an Environment, Health, and $afesition to assure compliance
with regulatory requirements and provide for satedyning.

* Provide a process for students to submit work orelguests.

Recommendation 2.19: The College should continue tmplement the recommendations of
the 2003 facilities assessment.

Safety and Security Management Assessment

The Safety and Security Department provides sgcantd emergency medical services at the
five primary College locations. Security officersork in three eight-hour deployments for
vehicle, foot and bicycle patrol. Officers are clgadentifiable by their navy blue uniform with
insignia. Security equipment and processes spdafeach campus has already been discussed.
Student satisfaction surveys demonstrate the SafetySecurity Department is performing well.
The majority of the responses were in the satisfied very satisfied category for the regional
campuses. Responses for the Harrisburg campussesrewhat lower, though only 10 percent
of respondents were dissatisfied with the availghaf security.

As reported previously, Safety and Security was assessed in 2003 by International
Association of Campus Law Enforcement AdministratgACLEA) via their Loaned Executive
Management Assistance Program (LEMAP). The congrglie scope of the LEMAP
assessment encompassed relationships between SafeSecurity and the College community,
Safety and Security administration and managenteaifiety and Security relations with other
agencies, staffing and training, budgeting, operatiand enforcement, facilities and equipment,
evidence retention and recordkeeping, and commiavith federal regulations. The assessment
was conducted over a period of two days by revigwgalicies and procedures provided by the
College and by conducting interviews with admiragon, the College Safety and Security
Committee, faculty, staff, and students. Eachheffour campuses in operation at the time of the
assessment was represented in the interviews.Dirketor of Safety and Security believes the
LEMAP assessment identified some important indisatbe College needs to pursue, but the
short timeframe of LEMAP’s assessment may have comised its representativeness.

According to the Director of Safety and Securitygny of the findings of the LEMAP report are
being resolved. The current status of the issolésAs:

* Additional staff have been hired.

» A written policy has been developed, and the sgcaranual is being revised to include
a standard operating procedure for citizen comgdand internal disciplinary matters.

» Security supervisors are evaluating their subotdma

* A computerized records system has been implemenmetthe College internal network
and by the 2006-2007 academic year an online sydtdormant Technologies) will be
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implemented. This online system will facilitate nmmunications with other law
enforcement agencies.

* A Crime Prevention Officer has been designatedis ©fficer is currently updating the
Safety and Security Department web page to anaddige format that will facilitate
crime prevention communications with the Collegenomunity. Plans are in place to
assign a Senior Officer to address crime prevergrmhcommunity relations.

» Jeanne Clery Act Compliance was achieved with ®@52eport, which is available on
the Safety and Security Department web site.

While a number of improvements have been implententepresentatives of the College’s
Safety and Security Committee expressed two coscéiinst, is communication: the LEMAP
report was completed for over a year before it wedsased to the committee for discussion.
Communication problems between Safety and Secanitithe College community still persist,
as problems with evacuation of the Harrisburg Casnjpurecent bomb threats demonstrate.
Second, the number and complexity of the recomntesrda (116 recommendations) may also
be impacting implementatiorRecommendation 2.20: The College should continue follow

up on recommendations to improve communications beteen Safety and Securityand the
Collegecommunity.

Bookstore Assessment

The College maintains a moderate-sized bookstotieeaHarrisburg Campus and smaller retail
sites at the regional campuses. In July 2005, D@a@up Consulting, Inc., was retained to
conduct an operational and financial review of @a@lege bookstore as it relates to the overall
college bookstore industry. The consultant repbrtieat the bookstore operation exceeds
industry norms in both service and financial perfance. The consultant noted an aberration in
the inventory process as it relates to fiscal yaat financial analysis; however, only monitoring
of the situation was recommended. It was alsoththat the Harrisburg campus bookstore is
somewhat undersized compared to industry standardshat the retail space was being used
efficiently.

Technology Services

Processes for delivering and assessing Informatiwh Instructional Technology Services have
improved dramatically since the last Self-Studygiaing in 2001, the Collegenplemented
long-range instructional technology planning witle tEducational Technology Plan. This plan
provides directions for replacement and expansibrihe College’s educational technology
resources linked directly to the College’s StrateBlan. Since 2001, an annual instructional
technology needs survey and a training needs sunaey been conducted for all campuses. The
survey began as a Harrisburg Campus assessmeatlofology needs, but it has grown to
include the regional campuses in the last few yeHng survey results serve as the basis for
revising the Educational Technology Plan to meet thanging needs of faculty and staff.
Faculty have reported satisfaction with technolaggrades on campus resulting from execution
of the Educational Technology Plan, as the resnfitthe 2005 SMART Technology Survey
demonstrate.

In addition to the survey data, real time monitgrof equipment usage is used for technology
planning. The Instructional Technology Center Q&nter) tracks equipment usage, including
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what kind of equipment has been requested, for twhsoms, by whom, and how often. These

records, along with survey results, are weighedh wie input, from the division deans to revise

the Educational Technology Plan and to identify aadk technology needs. Priorities are

developed and linked to the College’s StrategicRlafore funds are requested. This process
seems to be effective because each constituenappssand feedback to date from faculty and

staff has been positive. In the past three yedrshe requests in the Educational Technology
Plan have been funded, largely because each iteedit a specific Institutional Priority.

Another aspect of the College’s support of techgpltor its employees is the College’s policy
to replace all computers on a rolling basis evémed years to stay current with the latest
technology. In addition, the College participatesan agreement with Microsoft to provide
faculty and staff as well as students with Microssdftware packages for their personal and
family use at a reduced cost. The success of giseanent is manifested in number of students,
faculty, and staff who have participated in thegoam (97 students and 512 faculty/staff since
its inception).

Some off-campus sites do not have sufficient audioal or projection equipment, presenting
problems to instructors. Often the equipment thag check out from the IT Center is too
cumbersome for them to carry. Sometimes no ap@tgequipment is available to them at
times when they need it. The formation of the Tedhgy Advisory Committees (described
below) should address these and other technolegg$sCollege-wide.

Technology Support

Technology support services were assessed in 2@04egdback gathered from the College
community by an external consultant. The assessatem sought to understand possible gaps in
service and to recommend changes necessary to uempndormation Technology. Notable
findings of the consultant included:

» Unreliable network, applications, and helpdeskises;

» Interruptions to networked resources;

» Limited and unreliable E-mail access;

* Downtime and slowdown periods in the network andriza administrative applications
were accepted as “normal”;

* Faculty were quite pleased with the services retkivom the Distance Learning and
Media Services operation (Instructional Technology)

» Personnel from outside the planning committeesndidfeel they had enough input for
technology planning at the College.

The consultant acknowledged the College’s decisiohave two separate technology support
services organizations, one for delivery of acadetachnology services (Virtual Campus and
Instructional Technology) and the other for nortsimstional technology services (Information
Technology Services). Specific recommendationsewaade for the scope and functional
responsibilities of each group. Virtual Campus dndtructional Technology would be
responsible for instructional computing, distanearhing and WebCT support, media services,
academic technology master planning, classroom engdanning, and all training (except
Banner training). They do so now via the LearningcAnhology Advisory Committee.
Information Technology Services would be respomsilibr Banner implementation and
maintenance, network administration, desktop cosrpstipport, and help center support. They
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do so via the Enterprise Technology Advisory Conteeit Virtual Campus and Instructional
Technology and Information Technology Services halween implementing Strata’s
recommendations over the past year. For exampfernhation Technology Services uses
several monitoring devices and programs to teshéteork, monitor network performance, and
support expansion of the network and internet badithw Virtual Campus and Instructional
Technology and Information Technology Services alarked together to change student
identification numbers from their social securitynmbers to a generic College identification
number and consolidate user identification namimgventions for HACCWeb, WebCT, Novell
networking, and the library computer system. Thasmdardization of such accounts should make
it easier for identification numbers to be integrhinto a portal producRecommendation
2.21: The College should monitor and reassess therformance of Virtual Campus and
Instructional Technology and Information Technology Services after projects have been
completed and sufficient time has passed to gathegliable performance data.

Technology Advisory Committees

In late 2004, two committees with College-wide exmntation were formed to help improve
communications for technology requests. The EntgpFrechnologies Advisory Committee and
the Learning Technologies Advisory Committee helganize administrative and instructional
technology needs by means of individual projectni®a It is expected the formation of the
Learning Technologies Advisory Committee and theteEprise Technologies Advisory
Committee will promote development of proceduregravide equivalent levels of technology
at all College sites.

The Enterprise Technologies Advisory Committee obdates all non-instructional technology
initiatives into a comprehensive Technology Mad®tan and is supported by project and
advisory teams grouped by scope. Current projachsenclude Banner, Network Infrastructure,
Telecommunications, and Web Advisory Teams. Thesgq teams serve as a resource for the
Enterprise Technologies Advisory Committee on tepelated to their area of expertise. They
report their findings and recommendations backntegrise Technologies Advisory Committee
for consideration and incorporation into the anmulahning activities. As other new ideas are
brought to the Enterprise Technologies Advisory @Gotiee or any of the teams, the more
notable ideas may require research and additiongt.\ifhe Enterprise Technologies Advisory
Committee creates an ad-hoc work team to condattrésearch and report back with findings
and recommendationgViembership on the ad-hoc work teams, like that leé turrently
established project teams, includes those witlakesh the project.

Based on initiatives in the College’s Technology skéa Plan, the Learning Technologies
Advisory Committee develops and maintains instaral technology and facility plans for the
College. Their areas of work include:

* Instructional Technology Integration * SMART Classroom Standards
(e.g., WebCT, Video) * Interactive Video Communications
» Instructional Technology Training (Classrooms, Campuses, etc.)
* Instructional Technology Lab » Lifecycle Funding
Upgrades, Consolidations * New Instructional Technology
* Instructional Technology Hardware Research and Development
and Software Replacement e Online Services
* Classroom Upgrades * Library Services
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The Learning Technologies Advisory Committee membenclude individuals from
Instructional Technology, faculty, representatifresn regional campuses, and a liaison with the
Enterprise Technologies Advisory Committee.

Student Computer Support

Computers are used throughout the College to stispaaent learning. Equipment for students
with special needs is purchased each year. Irtiaddthe College has a PC Loan program for
economically disadvantaged students who are seldnyea review committee of faculty and
staff. These students receive a PC, printer, andemo The College also provides specific
software at no cost to students enrolled in comprdarses for their home use.

The College hastudent computer labs across all campuses as svatl dork, Penn Center, and
Community Center for Technology and the Arts. Thdabs have improved with the
implementation of a technology fee to pay for upgsa Surveys of student satisfaction with
computer labs reveal that more than 50 percenh@fstudents at the Harrisburg Campus were
satisfied with computer availability and computab lhours. Student survey responses for the
Lancaster, Lebanon, and Gettysburg campuses warkarsio Harrisburg, with results ranging
up to 67 percent of students satisfied.

Regular communications occur between faculty, imfmion Technology Services, and
Academic Computer Services staff to re-evaluatepeder laboratories to ensure that they are
meeting curricular needs. Representatives of mnébion Technology Services participate in
monthly discipline meetings with Computer Inforneati Systems faculty where information
regarding discipline-related computer classroomd apen lab resources are presented and
discussed. This interaction ensures that the rdass and the open labs have the necessary
software, hardware, and technical support needwtl ttzat they are ready for the start of each
semester. Any data on the use of the academicladbsiny student needs surveys, however, are
reviewed and acted upon by the various academisiains. The College has recently hired a
full-time Director of Academic Computing Servicefavis developing strategies to coordinate
these communications and continue to resolve isswih computer lab facilities.
Recommendation 2.22: The Learning Technologies Atsory Committee and the Director

of Academic Computing Services should develop a nieid for gathering appropriate
information about the various curricular computer lab facilities and for assessing their
effectiveness in addressing student and disciplimeeds.

Computer Training

Computer training is provided to faculty and staffnarily through the Instructional Technology
Center (instructional software), Academic ComputBervices (Microsoft Office® suite), and
Instructional Technology (enterprise software sasiNovell and Banner). To identify training
needs, the Instructional Technology Center condsiztgeys to determine computer skills users
need to perform their duties and to enhance instrucCollege faculty and staff are notified of
the availability of training sessions and given wWeb address so that they can sign up for classes
online. For training at regional campuses, thérliesional Technology Center staff coordinates
with faculty, administrators, and technical suppoetsonnel at the campus so that training at
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each location is based on needs, and the traisimgodified to meet the specific needs of the
individual attendee(s).

