Introduction

This exit report reflects my perspective as the Associate Academic Dean for Technology and Faculty/Staff Development.   It is both a summary of the two-year period filling this position and a comprehensive forecast of the information technology initiatives and expenditures that, in my opinion, Columbia College should take to the year 2000.   

The technological assumptions forming the foundation of this report are listed in Appendix A.  The non-technological issues forming the context of this report are listed in Appendix B.   The technology recommendations to follow are the result of working with administrators, librarians, administrative assistants, digital technicians, chairs, faculty, and students (Appendix C), but the formulation of the recommendations and the responsibility for making them are mine.  

I appreciate the perspectives brought to bear upon the drafts of these recommendations by the Provost, the Vice-President of Finance, and the Academic Dean during meetings in July and September 1997.  Their insights have been incorporated into this final exit report.  This is not to say, however, that they agree with all recommendations made within it, which they do not (most notably, the recommendation for the appointment of a Chief Information Officer).    

I appreciate, too, the invitation extended to me by the President, the Provost and the Academic Dean to “inaugurate” the position of Associate Academic Dean for Technology and Faculty/Staff Development.   I made the commitment to them to fill the position for at least two years.   Accordingly, this two-year exit report is submitted to them, to the Vice-President of Finance, to the ad hoc and standing Planning Committees, to the Chairs, and to the Library’s reserve desk as the concrete completion of my administrative duties prior to resuming my responsibilities as a faculty member on September 1, 1997.  

SUMMARY

The following are the most pressing of all the recommendations outlined in 
Part 5.  They are listed here in the order of their presentation within the report:

No.
Recommendation__________________________

1.1
Re-structure information technology organization.

1.5
Make departmental technology plans to the year 2000.
1.7
Initiate industry-partnering relationships.

2.1
Create pilot initiatives to provide instructional support services to part-time faculty.

2.2
Provide “reasonable accommodation” to information technology for Special Needs students.  
2.5
Expand discipline-specific computer labs.
2.6
Increase technology in designated classrooms.

2.8
Hire more information technology staff.

2.9
Create new staff level: “Digital Technologist Resource”.
2.10
Integrate information technology expertise into hiring policies for Chairs, Faculty and Staff.

3.1
Implement information technology training program for faculty and staff.

4.1
Expand campus administrative intranet.
4.3
Research academic intranet, and create college-wide network. administrator competencies and supervisory practices.
6.2
Upgrade status and pay of digital lab managers and technicians.  

6.5 
Implement software management program.

INFORMATION TECHNOLOGY ACCOMPLISHMENTS

The technological issues and needs facing the College should be examined within the contexts of both the larger issues and challenges (see Appendix B) 
and the significant accomplishments in information technology achieved within the College within the last two years.   These accomplishments have laid a foundation comprised of infrastructure, policies, procedures, collaborations, communications and expectations upon which future technological developments can be built.   

Among the accomplishments: 

•
Associate Academic Dean for Technology and Faculty/Staff Development job description written, college-wide administrative announcement sent, and appointment made.

•
Facilitator for Faculty Technology Support job description written, college-wide administrative announcement sent, and appointment made.

•
Webmaster Team job descriptions written, college-wide administrative announcement sent, and appointments made.

•
Ad hoc Computer Registration Committee created, composed of the Associate Academic Deans, Registrar, Bursar, Associate Provost for Student Affairs, Director of Financial Aid, Director of Management Information Systems, Help Desk Facilitator, Chief Programmer, Facilitator for Faculty Technology Support, Director of Academic Advising.  Responsible for early registration production timetable, design of software interface, coordination of services, determining the content of the information packets, writing procedures and information packets for faculty, chairs and students, and producing the first two computer-assisted early registrations.   Procedures for the early registration process written into a handbook.   This initiative occasioned:  1) purchase and installation of computers for all full-time faculty;  2) college-wide computer training sessions for faculty;  3)  integration of the Help Desk within the life of the College.   Computer- assisted early registration has forced and supported the digital upgrading of faculty as no other single initiative could have done.

