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TO:

All Faculty and Staff

FROM:
Mike Williamson Vice President of Instruction-Interim


Arthur Takayama, Chair
DATE:
October 12, 2011
SUBJECT:
Request for Proposals Skyline College Fund for Program Improvement 
Description of the Funds
For the academic year 2011-12, Skyline College has established a small fund to support faculty and staff in the development, implementation and evaluation of instructional materials for existing and emerging programs and services. The fund is to be used in development of materials that enhance, expand, create or modify new or existing programs. Projects funded through this proposal are above and beyond Duties and Responsibilities - Appendix D – AFT Contract. For the 2011-12 academic year the fund has $15,000 available. Proposals will be evaluated by the Professional Personnel Committee. All funds must be spent by June 30, 2012. 
This packet includes the guidelines, instructions and application forms for faculty and staff to submit proposals.  
The attached pages contain important information about the following items:

	Item
	Attachment
	Page

	Purpose
	I
	2

	Eligibility 
	I
	2

	Allowable expenditures
	I
	2

	Suggestions
	II
	3

	Helpful guidelines for developing the budget
	III
	4

	Regular Faculty Overload Salary Schedule
	IV
	6

	Adjunct Faculty Salary Schedule Instructional
	V
	7

	Adjunct Faculty Salary Schedule                  Non-Instructional
	VI
	8

	Proposal forms 
	VII
	9


Proposals must be submitted by 4:00 p.m. on Thursday, November 3, 2011.
· Proposals are submitted to the Office of the Vice President of Instruction.
· One (1) original hard copy to be sent to the Office of the Vice President of Instruction plus an electronic WORD (doc.) file to be emailed to tentes@smccd.edu. Please be sure to only submit the signature page, the proposal, and the budget information.
Attachment I

SOURCE & AMOUNT OF FUNDS:  
The funds have been set aside from the College allocation of Measure G. These funds are to be used for innovative projects. A maximum of $3,500 PER PROJECT may be requested.   The deadline to use the funds approved this fiscal year is June 30, 2012.
BASIC PURPOSES:  

Funds for Program Improvement are   to encourage and support the development, implementation, and evaluation of instructional materials for new and existing programs.  Funds also support staff development and applied research aimed at the discovery and evaluation of the effectiveness of instructional strategies and support services.  Interdisciplinary proposals are encouraged.

ELIGIBILITY:  
All full-time personnel (faculty and classified staff) and adjunct  faculty are eligible to submit proposals.  Projects  submitted by  adjunct faculty must be co-sponsored by a full-time faculty member.

ALLOWABLE EXPENDITURES:  
A maximum of $3,500 PER PROJECT may be requested, which may be expended in any budget categories except those for full-time salaries.  There is a maximum of $500 for individual equipment items except for microcomputers and/or peripheral equipment.  Cost of computer equipment may exceed the $500 limitation provided that the equipment is related to the project's objectives and that there is a separate narrative giving specific illustrations of how the equipment will be used during and after the project. 

REVIEW PROCEDURES:  
Proposals are reviewed by the Professional Personnel Committee of the Academic Senate.  Recommendations for funding are made to the Vice President of Instruction and the College President.  The College President will notify applicants of the funding received.  

APPLICATION PERIODS:
 
The deadline for applications this semester is Thursday, November 3, 2011.   Proposals must be submitted by 4:00 p.m. to the Office of the Vice President of Instruction. 
One (1) original hard copy to be sent to the Office of the Vice President of Instruction plus an electronic WORD (.doc) file to be emailed to tentes@smccd.edu. Please be sure to only submit the signature page, the proposal, and the budget information
Attachment II
SUGGESTIONS:

1. If you have an idea which you think is suitable for a project, share it with your colleagues and supervisor. Division Deans, in particular, have been very helpful in giving people encouragement, focus, and constructive suggestions.  

2. Proposals that have outcomes consistent with divisional, college, and district goals tend to be well received.  Whenever possible, make the effort to show linkages.

3. The value of a well-written proposal cannot be overemphasized.  Remember that your proposal will be evaluated by your colleagues.  Prepare your proposal so that someone from any academic area will understand exactly what you want to do, why you want to do it, and how the college will benefit from project outcomes.  In addition, it may be helpful to have letters of support from colleagues and/or your supervisor.  

4. Do not fail to discuss your proposal with your division representative on the Professional Personnel Committee.  His/her ability to speak for you during the review process is very important.

6. When developing the budget, estimate the cost of specific salaries and items.  Use the attachments to accurately propose expenditures. 

7. Obtain a letter of support from your division dean or responsible administrator.

8. Proposals that are not recommended for funding may be resubmitted in a subsequent application period.  You may wish to seek guidance on how to strengthen your proposal from members of the Professional Personnel Committee.  They are:


Arthur Takayama, Chair


Donna Bestock


Don Biederman

Shari Bookstaff

Chip Chandler

Norman del Prado

Nancy Kaplan-Biegel


Guillermo Ortiz

Attachment III
Helpful Guidelines When Developing the Budget

	Faculty Salaries
	 Object Code

	
	Counselor Salary
	1251

	
	This object code should be used when you expect to hire a (regular contract) counseling faculty member to carry out counseling duties as part of the project.  The amount will depend upon the amount of reassigned time.  Approximately 54 hours of work plus 54 hours 
	

	
	Substitute  Teacher Professional Development
	1329

	
	This object code should be used if you are asking for funds to cover substitutes for the faculty member carrying out the professional development project
	

	
	Reassigned or Release Time: 
	1310

	
	This object code should be used when you expect to hire a part-time faculty member to cover the assignment of the person being given reassigned time.  The amount will depend upon the amount of reassigned time.  Approximately 54 hours of work plus 54 hours of prep (108 hours) equals 20% or 3 flc.  As a general guide, if the assignment will take 108 hours of work, the person would be given 20% release or reassigned time. The cost of 1 flc or 10% on average is approximately 1,300.00
	

	
	Other Certificated Professional Development Counselor
	1429

	
	This object code should be used when you expect to hire a full-time counselor to do 

non-counseling work as part of the project.  
	

	
	Counselor Salary
	1451

	
	This object code should be used  when you expect to hire a part-time counseling faculty member to carry out counseling duties as part of the project.  The amount will depend upon the amount of reassigned time.  Approximately 54 hours of work plus 54 hours 
	

	
	Special Rate – Faculty
	1495

	
	This object code should be used to pay faculty at the special rate to perform non-teaching assignments, non-counseling assignments, use for coordinating, developing curriculum, etc.  This would be used when the faculty member is receiving extra pay but is not receiving overload or reassigned time.  
	

	Classified Staff Salaries
	 

	
	Classified Non-Instructional (Non-Position Control) – Short-Term
	2394

	
	This object code should be used to pay for classified support in the professional development project.
	


	Benefits
	
	3000

	
	All salaries should be summed and multiplied by the appropriate percentage.  This should be done regardless of whether the person receives benefits.  These costs cover the required benefits and taxes required regardless of whether the person is full or part-time.   
	

	
	Benefits Percentages:
	

	
	
	Academic Executive
	19%
	3801

	
	
	Classified Executive
	23%
	3801

	
	
	Academic Administrator
	19.5%
	3801

	
	
	Classified Administrator
	30.5%
	3801

	
	
	Academic Supervisory
	24%
	3801

	
	
	Classified Supervisory
	36%
	3801

	
	
	Supervisory S/T Temporary
	21.5%
	3802

	
	
	Classified Confidential
	40.5%
	3801

	
	
	Classified Regular >.50 FTE
	43%
	3801

	
	
	Classified Regular <.50 FTE
	19.5%
	3801

	
	
	Classified Other
	9.5%
	3801

	
	
	Classified S/T Temporary
	21.5%
	3802

	
	
	Facilities Employee
	44%
	3801

	
	
	Facilities – Short Term Hourly
	21.5%
	3802

	
	
	Faculty – Non Instructional
	25.5%
	3801

	
	
	Faculty – Instructional
	25.5%
	3801

	
	
	Faculty Non Instructional Overload
	10%
	3801

	
	
	Faculty – Adjunct Instruct.
	13%
	3802

	
	
	Faculty – Adjunct Non-Instructional
	13%
	3802

	
	
	Faculty Instructional Overload
	10%
	3801

	
	
	Miscellaneous Hourly
	11%
	3801

	
	
	Post Retired – Academic
	11.5%
	3801

	
	
	Student Assistant
	2%
	3802

	
	
	Student Assistant Work Study
	2%
	3802

	
	
	Trustee
	20%
	3801


Attachment IV
San Mateo County CC District

Regular Faculty Overload Salary Schedule (OL)

