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1: Non-Academic Departmental Review Participants

List the names of your department personnel who contributed to the writing of this report
and their position/association within your department.

Name Association
Ashley Salazar Director of Public Relations
Cecilia Miller Print Production Manager
Melody Brooks Creative Services Coordinator

Adapted from Azusa Pacific University, Arizona State University, & Tyler Junior College, 2017.
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2: Departmental Profile

A. Mission/Purpose

1.

What is the mission of the department and how does it align with the institutional
mission and other strategic priorities?

The Garden City Community College Printing Services Department provides printed and copied material for
students, employees, and the community. Through visual and written communications, various media is
copied, created, and produced economically, in-house, in various quantities, for distribution. The college’s
mission to produce positive contributors to the economic and social well-being of society is supported by the
print services department mission in that students, employees, and the community are given printed
resources to meet their varying objectives toward that shared end goal.

B. Human Resources

Combine all Sub-units for analysis.

1.

How does the department assure that all personnel are qualified for their position?

The printing services department works with Human Resources to fill any vacant positions. In the
past five years, there has been little turnover in the department; however, the past 6 months have
seen a change in every position as well as organizational changes. Historically, the print shop
coordinator served as the designer as well. This was changed in December of 2018, when the Print
Shop and Marketing Departments were moved under the oversight of the Director of Public
Relations. When that change was made, two distinct positions were created. The Print Production
Manager and the Creative Services Coordinator. With help from the HR department, we came to the
conclusion that experience, skills sets, and knowledge were of more importance than education for
both of these positions. The experience, skill sets, and knowledge are outlined in the position
description for each role. Cecilia Miller has run the print shop for over five years and was well
qualified to move into the role of manager in the shop, taking on full responsibility for the operations
within. Melody Brooks served as the JCVT Secretary before moving into the Creative Services
position, and she had been working on multiple design elements already for the college. Melody has
nearly completed her Bachelor’'s degree in graphic design, and she had the necessary skill set and
campus knowledge to move into the creative services role. HR utilizes the Compease system to
help our department identify a fair wage for all employees in the print shop.
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2. Include an organizational chart with names and titles.

Public Relations
Director- Ashley
Salazar

Print Services

[ I
Print Production| |Creative Services
Manager- Cecilia Coordinator-
Miller Melody Brooks

Work -Study 1

Work-Study 2

3. List departmental, divisional, College, professional, or community committee or
board activities and leadership roles, if applicable, of each full-time employee for the
past five years.

o Tiffany Heit—Printing Services Coordinator (prior to December 2018). Design and layout of forms,
flyers, brochures, posters, catalogs, manuals, advertisements, social media graphics, newsletters,
and various other promotional and informational items. Manage Print Shop copying and printing
services, inventory, billing and production of promotional, educational, and operational materials.
Handle day to day copying and printing production, job scheduling, filing, billing and inventory
tracking. Leadership and Committee Roles: Tiffany also sat on the College Council.

e BJ Kemper—Print Shop Assistant (July 2013 to January 2015). Handled day-to-day copying and
printing production, job scheduling, filing, billing and inventory tracking. Leadership and Committee
Roles: It is unknown if BJ served on any additional committees or in additional leadership roles.

e Cecilia Miller—Print Shop Assistant (prior to December 2018) and Print Production Manager
(December 2018 to present). Manage Print Shop copying and printing services, inventory, billing and
production of promotional, educational, and operational materials. Also handles day to day copying
and printing production, job scheduling, filing, billing and inventory tracking. Leadership and
committee roles: Cecilia sits on the Centennial Celebration Committee and has taken a Graphic
Design for Career Course at GCCC.
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e Melody Brooks — Creative Services Coordinator. Design and layout of forms, flyers, brochures,
posters, catalogs, manuals, advertisements, social media graphics, newsletters, and various other
promotional and informational items, including the campus annual report and various large-scale
banners. Leadership and Committee Roles: Melody sits on the Centennial Celebration Committee,
sits on the Website Development team, and also took the Graphics for Career course at GCCC.

e Ashley Salazar: Orchestrate the efficient and effective co-operation of the departments within PR,
including print services. Oversees the budget for the Print Services Department. Leadership and
Committee Roles: Ashley is the lead on the Centennial Celebration Committee, the lead on the
Website Development Team, and sits on College Council.

4. List names and anticipated dates of retirement (month, year) within the next five
years.

NAME MONTH YEAR

N/A

5. How are the results of employee evaluations used in identifying professional
development needs?

GCCC employee evaluations take place in March and April annually. The results of the employee
evaluations in the print services department have been historically discussed one-on-one and verbal
suggestions for improvements may have been made based on the evaluation in that setting. Cecilia
remembers being told to “Work on this more.” Verbal encouragement may have been the extent of
the professional development offered as a result, as no documentation of follow-up or attempt to
improve based on the result of those evaluations is apparent within the records kept by the Print
Shop.

The entire Print Services department would benefit from periodic meetings to review evaluations and
identify specific needs for improvement and opportunities for additional training. These meetings
would coincide with the college’s stablished timelines for human resources evaluations. In order to
formalize and document the meetings and progress made, a copy of the performance evaluation will
be kept along with an additional form (See Attachment A—Specific Employee Goals and Training
Needs Form). Attachment A will be used to document progress toward the employee’s specific
goals and priorities that were set during the annual evaluation process with human resources. After
the sessions, the staff can look for training opportunities to improve skills in areas identified for
improvement by the evaluation process.

6. What department-specific professional development opportunities are
offered/provided by the department?

Tiffany Heit, the previous Print Services Coordinator, attended several conferences to network and
receive training through the National Council for Marketing and Public Relations (NCMPR).
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Historically, the Print Shop Assistant position only received on-the-job training and apprentice
opportunities, but Cecilia Miller was afforded the opportunity to take the GCCC Career Graphics
course in Fall 2018 while in that role.