•
Teaching + Learning + Technology Roundtable established, with action teams devoted to specific technological problems.

•
“Computer, Network and Web Site Usage Policies and Guidelines” researched and written by the Teaching+Learning+Technology Roundtable’s Website Action Team, and presented to and passed by the College Council (see Appendix N).   These policies protect the College and its community, and are the foundation for the College’s future digital technology developments.  Information packet on these policies sent to full-time faculty, chairs, staff of academic departments, and administrative supervisors.  

•
College’s World-Wide Web site brought under control, and graphically redesigned.   A new Website information structure that makes sense to a potential student, is flexible, and can grow, has been designed and implemented.  

•
Meetings accomplished by the Webmaster for Development with departmental supervisors, college-wide, on Web site publishing procedures and on upgrading departmental information.  

•
College-wide Network installed to provide e-mail accounts, Library databases and Internet access to all full-time faculty, and e-mail accounts to staff.  Orderly transition of e-mail accounts, etc., affected between Library and MIS.   

•
E-mail information packet sent to full-time faculty, chairs, staff of academic departments, and to administrative supervisors.  

•
Ad hoc Special Needs Policy Committee formed.  Recommendations for College-wide policy regarding access of special needs students to general purpose technologies written and submitted to Provost. 

•
General Counsel is taking an active part of the information technology 
ad hoc committees and planning processes.

•
Interactive Multimedia Major initiated, bringing to closure a year-and-one-half planning process involving seven departments.   Proposal for major with seven concentrations prepared for and presented to the Curriculum Committee and the Columbia College Council.

•
Student Technology Roundtable tested as a forum to channel student interests and concerns. 

•
Technology Re-training Institutes model initiated:  1) digital retraining of 40 part-time faculty in the Art Department for four 3-day workshops;  2)  digital training of part-time faculty within the Fashion Management concentration of the Management Department in how to use the new costume database. 

•
Re-engineering of Academic Computing Department in process:   Digital Animation Program shifted to the Animation Concentration within the Film/Video Department;  Computer graphics courses shifted to the digital graphics programs within the Art and Photo Departments.  Upgraded the Foundations of Computer Applications course, including a testing-out procedure, collecting baseline data, strengthening the discipline-specific sections of the course.    Digital Technologist major/minor and Student Computer Support Corps being planned.

•
Digital technologists and digital facilities managers have received pay increases phased in over a three-year period in order to acknowledge and minimally safeguard their importance to the functioning of departments and programs.  Pay increases now being implemented by Human Resources.

•
Support for academic computing support services and processes:  plan approved for a pilot program through the Academic Computing Department of a Student Computer Service Corps to tap the digital expertise of our advanced undergraduates in order to alleviate the serious support service problem felt on our campus.   Such a corps should be especially valuable since Columbia College cannot hire the number of support service personnel it needs.   SCSI Corps will be an educational program based on formal application and interview, classes in telephone presentation, digital technologies, help desk service, etc.  It will pay its enrolled students through a combination of an hourly wage and/or credit justified because of the nature of the work and context within an educational program.  

•
Strategic planning guide provided to Chairs to help guide the three-to-five-year planning for information technology in departments.

•
Support for administrative computing support services and processes initiated:  college-wide departmental production and facilities personnel have met and generated specific suggestions on how they can be better supported.  Formal communication between this group and the technological initiatives begun by the Vice-President of Finance and MIS have been affected.  The initiatives include: procurement cards, barcode software to make the processes of equipment inventory and repair easier, submission of purchase orders on-line.  

•
First college-wide questionnaire to determine the digital training needs of full-and part-time faculty, staff and administrators designed by the Faculty/Staff Development Action Team of the Roundtable and administered by Institutional Research.   Survey results analyzed and communicated to Chairs and to administrative supervisors so they can better plan for the retraining of their part-time faculty, full-time faculty, and staff members.   In response to needs specified in the questionnaire, an ad hoc committee formed of academic and administrative officers who provide digital training for faculty, staff and administrators (MIS, Academic Computing, Human Resources, Library, