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EDUCATIONAL SERVICES DUE DATES

2011-2012
Listed below are a series of due dates and activities scheduled for the 2011-2012 academic year.
AUGUST 2011
August 16
Administrator, Educational Services prepares summer XSAR for ADDs and Director, Counseling and Advising.

August 18
Dean, Communiversity, Branch Campus, and HEC and Director, TLC submit summer 2012 course requests to Dean, Academic Affairs.

August 25
Dean, Academic Affairs, distributes summer 2012 schedule development material to the ADDs and Director, Counseling and Advising.
August 30
ADDs and Director, Counseling and Advising distribute summer 2012 schedule development material to department chairs.
SEPTEMBER 2011
2011-2012 Five-Year Program Reviews – establish team; select chair; schedule Advisory Board meeting; review department mission; meet with Library liaison.
September 2
2011-2012 Five-Year Program Review Kickoff and Workshop 
September 2
ADDs, Deans, Academic Affairs, Enrollment Development and Student Affairs, and Communiversity, Branch Campus and Higher Education Centers, Executive Director, Library, and Director, Ed Services Operations submit emergency call trees to EVP Office.
September 2
ADDs submit updated Department Plans 2011-2012 to Academic Affairs (Department Outcome and Strategy Ideas columns only). (If applicable, add recommendations from 2010-11 Five-Year Program Review.)
September 2
ADDs submit Departmental Plans 2011-2012 to Academic Affairs (Department Outcome and Strategy Ideas columns only).
September 6
Faculty submits Personal Performance Objectives to ADDs (objectives only) for current academic year.  Personal objectives are to be coordinated with department action plans for 2011-2012.
September 9
ADDs submit final, approved fall 15-week faculty and learning assistant schedules to EVP office.
SEPTEMBER 2011 (continued)

September 13
ADDs submit fall 15-week payment memos, employment recommendations, and additional compensation forms to Director, Educational Services Operations.

Mid-September
Director, Educational Services Operations activates winterim and spring 2012 master schedules.

September 15-30
Faculty meets with Administrator, Assessment to identify student learning assessment projects for the 2011-2012 academic year.
September 16
Director, Educational Services Operations distributes FY13 operating, hourly, capital, and computer related budget development material to Educational Services Leadership Council.
September 16
ADDs submit fall extra compensation payments to Director, Educational Services Operations.

September 22
ADDs and Director, Counseling and Advising submit 2012 summer schedule development material to the Deans, Academic Affairs, and Communiversity, Branch Campus, and HEC.

September 23-30
Deans, Academic Affairs, and Communiversity, Branch Campus, and HEC review summer 2012 schedule, coordinate their requests, and submit recommended changes to ADDs and Director, Counseling and Advising.
September 26
Administrator, Educational Services prepares fall XSAR for ADDs and Director, Counseling and Advising.
September 29
Dean, Communiversity, Branch Campus, and HEC and Director, TLC submit fall 2012 master schedule development material to Dean, Academic Affairs.

September 30
ADDs submit curriculum changes (i.e. new courses, changes/deletions, new certificates, catalog changes) to Dean, Academic Affairs to complete the approval process by the end of the semester to meet next catalog deadline.

September 30
ADDs submit the date(s) Advisory Boards will hold meetings for all career programs to Academic Affairs.
September 30 –

October 11
ADDs, Director, Counseling and Advising, Deans, Academic Affairs and Communiversity, Branch Campus, and HEC, and Director of TLC meet (if needed) to discuss and make changes to summer 2012 schedule.

OCTOBER 2011
Five-Year Program Review Team – analyze curriculum; meet with Administrator, Assessment to review PAFS and curriculum maps; analyze published information; review transferability study (if AA/AS); set up meeting with PAR for Labor Market Information and survey promotion (AAS).
Present Five-Year Program Review Summary for 2010-2011 to Board of Trustees.
October 3
ADDs submit fall additional compensation forms for special project and internship courses to Director, Educational Services Operations.

October 7
Dean, Academic Affairs, distributes fall 2012 schedule development material to ADDs and Director, Counseling and Advising.
October 10
ADDs and Director, Counseling and Advising distribute fall 2012 schedule development material to department chairs.

October 7
ADDs submit fall 11-week payment memos, additional compensation forms, and employment recommendations to Director, Educational Services Operations.
October 13
Dean, Academic Affairs submits approved summer 2012 schedule to ADDs, Director, Counseling and Advising, and Director, Educational Services Operations.
October 14
Academic Affairs electronically distributes Faculty Professional Development/Activity Form access information.