In addition, the Instructional Technology Centespdes two kinds of post-training support:
* Phone or email support answer users’ questions;
* Walk-in assistance is available in Harrisburg im&r building, days, evenings, and
weekends.
» Walk-in assistance at regional campuses is bas@awdondual campus needs.

With an increasing number of new SMART rooms artteoequipment purchased since 2002,
the Instructional Technology Center has been takimgggressive approach to training. Special
training for the SMART equipment is scheduled, afidfaculty and staff are notified of the
training sessions. Assessment of SMART trainingises takes place at the conclusion of each
training session. This information is retained hg Director of Instructional Technology and
Training. The Instructional Technology Center his® giloted delivery of training using Web-
based conferencing and digitized training and esfee resource materials (“Podcasting”).
Additionally, an annual technology survey includpgestions regarding the application of the
information gained through training, which serves aa post-training check of effectiveness.
Recommendation 2.23: To improve the effectivenessf @omputer training, different
avenues should be made available to employees swashposting documentation online and
computer-based tutorials.

2: Financial, Human, and Physical Resources Recommendations

2.1: The College should assess the effectiveness of B\HBl4get Advisory Committeand
the new College Budget Advisory Committee struct(irecluding Regional Budget
Advisory Committees) in financial planning.

2.2: The College needs to implement program costing tsael assess their effectiveness in
light of the College’s missioand the state’s new funding formula.

2.3: The College should assess the cause of the onfjoargial loss in the non-credit area
and implement processes to make it profitable.

2.4: The College needs to develop an evidence-basexhaddi for full-time/part-time faculty
ratios to meet campus needs.

2.5: The College should assess overhead rates and gdewsachmarks for adding
administrative positions based on student and fa@apulation.

2.6: The College needs to continue to work with othenegwnity colleges, Pennsylvania
Department of Education, and legislators to impriaweling for capital and operational
reimbursements.

2.7 Human Resources should continue working togethtr thie Office of the Vice President
of Academic Affairs and Enrollment Management teess and improve the online
recruitment and hiring process based on feedback &pplicants, hiring managers, and
search committees.
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2.8:

2.9:

2.10:

2.11:

2.12:

2.13:

2.14:

2.15:

2.16:

2.17:

2.18:
2.19:

2.20:

2.21:

2.22:

2.23:

The College should continue to accelerate theainigipproval process of new and
replacement full-time positions (pending budgetrappl) so that search committees
have adequate time to effectively execute the beand selection process.

The College should improve the mentoring programebsguring that initial assignments
of mentors are made before the semester begins, bgnformally assessing the
effectiveness of the mentoring program for full-¢imnd adjunct faculty.

Human Resources needs to follow through on plamss$ess and update job descriptions
College-wide.

The College should create a working group to imprthe appraisal process and formally
assess the results of this process to date.

College procedures need to be revised to proviaeans for evaluating tenured faculty
involving multiple sources of representative infatron.

The College should ensure that all new engdeyare informed of discipline and
grievance procedures during the orientation.

The College should continue to prioritize and impdmt recommendations from the
Master Plan, making actual enrollment growth triggefor physical campus
improvements at all campus locations.

At each campus or site, the College is advisedxfboee adjusting classroom size and
class scheduling to achieve a better fit betweasscbom capacity and class size.

The College should continue to evaluate laboraspgce, particularly in the science area,
and determine priorities for laboratory renovations

The Harrisburg Campus should implement plans torawg traffic flow, pedestrian
safety, and parking facilities as outlined in thadtr Plan.

Interior security should be improved at the LebaGampus.

The College should continue to implement the recemhations of the 2003 facilities
assessment.

The College should continue to follow up on to oy communications between the
Safety and Security Department and the College aomityn

The College should monitor and reassess the peafcen of Virtual Campus and
Instructional Technology and Information Technold®grvicesafter projects have been
completed and sufficient time has passed to gaétiable performance data..

The Learning Technologies Advisory Committee an& tDirector of Academic
Computing Services shouldevelop a method for gathering appropriate inforomat
about the various curricular computer lab faciitend assessing their effectiveness and
addressing student and discipline needs.

To improve the effectiveness of computer trainiddferent avenues should be made
available to employees such as posting documentatidine and computer-based
tutorials.
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