Department employees would benefit from continued presence at the NCMPR events and training.
The team would also greatly benefit from additional graphic design courses to aid with the design
workload. Continuing education classes, online coursework, and even small regional or local training
conferences for graphics would be beneficial. The design workload is very heavy in the department.

7. Show evidence that employees have continued their professional development by
attaching a list of current full-time employees who participated in professional
development activities during the past five years, and those activities.

Documentation of the Career Graphics course at GCCC is attached (See Attachment B—Documentation
of Professional Development). Both of the current Print Services employees took part in that training.

o Melody Brooks— Creative Services Coordinator

o Career Graphics Course @ GCCC Fall 2018
e  Cecilia Miller — Print Production Manager —

o Career Graphics Course @ GCCC Fall 2018

C. Description of the Department and the Customers/Clients Served
1. What are the key functions, processes and services provided by the department?

Include production level data such as students/customers served, transactions
processed, etc. Explain any compliance duties or responsibilities.

Functions:

The GCCC Print Services Department’s functions include the creation and delivery of copied, printed, and
designed materials for academic, extracurricular, promotional, marketing, and other operational purposes
across the campus. The Print Shop also functions as a service provider for the entire campus for paper and
paper product and supply orders.
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Processes:

Request assigned to
Work order submitted either the Print
to Production Manager or
the Creative Services
Coordinator

Completed product
delivered via email or in
hard copy during the
daily delivery route

Technician completes
assigned job

printshop@gcccks.edu

The Print Services Department receives requests for basic copy, special print, assisted design, and simple
supplies through an electronic work order process. Customers submit a Printing Request Form (See
attachment I—Print Request Form) via email to gcccks.edu. This email address is forwarded directly to
the Track It work order management software system. Upon receipt of the request, the request is assigned
to either the Print Production Manager (for basic copy, special print, or simple supply requests) or the
Creative Services Coordinator (for assisted design requests). Printing and design work is completed by
these individuals with help from multiple work-study students. Completed products are then delivered to the
customer. Hard copy products are delivered daily by the work-study students during a daily route, which
typically takes place around 1:00PM. Electronic products are delivered via email as soon as possible.
Designs are all reviewed by both the Creative Services Coordinator and the Director of Public Relations.

Basic Copy Special Print Assisted Design Simple Supply
e same-day e 3to 5 day e assistance e Campus-wide
print and turnaround with graphic ordering and
delivery of printing of design for any delivery of
basic copies in black or color, publication or copy paper
black or color special visual media and various
1,999 pages binding, other paper
or less atypical size, products
or multi-part
forms

The GCCC Print Services Department provides basic black and white copying of academic, extracurricular,
and departmental support documents. Color prints, special binding, collation, specialty paper prints, prints
on varying dimensions, and two and three part forms as also provided as special print services. Assisted
design for the development of recruiting, marketing, and advertising in various formats including forms,
flyers, brochures, posters, catalogs, manuals, advertisements, social media graphics, newsletters, and
various other promotional and informational items is also available through the department. Finally, the shop
provides paper, envelopes, letterhead, folders, business cards, and other simple supplies to the campus as a
service to the entire college. These services are outlined in the Print Shop Guide that was created in
October of 2018 to aid the customers in their understanding of the services provided by the Print Shop. (See
attachment G—Print Shop Guide.)
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Students/Customers Served:

GCCC

Employees

Print
Services

The
Community
of Garden
City

GCCC
Students

The employees of GCCC are the direct recipients of the final products printed in the department. Students
and community members indirectly receive the services from the print shop when they consume the printed
items or resources. Periodically, community members or partnerships become direct customers when they
order from the print shop and are billed. Most departments at GCCC are not billed for services; however,
campus grant programs, the Endowment Association, and outside entities are billed for the production, if
necessary. The print shop adheres to all copyright laws when printing for internal or external customers.
The print shop also orders and keeps stock of paper materials used across campus for all individual
department printing and processes.

2. What impact do those services have on students and other key stakeholders? What
are the department’s enhancements to the institution?

Through print services, employees are provided with printed resources and tools to effectively meet
their program or academic objectives. Students are indirectly provided with the same resources and
tools if they are distributed by the employees. Therefore, print services has an indirect impact on the
successful education and operation of multiple programs and departments on campus. The print
services department enhances the institutions ability to communicate in written and printed formats.
The print shop minimizes the work load of building secretaries and other department employees by
providing materials and material ordering services.
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3. Discuss how the department utilizes appropriate technology to provide services to
its stakeholders.

The print services department utilizes numerous technological resources to provide services to
stakeholders. A help desk management system (Track It), is used to manage incoming work orders
for copy, print, and design, as well as to assign jobs to the appropriate personnel. The print services
creative services manager utilizes various graphic design software systems--including those within
the Adobe Acrobat Pro suite. The print production manager and Director of PR also utilize online
graphic design software, such as Canva, for quick turnaround and templates. Industrial printers are
equipped with advanced printing software that enables the staff to efficiently produce any
combination of printing requests that may come in from the stakeholders. All print services
employees utilize TimeClock Plus, Datatel, and the Microsoft Office suite applications for daily
interaction.

4. Describe any existing continuous improvement activities.

The print services department continuously meets as a staff to discuss workload and assignments.
The department frequently discusses areas in need of improvement and brainstorms possible
solutions. For example, the department recently discovered and discussed that stakeholders, mainly
employees on campus, were confused by the requirements and processes for submitting work
orders to the print shop. Discussion lead to the development of a completely electronic order system
and a print shop guide that was made available to all employees via email and electronically on the
college website. This process is improved, but not perfect as it is. The team looks forward to a new
website that offers the opportunity to create fillable forms to streamline the process even further. An
annual assessment of the print services department also led to discussion of additional necessary
processes to keep track of annual inventory needs and errors. Over the course of a year, this
inventory tracking system should improve the efficiency of the inventory and ordering processes in
the shop.

5. Provide any other relevant information needed for a complete understanding of your
department.

The print services department can only operate efficiently when staffed with knowledgeable
employees who are well versed in the software system requirements for the work orders and
industrial printers. Basic paper knowledge is key to running the shop. Knowledge of the most
favorable printing environment is also necessary to troubleshoot printers and avoid print errors.
Because this knowledge is crucial to the success of the department, it has become apparent that the
department needs to begin drafting policies, procedures, and general information for incoming hires
and Work-Study students. Plans for creating these training and informational documents for the
department are included in the 5-year objectives below.
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3: Departmental Resources

1. Describe the overall adequacy of resources (human, technological, capital, facilities,
and fiscal) available to the department for providing effective service delivery and
achieving outcomes. If additional resources are needed, please provide data and
describe how those resources would improve services.

Include documentation if requesting additional resources.

Human Resources:

The print services department does not have enough human resources. The workload for the design
department is ever increasing. Even after the team is able to practice collaborative productivity, the work
load will be more than one designer can efficiently complete by the deadlines. (See Attachment C-- List of
Graphic Design Work Orders Created since December 1, 2018.)

Technological Resources:

Technology resources are mostly adequate, with the exception of billing software and additional licenses for
design software. Billing software will be of more importance as the department continues to grow and if the
department expands to serving community entities as well as the college. (See Attachment D.—Outdated
Billing Software.) Additional licenses for design software would not be necessary if an additional graphic
designer were hired; however, the current set up requires design assistance from both the Director of PR and
the Print Production Manager, as well as periodic help from work-study students. This setup is not
reasonable. The workload of the PR director is not conducive to spending additional time supporting small
graphic design request for social media etc. Resources needed to alleviate this problem include an additional
body in the PR and Marketing department, which would alleviate the workload of the design team.

Capital Resources:

The print services department has seen a dramatic increase in demand for large and atypical print requests.
These requests include printing and binding large training manuals (such as those provided to the HLC Site
Team), banners for multiple departments on the campus (including Financial Aid, The Broncbuster
Bookstore, Advising, Admissions, Welding, and the Registrar), and stretched canvas photos, such as those
provided to the President’s Office and President’s Lobby before the HLC site visit. While the number of
documented work orders received year over year has not changed dramatically, this demand for atypical and
large-size prints has impacted the printing supplies budget (11-00-0000-65000-7045). For example, the
department printed over 2,500 programs for the NJCAA National Cross Country Championships in
November 2018. The budget as it was established does not include enough capital to fund the special paper
and additional toner required for these sizeable print requests. Budget transfers have been made this year to
accommodate this shortfall; however, the other accounts are suffering due to the transfers. (See Attachment
B -- Documentation of Costs of XC Order, Attachment H—Number of Print Shop Work Orders from
December 2018 to January 2019)

Facilities:

The print services department facilities are in need of renovation, with the exception of the Director of PR’s
office. Facilities has plans to renovate the closet in the Print Shop to create an office for the Creative
Services Manager so that she will be closer to the Print Shop and the other employees of the department.
Facilities also has plans to refurbish the flooring and ceiling in the Print Shop. The Print Services department
staff agree that clean concrete flooring would be sufficient. Finally, a draft and humidity issues are caused
by the Print Shop’s external doors. Weather stripping was added to the external doors in the past; however,
this did not completely eliminate the draft or the humidity issues. The staff of the Print Shop suggests new
doors be purchased for the shop. More shelving is needed for paper organization and storage in the shop.
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Currently, some paper boxes are stored on the floor, making them susceptible to the damage by water or
other factors.
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4: Departmental Innovation

1.

Does the department engage in extracurricular activities as a service to the students
and community (yes or no)?

If yes, list activities and explain how they benefit the students and/or community (e.g. fliers, internal
department documentation)

The department serves all groups on campus, so it is serving both academics and extracurricular
activities. The department does not currently host or organize extracurricular events or services, but
the team agrees that organizing an event, activity, or project for the benefit of the students and
community is something that we would all like to work on together.

The team has submitted a mini grant to the endowment association for a heat press and vinyl cutter.
This equipment has the potential to be used for various events on the campus—including aiding in
an event or activity geared toward the benefit of the community or extracurricular activities.

In addition, the Garden City Telegram has approached the Print Shop about the possibility of
partnering with them to publish a bi-weekly news page for those in the area who do not speak
English. This partnership, should it come to fruition, would be a great service to the community. The
details are yet to be established, but there may be another community group willing to pay for the
printing costs associated with publishing the document.

What innovative ideas have been incorporated into the operation of the department
during the last five years? Discuss the results and provide documentation.

The Print Shop took advantage of innovative technology by purchasing the industrial printers.

In April 2015, the 2005 Xerox Nuvera Docutech and Xerox D250 were replaced with the purchase of
Savin Pro 8120s, a high speed black and white printer with booklet maker and Savin Pro C5110s
Color production copier.

The Command Workstation software allows print control from desktop PC’s and electronic copy
submission is allowed with PDF files, allowing for direct printing from computer to the industrial
printing stations.

In 2016 the late model Chandler & Price Hydraulic Paper cutter was replaced with a new Triumph
5260 electric/digital paper cutter.

iMac computers were purchased to be used with Creative Suite, Adobe Acrobat Pro and MS Office
Software to design, layout, and handle text, pdf, vector, raster, and publishing files. One PC is also
used for billing and campus compatibility of non-mac users.

The Print Shop was also the recipient of a grant-funded banner, canvas, and vinyl printer.

HP Design Jet Z5600 Post Script Printer
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This equipment has been incorporated for daily use by work-study and employee staff members to fill most
orders for the campus. Similarly, new paper cutters were purchased to provide more professional products
to the campus. An innovative addition was the grant-funded HP canvas printer, which enables the staff to
print on vinyl and canvas rolls for banners and stretched canvas projects. These new additions have greatly
improved the aesthetics of the campus. (See Attachment E-- Photos of the Canvas and Vinyl Banners
on Campus.)

Innovative Technology in the form of Track It help desk software has been introduced to efficiently process
work orders electronically. Paper requests are no longer necessary or accepted by the Print Services
department. The software enables users and the Print Shop staff inmediate access to print orders with
digital storage and tracking of that work in perpetuity. The help desk system was recently (December 2018)
adopted as an efficient and orderly means for taking design orders for the Creative Services Coordinator.
Work orders for design are redirected to the Coordinator via email. (See Attachment F-- Sample of
Redirected Work Orders for Design and Print.)
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5: Outcomes, Assessment Measures, Targets of Achievement, and
Prior Results

1

If data has previously been gathered, list the intended outcomes for the department
for the past three years and cite the institutional Essential Skills and other Strategic
Plan priorities that each outcome supports.

No data was previously gathered for the department.

. Describe the data gathering process and give results.

No data was previously gathered for the department

Analyze the data by comparing the actual results to the targeted levels of
achievement and document what was learned.

No data was previously gathered for the department

The department will gather feedback regarding expectations and performance from
stakeholders through interviews, surveys, focus groups or other appropriate
measures. This feedback shall be considered when selecting performance
measures and when continuous improvement plans are developed. Describe what
changes have been made in response to these measures.

No data was previously gathered for the department. Surveys will take place in April.

Use the results to develop a Continuous Improvement Plan for the department,
improving efficiencies based on targeted outcomes. Include consideration for
resources, processes, data collection, analysis and timelines for monitoring and
assessing the results. List intended outcomes for the department that insure
alignment with institutional Essential Skills and other strategic priorities.
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For each outcome identify at least one method of measurement that will be used to
assess progress toward the outcome. Assessment is strengthened when multiple
measures are used. An assessment measure should provide meaningful, actionable
data that the department can use to assess efficiency and improve processes.

Describe the target level of achievement for each measure. Levels of achievement
shall be:

e Specific and measurable.

e Stated in numerical terms.

e Stated in realistic terms.

o Directly related to the outcome.

e Inclusive of all aspects of the outcome.

e Manageable and practical.

To demonstrate efficiency, determine if external or internal benchmarks are
available for comparison.

Results of data from April surveys will be used to create a Continuous Improvement Plan. The Print
Shop also has goals identified for the 2019/2020 Annual Planning Document (Assessment), which
include writing a mini-grant for a t-shirt press and vinyl cutter, stimulate an increase in the number of
basic copy jobs that are sent to the Print Shop, rather than completed on the individual building
printers (Sharp Printers), and create a Print Shop Policies, Procedures, and Informational Manual.
The department also suggests the addition of another position in PR/Marketing to support the
interconnected departments within the Central Services group. This suggestion will also appear in
the annual assessment.

6: Additional Comments

This space is for the department to add any additional comments to help clarify or explain
its functions, if applicable.

The print services department recently went through structural/organizational/ and personnel changes. Each
member of the team is new in her role and is working towards establishing daily practices to ensure success.
For this reason, the department is not yet as productive as it will be when the team has had time to identify
areas that need collaboration and strengthening. The department implemented new procedures for
submitting work orders as well as clarifying information about the services offered by the department. This
information was distributed to the college campus electronically and in hard copy; the department called this
information the “Print Shop Guide.” (See attachment H—Print Shop Guide.)
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7:  Executive Summary

1. Briefly describe how the department review was conducted:

This departmental review was conducted collaboratively with all three of the Print Shop staff
members taking part. Because two out of the three members of the staff are new to the department,
most of the historical information was provided by Cecilia Miller—Print Production Manager. Cecilia
is also new to her current role.

2. Describe the MAJOR conclusions regarding the present state of the department:

Ultimately, the team is new. That has a major impact on the state of the department. It is
operating smoothly, but it is not at its height of productivity at this time. New processes are
being developed and will continue to be developed for workflow as the team grows together in
the department.

3. Briefly describe the goals and objectives of the department:

The department goals are to increase productivity and communication with internal and external
stakeholders by incorporating and fine-tuning work order processes and workflow. The objective of
the department is to utilize technology and individual skill sets to provide efficient and effective copy,
print, and design services to the campus.

4. Comment on the progress on previous Departmental Review Action Plans or
Recommendations

Departments completing the review for the first time will not have these items and need not answer
this question.

5. Describe the department strengths:
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The Print Services Department has a wonderful sense of teamwork, despite the fact that our team is
in its infancy. The willingness and ability of each member to help the other with tasks is truly a
benefit to the rest of the campus. Each member of the team takes responsibility for ensuring that
jobs are completed by the deadlines. Deadlines are imperative to the work that the Print Services
team does. Often, customers request rush orders. When possible, each member of the team is
willing to be flexible and accommodating to urgent matters. The work ethic and attitude of each
member of the Print Services team is the most valuable strength that the team possesses. No job is
too difficult for the team because they support one another.

6. Describe what areas need improvement:

Despite the strengths of the Print Services team, there are areas in need of improvement. These
areas include the development of organized work-flow processes and a system for prioritizing work
in that flow, supply and inventory processes, and communication to the campus about services and
work order processes. The team admits that this weakness is due, in part, to the team being so new
to the positions. With time, these processes will be discussed and improved upon.

7. State the recommendations for the department:

1. The Print Services department staff agrees that the department should spend some time and effort
educating the campus employees about the roles each Print Services staff member plays and what
services are provided to the campus through that position. The campus is also in need of additional
education on the job order process. For example, many employees do not yet understand that the
printshop.gcccks.edu email address is used for copy, print, and design requests. Employees need
education on when and how to submit requests. The department has spent some time in the past
two months creating and distributing print, copy, and design guides (as well as PR and Marketing
Guides) to combat the confusion, but the processes are not yet perfect. Increased access to digital
forms and a one-stop-shop fillable form along with the new website will go a long way in helping to
clear up the confusion. In addition, video “how to” tutorials may help the campus understand the
process necessary to have their copy, print, and design needs met.

2. The Print Services staff also recommends that new processes for keeping track of errors, ordering,
and inventory of paper supplies be implemented to aid in future efficiency and preparation for annual
print jobs.

3. The Print Shop staff recommends that the administration consider hiring additional staff to support
the Public Relations department overall, but specifically an additional designer/photographer to
support the workload in the department.

4. The Print Shop staff recommends that the administration prepare to serve outside community to
determine if there is an external need for printing and design services. This determination might be
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made by surveying the community. (Potential Facebook, other social media, and website survey
may be sent.)

5. The print services department would benefit from a vinyl cutter and a heat press for t-shirts. The
department could serve a broader customer base and the bookstore if we could print shirts in-house.
These could possibly be funded with grant funding.

6. The print services department would benefit from the creation of a policies, procedures, and
information manual for the Print Shop. This document would serve as a training manual and as a
resource guide for the operation, billing, and upkeep of the Print Shop and all of its processes.

GCCC Non-Academic Program Review Template JMM
Office of Institutional Effectiveness, Planning & Research



NIAP

yoseasay ¥ Buluueld ‘ssausaiiosyg [euonniisul Jo 8910
aje|dwa | mainey welboid 2l1wapeoy-UuoN 0099

:PuBWIL
auou
:suonesyjdwi 398png

Jeah
yoea s3a8pnq Suneaud
UdYM MBIIABJ :dUjWIL

auou

:suoned|jdwi 198png
JedA 1uaaund u (s10449
8upanoaooau jo ased

ur) Suiuresy pue 198pnq

6T0T Ainr ut Aouspoiye
80| ay3 21eNnjeAd

‘6T0Z Adenuga4 ui

uidaq ‘Bujo8uo :auipPwI]
auou

:suoizes)jdwy 398png
Alo1uanu)

sosuadxa 3ulI9p.IO UO JAES 0]
J03|ng ut Anqg o1 sanjuniioddo
paseaJdul {si1ap.o Aiojusaul
ysnJ JO S@JUBISU| PaseatdaQ
:SS920NS JO SINSEIN

[ulpWIL :dulPwil| ssedo.d 8oj 03 Auessadau 10} SP9du UIWJIIBP pue ‘siapJo ‘sioJid s807 Auojuanu|
:suones|jdwi 128png :suonedljdwi 198png se sadueyo axew pue| 03 sieaA snoinaud wouy| jo sSo| Buidasy pue eyep pue 49pJQ ‘4043 3zlj13n
suody SUOIIY | MBINBJ G-€ SJeaA :suoly Blep MaIABJ :SuoIY| Suayled uidaq :suolldy| pue a1esJ) :Z UOIIEpUIWWOIDY

'6T0¢C

4O Jowuwns uj paa|dwod
uoizen|ead 9Q 01 SO3PIA ‘6TOT $s$9204d 8y}
|enuue 3ulo8uQ| yosewy Ag paia|dwod aq| Jo apisino/Aj1aa.4100ul ul Sujwod
:auljpwi] | 01 Suneaw aaAo|dwa ||| S1senbau |ewuiw ! syuswiiedap
auou :PulPwIL 9yl ulyym s3uliayo pue
:suonedydwy 198png auou| sjuswiiedap Jeajpun SujpieSau
‘Bujuieuy Joy :suonesidwi 1@8png sndwes punoJe s3uijquinJa
uonen|ens uoienjens uoienjead| 219 ‘soaplA ay3 a1epdn uondwnsuod sndwed pue suonisenb ajeujwi|3
|enuue 3ui08uQ jenuue 3uio8uQ |enuue 3ulo8uQ Ajpuaisisuod ‘e8ueyd 10} SO9pIA |BlIOIN] :$S920NS JO 2UNSeaN
:DuPWIL _uPWIL :QulldWIL | JO}seaJe Jo SasSaUEDIM dojanaq ‘sajos u1oy1| doys juld ay3 Jo sauljpeap pue
auou auou auou|  Auapi pue sassadoud pue jjeis ayl Ajiauspi|  $921A49s 8yl 3noge sndwied ayy

:suojjes)jdwi 398png
$95s920.d JO UOIIEN|BAD
8uio8uo :suoijoy

:suoneoyjdwy 198png
$955920.d JO uolzen|ens
8ujo8uo :suonoy

:suopjes)jdwy 393png
so9ssao0.d Jo uollen|ead
8ulo8uo :suonoy

pue sainpaooud
ay3 91en|eAs Ajjenuue
G-7 S1B9A :isuoldy

03 Suiesw asAo|dwa
|le Suunp jussaud
01 9|NPaYIS :suodyY

Suneonp3 ‘Ajjenuuy ssjoy doys
1ulid 1noge sndwe) ay3 81eanp3
:T UOI1EPUBWIWOIDY

suoneaydwy suojjealjdwy suoneoldwy suoeoldwy suonedljdw|
198png 1 suoidy 198png % suoipy 193png 1 suoioy 198png 13 suoidy 198png '8 suoly
G JEDA 1 B9\ € JBIA 7 1BaA T JBaA