October 14
Educational Services Leadership Team submits FY13 operating, hourly, capital, and computer related budget material to Director, Educational Services Operations.

October 17-

November 4
ADDs office input summer 2012 master schedule into Colleague.
October 18
ADDs submit curriculum development proposals to Dean, Academic Affairs for spring through June 30, 2012 curriculum development.

NOVEMBER 2011
Five-Year Program Review Team – administer student surveys; add current fall enrollment data to template chart.
November 1
ADDs submit additional compensation forms for 1st half payment of full-time faculty mentor compensation to Director, Educational Services Operations.
November 1
ADDs office submits fall Faculty Load Report to Director, Educational Services Operations.

November 4
ADDs and Director, Counseling and Advising submit fall 2012 schedule development material to the Dean, Academic Affairs, and Dean, Communiversity, Branch Campus, and HEC.

November 7-11
Deans, Academic Affairs, and Communiversity, Branch Campus, and HEC review fall 2012 schedule, coordinate their requests, and submit recommended changes to ADDs and Director, Counseling and Advising.
November 14-22
ADDs, Director, Counseling and Advising, Deans, Academic Affairs, and Communiversity, Branch Campus, and HEC, and Director, TLC meet (if needed) to discuss and make changes to fall 2012 schedule.

November 14-18
Director, Educational Services Operations reviews summer 2012 in Colleague.

November 28
Dean, Academic Affairs submits approved fall 2012 schedule to ADDs, Director, Counseling and Advising, and Director, Educational Services Operations.
November 28
ADDs office submit list of hybrid and combined sections for summer 2012 to Scheduling Administrator.

November 29-
 
December 21 
ADDs office input fall 2012 master schedule into Colleague.  
November 30
ADDs submit preliminary spring 2012 faculty and learning assistant schedules to EVP office.

DECEMBER 2011
Five-Year Program Review Team – analyze student success, enrollment, and retention data.
December 1

Tenure candidate evaluations due to EVP office.

December 1

Tenure packets due to EVP Office.
December 21
Complete all fall term data collection for 2011-2012 assessment projects.
Before break
Director, Educational Services Operations activates summer 2012 master schedule.
JANUARY 2012
Five-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.

ADDs schedule Advisory Committee meetings for departments that will hold a second Advisory Committee meeting for the academic year.
January 3-9
Director, Educational Services Operations reviews fall schedule in Colleague.

January 4
ADDs submit winterim additional compensation forms and employment recommendations for courses to Director, Educational Services Operations.
January 5
ADDs, Deans of Academic Affairs, Enrollment Development and Student Affairs, and Communiversity, Branch Campus and Higher Education Centers, Executive Director of the Library, and Director of Educational Services Operations submit emergency call trees to EVP Office.

January 6
ADDs office submits fall Faculty Load Report to Director, Educational Services Operations.

January 6
ADDs office submits list of hybrid and combined sections for fall 2012 to Scheduling Administrator.
January 6-17
Complete fall term data analysis and review of assessment status for departmental plan mid-year report.
Mid-January
Director, Educational Services Operations activates fall 2012 master schedule.
January 20
ADDs submit 2011-2012 Department Plan Mid-Year Reports to Academic Affairs.
JANUARY 2012 (continued)
January 23
ADDs submit final, approved spring faculty and learning assistant schedules to Director, Educational Services Operations.

January 25
ADDs submit spring 15-week payment memos, employment recommendations, and additional compensation forms to Director, Educational Services Operations.
January 27
ADDs submit extra compensation payments for spring to Director, Educational Services Operations.
January 30
BCC Perkins Committee reviews 2012 Spending Plan for cost savings.
FEBRUARY 2012
Five-Year Program Review Team – analyze student survey results; obtain Labor Market Assessment Report from PAR (AAS); analyze schedule of offerings; review Advisory Board recommendations; 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
ADDs submit non-tenured faculty evaluation #1 to EVP Office.
February 3
ADDs submit curriculum changes (i.e. new courses, changes/deletions, new certificates, catalog changes) to the Dean, Academic Affairs for final approval by May 1.
February 1-14
ADDs meet with the Dean, Academic Affairs to review mid-year departmental plan.
February 17
ADDs submit spring 11-week payment memos, additional compensation forms, and employment recommendations to Director, Educational Services Operations
February 24
ADDs submit additional compensation forms for spring special project and internship courses to Director, Educational Services Operations.
February 29
ADDs review and update Advisory Board membership list and submit to Dean, Academic Affairs (for College catalog and Perkins); minutes from the fall meeting are reviewed and actions taken in response to meeting noted in department plans.

MARCH 2012
Five-Year Program Review Team – analyze program resources; compile team recommendations.
March 1
ADDs submit non-tenured faculty evaluation #1 for mid-year appointments to EVP office.
March 1
ADDs submit additional compensation forms for second half of full-time faculty mentor payment to Director, Educational Services Operations.
March 1
ADDs submit curriculum development proposals to Dean, Academic Affairs for July 1 through fall 2012 curriculum development.
March 12
Administrator, Educational Services prepares winterim and spring XSAR for ADDs and Director, Counseling and Advising.
March 15
Dean, Communiversity, Branch Campus, and HEC and Director, TLC submit winterim and spring 2013 schedule development material to Dean, Academic Affairs.

March 15
ADDs office submits spring Faculty Load Report to Director, Educational Services Operations.
March 22
Dean, Academic Affairs submits winterim and spring 2013 schedule development material to ADDs and Director, Counseling and Advising.

March 28
ADDs and Director, Counseling and Advising distribute winterim and spring 2013 schedule development material to department chairs.

APRIL 2012
Five-Year Program Review Team – write Forecast and Self-Assessment, and Executive Summary; compile final report and distribute to team for review; obtain signatures from the team.
April 2
ADDs submit tenured faculty evaluations to EVP office.
April 27
ADDs and Director, Counseling and Advising submit winterim and spring 2013 master schedule material to Dean, Academic Affairs and Dean, Communiversity, Branch Campus, and HEC.

April 30-May 4
Deans, Academic Affairs, and Communiversity, Branch Campus, and HEC review winterim and spring 2013 schedule, and submit recommended changes to ADDs and Director, Counseling and Advising. 
APRIL 2012 (continued)

April 30
BCC Perkins Committee drafts one-year spending plan for 2013.
MAY 2012
Five-Year Program Review – set up meeting to present and discuss report with the Dean, Academic Affairs.  Outcomes for Five-Year Program Reviews completed in 2011 to be presented to College community.
Advisory Board minutes for spring semester meetings due to Dean, Academic Affairs.

May 7-18
ADDs, Director, Counseling and Advising, Deans, Academic Affairs, and Communiversity, Branch Campus, and HEC, and Director of TLC meet (if needed) to discuss and make changes to winterim and spring 2013 schedule.
May 8
Complete all spring term data collection for 2011-2012 assessment projects.
May 9-30
Complete spring term data analysis and review of assessment status for departmental plan annual report.

May 11
ADDs submit fall 2012 preliminary faculty and learning assistant schedules to EVP office.
May 11
ADDs submit learning assistant schedules for summer semesters to EVP office.

May 17
ADDs submit summer I payment memos, employment recommendations, and additional compensation forms to Director, Educational Services Operations.

May 21
ADDs submit final (annual) 2011-2012 Department Plans to Dean, Academic Affairs. (If applicable, include actions and changes as a result of Five-Year Program Review recommendations.)
May 21
Dean, Academic Affairs submits approved winterim and spring 2013 master schedule to ADDs, Director, Counseling and Advising, and Director, Educational Services Operations.

May 23-June 22
ADDs office input winterim and spring 2013 master schedule into Colleague.

MAY 2012 (continued)

May 30
ADDs submit completed 2011-2012 assessment projects on PAFS and CAFS to Dean, Academic Affairs.
JUNE 2012
June 1
Deans, Science/Health Science and English/Reading submit Closed Lab Learning Assistant calculations and schedules to Director, Educational Services Operations.

June 1
ADDs submit non-tenured faculty evaluation #2 to EVP office.
June 1
Completed Professional Development/Activity Forms, including account of use of faculty days, returned to Dean, Academic Affairs.

June 1-30
Five-Year Program Review Teams – presentation to ADDs and Executive Vice President.
June 4
ADDs submit summer II payment memos, employment recommendations, and additional compensation forms to Director, Educational Services Operations.
June 15-30
ADDs meet with Dean, Academic affairs to review 2011-2012 annual reports.
June 25-29
Director, Educational Services Operations reviews winterim and spring 2013 in Colleague.
JULY 2012
ADDs to send President’s letter asking Advisory Committee members to serve for two years.
July 12
ADDs submit summer III payment memos, employment recommendations, and additional compensation forms to Director, Educational Services Operations.
4
9

