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EDUCATIONAL SERVICES DUE DATES

2009-2010 - REVISED
Listed below are a series of due dates and activities scheduled for the 2009-2010 academic year.

AUGUST 2009
August 15
Academic Division Deans to have met with Administrator of Assessment to discuss student learning assessment projects for the 2009-2010 academic year.

August 27
Dean, Academic Affairs, Dean, Communiversity, Branch Campus, and Higher Education Centers, and Director, TLC submit summer 2010 schedule development material to Director, Ed Services Operations.

August 28
Director, Ed Services Operations submits summer 2010 schedule development material to Academic Division Deans/Director, Student Development for transmission to department chairs.
SEPTEMBER 2009



5-Year Program Review Team established and selection of chair.

September 3
5-Year Program Review Kickoff and Workshop for the following:

Communication Media AAS – Audio Production Option and Video Production Option; Computer Science Program AAS – Web Site Development Option and Programming Option; Computer Science AS; Webmaster Administration Certificate; Marketing Program AAS; Radiologic Technology AAS; Human Services Program AAS – Generalist, Addiction Studies Option, and Corrections Option; Criminal Justice AS and Corrections Option; Humanities AA – Media Studies Option, Liberal Education Option, Public Relations Option; Math/Science AS – Biology Option; Social Services Certificate.

September 4
Academic Division Deans submit updated department plans 2009-2010 to Academic Affairs (Department Goal and Strategy Ideas column only).

Academic Division Deans submit department plans for 2010-2011 to Academic Affairs (Department Goal and Strategy Ideas column only).
September 11
Academic Division Deans submit final, approved fall 2009 15-week faculty and learning assistant schedules to EVP office.
SEPTEMBER 2009 (CONTINUED)
September 15
One-page promotion application due in Academic Division Offices, Office of Director, Student Development, and Executive Director, Bankier Library.
September 15
Academic Division Deans finalize assessment project plans for the 2009-2010 academic year and submit plans to Dean, Academic Affairs.
September 16
Faculty submits Personal Performance Objectives to Academic Division Deans (objectives only) for current academic year.  Personal objectives are to be coordinated with department action plans for 2009-2010.

September 16
Academic Division Deans submit payment memos, employment recommendations, and additional compensation forms for fall 15-week courses to Director, Ed Services Operations.

September 18
Director, Ed Services Operations distributes FY11 operating, hourly, capital, and computer related budget development material to Service and Academic Leadership Team.

September 18
Academic Division Deans submit extra compensation payments for fall to Director, Ed Services Operations.

September 21
Academic Division Deans submit curriculum changes (i.e. new courses, changes/deletions, new certificates, catalog changes) to Dean of Academic Affairs to complete the approval process by the end of the semester to meet next catalog deadline.
September 30
Academic Division Deans submit the date(s) Advisory Boards will hold meetings for all career programs to Academic Affairs.

OCTOBER 2009
5-Year Program Review Team – review PAFS, curriculum maps; create/revise program web page; review catalog for information changes; review transferability study (if AA/AS); set up meeting with PAR for Labor Market Information (AAS); meet with OBCD.
October 1-31
Academic Division Dean, Executive Director, Library, and Director, Student Development appoint Division Promotion Committees.
OCTOBER 2009 (CONTINUED)
October 2
Academic Division Deans/Director, Student Development submit summer 2010 master schedule to Director, Ed Services Operations.
October 5
Dean, Academic Affairs, Dean, Communiversity, Branch Campus, and Higher Education Centers, and Director, TLC submit fall and fall 11-week 2010 schedule development material to Director, Ed Services Operations.
October 6
Director, Ed Services Operations submits summer 2010 master schedule to Dean, Academic Affairs and Dean, Communiversity, Branch Campus, and Higher Education Centers.

October 7
Academic Division Deans submit additional compensation forms for fall special project and internship courses to Director, Ed Services Operations.

October 7
Director, Ed Services Operations submits fall and fall 11-week 2010 schedule development material to Academic Division Deans/Director, Counseling for transmission to department chairs.
October 7-14
Dean, Academic Affairs and Dean, Communiversity, Branch Campus and Higher Education Centers review summer 2010 master schedule and submit recommended changes to Academic Division Deans .
October 15
Academic Affairs electronically distributes Faculty Professional Development/Activity Form access information.

October 15-20
If needed, Academic Division Deans and Dean, Academic Affairs and Dean, Communiversity, Branch Campus, and Higher Education Centers meet to discuss and make changes to summer 2010 master schedule. 
October 16
Service and Academic Leadership Team submit FY11 operating, hourly, capital, and computer related budget material to Director, Ed Services Operations.

October 19 
Academic Division Deans submit additional compensation forms and employment recommendations for fall 10-week courses to Director, Ed Services Operations
October 20
Academic Division Deans submit curriculum development proposals to Dean of Academic Affairs for spring through June 30, 2010 curriculum development.

October 21
Dean, Academic Affairs submits approved summer 2010 master schedule to Director, Ed Services Operations.

OCTOBER 2009 (CONTINUED)
October 23
Director, Ed Services Operations distributes approved summer 2010 master schedule to Academic Division Deans office.  Academic Division Deans office submit combined/hybrid form to Scheduling Administrator.
October 26-
Academic Division Deans office input summer 2010 master schedule into 
November 10
Colleague.
NOVEMBER 2009
5-Year Program Review Team – administer student surveys; add current fall enrollment data to template chart.
November 2
Academic Division Deans submit additional compensation forms for 1st half payment of full-time faculty mentor compensation to Director, Ed Services Operations.

November 4
Academic Division Deans/Director, Student Development submit fall and fall 11-week 2010 master schedule to Director, Ed Services Operations.
November 6
Director, Ed Services Operations submits fall and fall 11-week 2010 master schedule to Dean, Academic Affairs and Dean, Communiversity, Branch Campus, and Higher Education Centers.
November 9-13
Dean, Academic Affairs and Dean, Communiversity, Branch Campus, and Higher Education Centers review fall and fall 11-week 2009 master schedule and submit recommended changes to Academic Division Deans.
November 13
Academic Division Deans office and Director, TLC submit summer 2010 “blurbs” to Director, Ed Services Operations.

November 16-19
If needed, Academic Division Deans and Dean, Academic Affairs and Dean, Communiversity, Branch Campus and Higher Education Centers meet to discuss and make changes to fall and fall 11-week 2010 master schedule.  
November 16
Promotion packets due in Academic Division Dean, Executive Director, Library, and Director, Student Development offices.

November 17
Director, Ed Services Operations submits summer 2010 master schedule to printer.
November 20
Dean, Academic Affairs submits approved fall and fall 11-week 2010 master schedule to Director, Ed Services Operations.

NOVEMBER 2009 (continued)
November 23
Director, Ed Services Operations distributes approved fall and fall 11-week 2010 master schedule to Academic Division Deans office.

November 24-
Academic Division Deans office input fall and fall 11-week 2010 master
December 10
schedule into Colleague.  Academic Division Deans office submits combined/hybrid form to Scheduling Administrator.

November 30-
Academic Division Deans office and Director, Ed Services Operations 
December 3
review summer 2010 galley proof (estimated date).  Academic Division Deans office updates Colleague.

November 30
Academic Division Deans submit preliminary spring 2010 faculty and learning assistant schedules to Executive Vice President.

DECEMBER 2009
5-Year Program Review Team – analyze student success, enrollment and retention data.
December 1

Tenure candidate evaluations due to Executive Vice President.

December 1

Tenure packets due to Executive Vice President’s Office.

December 7

Director, Ed Services Operations returns summer 2010 galley to printer.

December 11
Academic Division Deans office and Director, TLC submit fall and fall 11-week 2010 “blurbs” to Director, Ed Services Operations.
December 15
Sabbatical applications due to Executive Vice President.

December 15
Educational leave applications due to appropriate EVP or President’s Division Cabinet member.

December 18
Director, Ed Services Operations submits fall and fall 11-week 2010 master schedule to printer.
December 23
Complete all fall term data collection for 2009-2010 assessment projects.

Before break
Director, Ed Services Operations activates summer 2010 master schedule.