Effective: 20-Aug-2007
Revised 8/30/07

Step 

Lecture 

Laboratory 
Special


1
52.79 
45.22 
32.72

2 
55.99 
48.10 
34.74

3 
59.24
51.22
36.86

4 
62.56 
54.31 
39.08

5 
65.93 
57.10 
41.28

6 
69.02 
59.85 
43.48

7 
72.53 
62.68 
45.38

8 
75.72 
65.64 
47.32

9 
78.92 
68.65 
49.20

10 
82.18 
71.47 
51.20
Note: Compensation for the summer session is based on the Salary Schedule in effect during the previous semester.
Attachment V
San Mateo County CC District

Adjunct Faculty Salary Schedule (HI – Instructional)

Effective: 20-Aug-2007
Revised 8/30/07

Step 

Lecture 

Laboratory 
Special


1
53.15
45.55
32.94

(Inactive as of 9/1999 per AFT Contract)


2 
56.37 
48.43 
34.99

3 
59.67
51.58
37.13

4 
63.01 
54.71 
39.36

5 
66.38 
57.51 
41.57

6 
69.53 
60.28
43.77

7 
73.06 
63.10 
45.69

8
76.26
66.11
47.65

9 
79.49
69.14
49.55

10
82.75
71.96
51.57
Note: Compensation for the summer session is based on the Salary Schedule in effect during the previous semester.
Attachment VI
San Mateo County CC District

Adjunct Faculty Salary Schedule (AJ –Non-Instructional)

Effective: 20-Aug-2007
Revised 8/30/07

Step 


Laboratory 

Special


1
48.20
34.87

(Inactive as of 9/1999 per AFT Contract)


2 
51.26
37.03

3 
54.58 
39.29

4 
57.89 
41.66

5 
60.87 
43.99

6 
63.80 
46.33

7 
66.78 
48.35

8 
69.97 
50.43

9 
73.16
52.45

10
76.16
54.57
Note: Compensation for the summer session is based on the Salary Schedule in effect during the previous semester.
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Attachment VII
Skyline College Fund for Program Improvement Proposals


PROJECT TITLE: ______________________________________



PROJECT DIRECTOR: __________________________________



APPROVED BY:





_________________________________________






Division Dean

_________________________________________






Vice President of Instruction



________________________________________






President

Project Proposal

Fund for Program Improvement 
The following information should be included in your application:

1.
Project Title:

2.
Project Director:

3.
Phone extension/email:

4. Abstract:  Please briefly summarize the work you will be doing and the goals you wish to achieve.  

5.
What are the goals and objectives of this Project?

6.
What is the need?

7.
What is the procedure to accomplish the goals and objectives?

8.
How will performance out comes be measured?
9.
What is the basic timeline of the project?

10.
What is the total amount of the funds you are requesting?

Budget
Title of Grant ___________________________________________________________

The Budget for this project must be designated in the following appropriate categories:


1251

Counseling Salaries (FT – counseling)


$_________

1310

Teaching Salaries (Hourly)



$ ________


1329

Substitute Teaching Salaries (Hourly)


$ ________


1429

Prof Dev Counselor (FT-non-counseling work)

$_________

1451

Counseling Salaries (pt-counseling)


$_________



1495

Other Certificated Salaries (Faculty at Special Rate)

$ _________            


2392

Student Assistant Salaries (Hourly)



$ _________ 


2394

Short-Term Hourly-Classified (Hourly)


$ _________


3801

Permanent Employees Benefits



$ _________


3802

Hourly Employees/Adjunct Faculty Benefits

$ _________


4510

Supplies ($500 or less)




$ _________


4511

Non-Inventoried Equipment (at least $500 and up to $5,000)

$ _________

4580

Central Duplicating




$ _________ 


5101

Honorarium for Students




$ _________ 


5102

Honorarium for Non-students



$ _________ 


5120

Lecturer Services (Independent Contractors)


$ _________ 


5130

Contract Personnel (Independent Contractors) 


$ _________


5211

Conference Expense - In State



$ _________ 


5212

Conference Expense – Out of State


$ _________


5220

Mileage






$ _________ 


5621

Software and Software License
 


$ _________


5621N

Software License – Non-Taxable



$ _________


5690

Other Contracted Services  



$ _________


5694

Contracted Printing Services



$ _________ 


5820

Postage






$ _________ 


6450

Inventoried Equipment (Over $5,000)


$ _________ 










TOTAL$ _________

Please indicate amount designated for each of the above categories.
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