(suonepuswiwiodal 10§ SaUlBWI} Y}IM) Ue]d Uoljoy |eluswiiedaqg :Q

0¢




NP

yosessay g Buluue|d ‘SSeUBAIIO8YT [BUOHNIISU] JO 82110
aje|dwa] mainey welboid o1Wspedy-uoN D009

¥ 1edh Jo ||y

EVIENII]

‘uol3e|aJ4od

Asejes sn 3128pnqg ay3

uo 9As ue 3uidaay "aiay
suojied|dwi 193png mau
ou :suopedidwi123png
's955920.4d JO uolen|end

_uPwI
‘Juelsisse

1uld [euolppe ue jo
1502 3Y3 195440 03 S49pJO
ySnous ey 03 ueid
:suopyesjjdwy 393png
‘Ajlunwwiod

3y} Wouy siapJo

juld |euopippe uo aye}
01 JJe1s mau aJly :Jeah
10 }J|ey pug "aJ1y Jayjoue

*SJIaW03Isnd

2Jow uo Supjel aJojaq
aslie 1eyl sanss| Aue

3Y31 1no 3upjiom pue omi
JeaA jo pua sy Aq swos
8uinias aq pjnoys apn
:pulPwWIL

Jjoud e

) BW PUB 1502 4NO 1354J0
0} J9pJo ul AjJjunwwod
Y3 934eyd ||Im am

nq ‘1541 3 WooJ 3|38Im
SWos paau ||1m 198pnq
Jno :suonedldwi 198png
‘yuow e sqof Ot 1ses|
v "Alunwwod ay3 wouy
SJ2Wo3sNJ JO Jaquinu
payiwi| Suinias ui8aq
PUE S3DIAIIS 1B
"SWI9}| dAIIBJISIUIWPE
AJessaoau ayy ||e

"90e|d uj sassa204d
Sume8 Aq suaquisw
Ajlunwwod 8uinies

Joj oJedaud pue yjeis

e se pajuienboe 198 01
QU0 JeaA asn :PdulPwWIL

Jujod soud
3ay3 yum 1jo4d e adew
03 9sooyd am 41 193pnq

Jno 1oedwi |[Im 4[asH
uois|Iap ay3 198png Jno
10edW] J0U ||IM UOISIIBP

a1 upjew a|iym

:suoned|dwi 123png

212 Sunuud
Joj squjod 9o14d pajepdn
24n314 ‘Asauns |eipualod

:§5920NG JO alnsean

:ulpwil| Sulo8uo pue asAojdwa Joj AJejes e pue aseq| ysijgeisa pue Ajunwwod pue |esodoud dojanap
:suonedydwi 388png M3U JO uoeIuUl[  J3WO3sNd e p|ing :Jeah ay3 8uinuss uoj ueld 0] UOIjeJISIUIWPY | S$92IAIDS Bupuld [BUIRIXD JBHO
:suoy pue SutujeJy :suoOY 91 JO J|BY 4T :SUOIDY JNO 31eNn|eA7 :SUOIDY UMM 193\l :SUO0IpY 7 UOIIEPUBWIWOD3Y

6T0C

aunf uj 3sanbau pujPWIL

"‘6TOT AInr 198pnq 6TOT 404

910490 10U 0Z-6TAd 404 papaau 1sanbau Auejes
Jaudisap |euolippe a4iH [euollppe 000‘SES 01 1$S900NG JO AINSEIN|

:ulpwil| dn:suoneddwi1a3png
auou Jje3s [euolippe juelsisse
:QulPwWIL _ulpwi DupwIL :suoizeaydwy 398png Buiny jo Aujqissod | AydesSoloyd/Suneyew/saoinies
:suolesijdwyi 3128png :suones)jdwi 1@3png :suoizesljdwy 1@8png Jausisap |euonippe pue sjuswaainbau 9AI1B34D |RUOIIPPE BUIH
suoy [suonoy 1SUOIY | 10} UOoIlSOd 1S0( :SUOIIY AJejes mainad :suoiy 1€ UOIIEPUSWWO0IRY

¥4




NN

yolessay 3 Buluue|q ‘sssusAllosyT [euonnysu] Jo 9210
aje|dwa] mainay welboid dlWwapedy-uoN D909

;auIRWIL

9UON
:suopzedijdwi 398png

|enuew doys
1Ulld 9y3 404 syuauodwod
Asessadau Sujuijno pue

:$5923NS JO 2Jnses|A

‘sassao01d
s11 Jo [re pue doyg jutid ays Jo
doaxdn pue ‘Furqqiq ‘uonerado

o3 10J 9pm3 90IN0SAI

© SB pUe [enuewl Jururer) e

SB QAIOS P[NOM JUSWINOOP SIYJ,
-doyg juLd 9y} 10J [EnUBW
UOTJBULIOJUT PUB ‘SaInpaooid
‘soro1]0d € JO UOIIBIO

o) WOJJ }IJOUAq P[noM
yuaunedop sao1A10s Jund oy g,

:SuoIdY :SUOIIY :suondy :suonopy|  Suiuueld uiSaq suopoy !9 UOIIEPUBWIWOI3Y
ulpWIL
U0 503 1$5922NG JO 24NSEIN
awi] se Jaded |euonippe )
10 Buipuny [eUOIIPPY Surpuny jueid
*J9U00S papJeme 'sway y10q 10} gee¢ | YA PIPUTY 99 A1qrssod p[noo
pue juess Aq pspuny :suoneoidw) 198png| °SUL "OSTOY-UL SUIYS yurd
aulPWIL ‘aulPWIL :sulBwWI 10U JI ‘TZ0T 40 Adenuer Ag ‘ss@o04d 198png| PINOD 9M JI 9I03S300q 9y} pue

:suonzealjdwy 398png
asn Jadoud pue ssa2ans
jusawnoop o1 (Juesd

Aq papuny J1 Ajjedadsa)
juswdinba ay3

JO 35N 3y1 o] :SUondY

:suones)jdwi 198png
asn Jadoud pue ssa20ns
juswnop 0} (juesd

Aqg papuny Ji Ajje1oadsa)
juawdinba ay1

10 9sn 3y1 3oe.] iSUo(1dY

:suopzed)jdwy 398png
asn Jadoud pue ssa20ns
1uswnoop o1 (1uess

Aq papuny Ji Ajjeroadsa)
juawdinba ay3

J0 3SN ay3 Y.l :SUoiY

1uawdinba 8uisn ui8ag
:pulpWIL

:suonesydwi 198png
Swia31 3say3 404 s3sanbau
198pnq elA 10 Jues3 e
Suipuny 1sanbau :suonoy

020¢-6T0C 0 1ed

se Suipuny |euoiuppe
1s9nbaJ ‘papuny

10U} quswdinba ay3 10y
Suipuny 1sanbau 01 Jues3
-lujw jugns :suoy

oSBq JOWI0JSNO JOPLBOIQ B JAIIS
PInoo juounedap oyJ, “SHUIYS
-3 103 sso1d jeoy & pue 101N
[AUIA ® TWOIJ J1JoUSq P[NoMm
yuouryedop sao1A19s Junid oy [,
'G UOIIEPUBIWOIRY

(44




23

9: Signature Page and Archiving

I//L// Ar T

5 /9319

Départment/Féad/Bifector " Date ’
Y

N /A

Dean/next level supervisor (if applicable) Date

e Bonlians

J.dL

VP of Student Services or VP of Administrative Services Date
//p A/%/7/ /W o — 4%//;
Aice P ésﬁ'dent of Instltutlonal gjféctlveness & Accountability /" Date’

@ S

1241

President

Archiving:

Date

Division Leader submits to VP of Institutional Effectiveness & Accountability.

1. A complete electronic version of the Academic Comprehensive Program Review

2. All documentation (electronic)
3. A signed signature page

GCCC Non-Academic Program Review Template
Office of Institutional Effectiveness, Planning & Research

JMM
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10: Attachments

Attachment A—Specific Employee Goals and
Training Needs Form (Sample of Text on Form)

PR. Marketing. Print Shop
Specific Employee Goals (page 1-2) and Training Needs (page 3-4) This form is used by the PR/Marketing/Print
Shop Department, in conjunction with the Annual HR Performance Evaluation, to track progress on specific
employee goals and training needs.

Employee Goals (from HR Performance Evaluation):
Goal #1:

Notes on Progresson __ /| |

Notes on Progresson __/__ |

Notes on Progresson __ /|

Training Needed/Requested
The employee needs and/or requested the following training opportunities in this calendar year.

Training:

Notes on Progresson __ | |

Notes on Progresson __/__/

Notes on Progresson __ ||

Attachment B—Documentation of Professional
Development

GCCC Non-Academic Program Review Template JMM
Office of Institutional Effectiveness, Planning & Research
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From: Ashley Salazar

‘ Sent: Tuesday, January 8, 2019 12:22 PM

| To: Karla Armstrang <karla.armstmng@gcccks.edu>; Debra Nicholson <debra.nicholson@geccks.edus
i Subject: Budget Transfers and Questions for Central Services

o &155' anal Dev. | -

3. Move $300.00 from 11-00-0000-65000-7020 {Office Supplies) to 11‘x00=000076500»6010 {Business Travel) to
cover the negative balance incurred from Melody Brooks and Cecilia Miller’s professional development class last

er,
semest,

! 5

5, Movommm Ll-004)00&65000-SSZDA(CunsuIt/Contracl Services) to 11-00-0000-65000-7040
* (Photocopying Supplies) to offset the cost of printing the ey ;i s, Note: We did

send an email to Colin Lamb about the cost of printing the progmms, as was suggested by Deb. We were never
promised that we would be recelving any reimbursement for the items, so | don’t know if we will recoup the
cost,

et XC COSF o budget

Ashley Salazar

Director of Public Relations

Garden City Community College » 801 Campus Dr. » Garden City, KS 67846
620-276-9622 » ashle .salazar@gcccks.edu

GARDEN CITY

COMMUNITY COLLEGE

Attachment C— List of Graphic Design Work
Orders since December 1, 2018

JMM
GCCC Non-Academic Program Review Template

Office of Institutional Effectiveness, Planning & Research



!
- Work Order Status by Techhician
| - I'-H-qu!!u,.g

“ooka bl - —

1 \dicdy Brooka

_ Technidian

Taciln Mgy

fren - Wark Gyder Cosng 3

o . _ Tisim Laisees Furmch _ o

FHE INAEaE T e e TpEad Complatins Delr Duis s

Fstn ey I . N EManan LA T

:ﬁh Desigy s S n

B .;r,,;, i Rmymasier iy Sy

Woek: tlad s Gt Coprd Esis Bvinred s —

‘:;Fl' - 1;7,1:;3‘3;:;1 :::m‘vﬁ i‘;:f:; o an 10 =pevhed Ceasgloling Duis :',I:E-:ﬁidwp

T e oot "8

Smhe Frog Mepimtey T
Melody Brooks
Work Order Dat;Op — Work Order Count 28

_ Date Entered -

8463 VA2019 LTSN 1242019 1n:i3sam o omPletion Date Date Completed
Summary Banners and pens
Type Design Days Open
Priority 5-Project )
Status Opa Requestor Mia Hom

Grand Total 30 f\‘

Attachment D—Outdated Billing Software

GCCC Non-Academic Program Review Template JMM
Office of Institutional Effectiveness, Planning & Research



Attachment E—Photos of the Canvas and Vinyl
Banners on Campus

GCCC Non-Academic Program Review Template JMM
Office of Institutional Effectiveness, Planning & Research
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Attachment F—Sample of Redirected Work Orders
for Design and Print

GCCC Non-Academic Program Review Template JMM
Office of Institutional Effectiveness, Planning & Research
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| Completed Work Orders by Technician Dates displayed in
} From 12/1/2017 Central Standard Time
| To 172802018

i
| 3/1/2019 1:50:13pM

180!— -
" 160 i |
140
120 _‘
_{
| 100 -
f 80 |—
60 [
40}
20 | - _
0L £y — 7 ]
<! ¥ %
3 : :
Attachment G—Print Shop Guide
JMM

= GARDEN CITY

-4 COMMUNITY COLLEGE
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Assisted Design Request
(Graphics for marketing,
presentations, ete.)

Fust be submitted 16 2
weeks in advance of desired
dalivery
Your rigueil i sasisned dedgn IF i

® o Blnind Fiidy ey Chargis 1o an
NS dECifRTL

= o B & visked fof & graghes dacursnt,
Bl Syt i T N b 1 O o
("

g i ok Pl i ke g
dSCiFEST, Bl i iiid Rl divelaping
e

® iy vl D T 35 Wt S (DT

+ Ol Eind T Dalfvh @ ey i iz
aashn W Type (i, jog ar pag ey sevial
imadia, gl for prieg, wre]

i
p/
fRONY

Plicir, sl sppbrable POFs, geravas, asd &
T 2F et T viSn i 1 eaval
b s Calis e ks iy,

# dnigEer il CHan e 1o dhieias danad,
i rcEssany.

Delivery Schedule
(When will you get
your order?)

The Capy Center Boubs

Dafrweny Timeed ara dubpecl 1o thatga derisg:
= s
= Eririal wrenn pdodie tion

= = BlErenanE S [T, CSepULers, ar
e ndery ESuipmENlL
-

o Erssogency prieL resueels s disoounaged
» B il be atoersnsianed and dilieced

& Hanpcy, if pessible.

"Simple Supply Request

(We offer more than copy paper!)
Ly Pagsn

-.a-.-q-o-'m-;-n.vc»avw-t-oor&qaa.acton-!

Lt Papsar
wm‘m Lattaiieia (with o withoul sirdes vam|
WEE Emﬂqﬂiﬁhﬂu u"
Priussnitaien Fﬂhﬁ Edd willy “G°

Tavanch Meta Fads
Buwireeiy Cards (Butsens Cards ane griebed b v end of sy meh|

Attachment H—Number of Work Orders for Print
Shop from December 2018 through January 2019

GCCC Non-Academic Program Review Template JMM
Office of Institutional Effectiveness, Planning & Research




Dates displayed in
Central Standard Time

6 Ordes -

400 P( inkF s "\(,)0
|
|
| 300
|
\ ——
! B Cancelled I
200 "; Closed |
100
Cecilia Miller Melody Brooks Print Shop Work-Study
Technician
Cecllia Miller
Work-Study Work Order Count 68
Work Order Date Opened Date Entered E: d C Date Date ¢
8420 1/22/2019 4:43:41PM 1/22/2019 4:43:41PM 1/23/2019 1:53:08PM
Summary Copies Days Open 1
Type Copy Werk
Priority 5-Project Requestor Shelli D. Lalicker
Status Closed
Work Order Date Opened Date Entered E Comp Date Date Completed
8421 1/22/2019 4:44:57pM 1/22/2019 4:44:57PM 1/23/2019  1:50:09PM
Summary Coples Days Open 1
Type Copy Work
Prlority 5-Project. Requestor Shelii D, Lalicker
Status Closed
Work Order Date Opened Date Entered E C Date Date Comp
8453 1/24/2019  9:07:53aAM 1/24/2019 9:07:53aM 1/25/2015 3:08:18PM
Summary Copy Paper ys Open 1
Type Supplles
Priority 5-Project Requestor Louise Lurtz
Status Closed
Work Order Date Opened Data Entered Expected Completion Date Date Completed
8486 1/25/2019  9:34:53AM 1/25/2019 9:34:53AM 1/25/2019 12:38:46PM
Summary Coples Days Open 0
Type Copy Wark
Priority 5-Profect Requestor Shelli D. Lalicker
Status Closed
Work Order Date Opened Date Entered Expected Completion Date Date Completed
8488 1/25/2019 10:06:03AM 1/25/2019 10:06:03AM 1/25/2019 12:46:02pM
Summary Request: Hemandez/0YC1216 Days Open 0
Type Copy Work
Priority 5-Project Requestor Sheena Hernandez
Status Closed
t‘a‘hd Total 295
~

Attachment I—Printing Request Form

, . te
GCCC Non-Academic Program Review Tt_empla
Office of Institutional Effectiveness, Planning & Research
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BASIC COPY REQUEST SPECIAL PRINT REQUEST
(Black copies:1-2 day turnaround) __|(Special handling: 3-5 day tumaround)

ASSISTED DESIGN REQUEST
(Graphic Design: 1-2-week turnaround)

Name of job_____ e ke T T T Bldg

Requested by Date submitted

Delivery date requested
(please indicate approximate date, Do not put ASAP)

Number of copies required Number of originals

DESIGN INSTRUCTIONS
[11 sided [ ]2 sidea

Paper color
Collated
stapled [ |1 [ |2
3-hole punched
Papersize _ X

SPECIAL PRINT REQUEST
| [ sided| |2 sided
papersize X
ink color
paper color
‘welght
Over
Elzli‘i‘i 92‘““' Email your file(s) along with this
welght , printshop@gcccks.edu
Bindery Needed
collated
stapled [_J1[ |2
Padded
_ Folded [ Jnaif [ i

3-hole punched

12113

GCCC Non-Academic Program Review Template
Office of Institutional Effectiveness, Planning & Research

JMM