JANUARY 2010
5-Year Program Review Team – obtain Graduate Follow-up Report from PAR; obtain student survey results and analysis from PAR; schedule mid-year status meetings with Dean, Academic Affairs.
Advisory Board minutes for fall semester meetings and committee members list due to Dean, Academic Affairs.
Academic Division Deans schedule Advisory Committee meetings for departments that will hold a second Advisory Committee meeting for the academic year.

January 4-8
Academic Division Deans office and Director, Ed Services Operations review fall and fall 11-week 2010 galley proof (estimated date).  Academic Division Dean Offices update Colleague.
January 5
Academic Division Deans submit additional compensation forms and employment recommendations for winterim courses to Director, Ed Services Operations.

January 11
Director, Ed Services Operations returns fall and fall 11-week 2010 galley to printer.

January 15
Educational Leave applications due to Executive Vice President, Educational Services.

January 19
Complete fall term data analysis and review of assessment status for departmental plan mid-year report.
January 22
Academic Division Deans submit 2009-2010 department plan mid-year reports to Academic Affairs.

January 22-

February 15
Division Promotion Committees meet and conduct interviews.

January 25
Academic Division Deans submit final, approved spring 2010 faculty and learning assistant schedules to Director, Ed Services Operations.

.
January 29
Academic Division Deans submit payment memos, employment recommendations, and additional compensation forms for spring 15-week courses to Director, Ed Services Operations.

January 30
BCC Perkins Committee reviews 2010 Spending Plan for cost savings.

JANUARY 2010 (continued)

Before Jan. 30
Director, Ed Services Operations activates fall and fall 11-week 2010 master schedule.

FEBRUARY 2010
5-Year Program Review Team – analyze student survey results; obtain Labor Market Assessment Report from PAR (AAS); analyze schedule of offerings; obtain counselor input regarding the program; identify opportunities for internship and service-learning (AA/AS) and job opportunities and job placement (AAS) with Experiential Learning/Career Services; complete OBCD collaboration matrix.

February 1-14
Academic Division Deans meet with the Dean, Academic Affairs to review mid-year departmental plan.
February 1
Academic Division Deans submit non-tenured faculty evaluation #1 to Executive Vice President.

February 2
Academic Division Deans submit extra compensation payments for spring to Director, Ed Services Operations.
February 2
Academic Division Deans submit curriculum changes (i.e. new courses, changes/deletions, new certificates, catalog changes) to the Dean of Academic Affairs in order for final approval by May 1.

February 15
Division Promotion Committee forwards promotion recommendations to College-Wide Promotion Committee.

February 16-

March 13

College-Wide Promotion Committee reviews promotion packets.

February 23
Academic Division Deans submit additional compensation forms and employment recommendations for spring 11-week courses to Director, Ed Services Operations
February 26
Academic Division Deans submit additional compensation forms for spring special project and internship courses to Director, Ed Services Operations.
February 26
Director, Ed Services Operations distributes FY12 personnel budget development material to Service and Academic Leadership Team.
MARCH 2010
5-Year Program Review Team – analyze program resources; compile team recommendations; provide analysis to consultant (AAS).
March 1
Academic Division Deans submit non-tenured faculty evaluation #1 for mid-year appointments to Executive Vice President.

March 3
Academic Division Deans submit curriculum development proposals to Dean of Academic Affairs for July 1 through fall 2010 curriculum development.
March 5
Academic Division Deans submit additional compensation forms for second half of full-time faculty mentor payment to Director, Ed Services Operations.

March 13
College-Wide Promotion Committee makes recommendations to President.

March 18
Administrator of Assessment submits final assessment report to Dean, Academic Affairs.

March 22
Dean, Academic Affairs, Dean, Communiversity, Branch Campus, and Higher Education Centers, and Director, TLC submit winterim, spring, and spring 11-week 2011 schedule development material to Director, Ed Services Operations.

March 26 
Director, Ed Services Operations submits winterim, spring, and spring 11-week 2011 schedule development material to Academic Division Deans for transmission to department chairs.

APRIL 2010
5-Year Program Review Team – obtain report from consultant (AAS); write response to consultant’s report; write Forecast and Self-Assessment, and Executive Summary; compile final report and distribute to team for review; obtain signatures from the team.
April 1
Service and Academic Leadership Team submits FY12 personnel budget material to Director, Ed Services Operations.

April 1
Academic Division Deans submit tenured faculty evaluations to Executive Vice President.
APRIL 2010 (continued)

April 30
Academic Division Deans review and update Advisory Board membership list – minutes from the fall meeting are reviewed and actions taken in response to meeting noted in department plans.

April 30
BCC Perkins Committee drafts one-year spending plan for 2011.
MAY 2010
Five-Year Program Review – set up meeting to present and discuss report with the Dean, Academic Affairs.

Advisory Board minutes for spring semester meetings due to Dean, Academic Affairs.

May 1
Director, Ed Services Operations submits winterim, spring, and spring 11-week 2011 master schedule to Dean, Academic Affairs and Dean, Communiversity, Branch Campus, and Higher Education Centers.
May 4
Academic Division Deans submit winterim, spring, and spring 11-week 2011 master schedule to Director, Ed Services Operations.

May 7
Academic Division Deans submit fall 2010 preliminary faculty and learning assistant schedules to Executive Vice President.
May 7
Director, Ed Services Operations submits winterim, spring and spring 11-week 2011 master schedule to Dean, Academic Affairs and Dean, Communiversity, Branch Campus, and Higher Education Centers.
May 10-14
Dean, Academic Affairs and Dean, Communiversity, Branch Campus, and Higher Education Centers review winterim, spring, and spring 11-week 2011 master schedule and submit recommended changes to Academic Division Deans.
May 11
Complete all spring term data collection for 2009-2010 assessment projects.

May 12
Academic Division Deans submit learning assistant schedules for summer semesters to EVP office.

May 12-30
Complete spring term data analysis and review of assessment status for departmental plan annual report.
MAY 2010 (continued)

May 15
Completed Professional Development/Activity Forms, including account of use of faculty days, returned to Dean of Academic Affairs.

May 17-21
If needed, Academic Division Deans and Dean, Academic Affairs and Dean, Communiversity, Branch Campus, and Higher Education Centers meet to discuss and make changes to winterim, spring, and spring 11-week 2011 master schedule.  

May 20
Academic Division Deans submit payment memos, employment recommendations, and additional compensation forms for summer I 6-week courses to Director, Ed Services Operations.

May 22
Academic Division Deans submit final (annual) 2009-2010 department plans to Dean of Academic Affairs.
May 24
Dean, Academic Affairs submits approved winterim, spring, and spring 11-week 2011 master schedule to Director, Ed Services Operations.

May 26
Director, Ed Services Operations distributes approved winterim, spring, and spring 11-week 2011 master schedule to Academic Division Deans office.
May 27 –

June 18
Academic Division Deans office input winterim, spring, and spring 11-week 2011 master schedule into Colleague.  Academic Division Deans office submit combined/hybrid form to Scheduling Administrator.
May 30
Academic Division Deans submit completed 2009-2010 assessment projects on PAFS and CAFS to Dean, Academic Affairs.
JUNE 2010
June 1
Academic Division Deans submit non-tenured faculty evaluation #2 to Executive Vice President. 

June 1-16
5-Year Program Review Teams – presentation to EVP by entire team.

June 11
Academic Division Deans submit payment memos, employment recommendations, and additional compensation forms for summer II courses to Director, Ed Services Operations.

JUNE 2010 (continued)

June 25
Academic Division Deans office and Director, TLC submits winterim, spring, and spring 11-week 2011 “blurbs” to Director, Ed Services Operations.

JULY 2010
Academic Division Dean’s Office to send President’s letter asking Advisory Committee members to serve for two years.

July 9
Academic Division Deans submit payment memos, employment recommendations, and additional compensation forms for summer III 6-week courses to Director, Ed Services Operations.

AUGUST 2010
August 15
Academic Division Deans to have met with Administrator, Assessment to discuss student learning assessment projects for the 2010-2011 academic year.
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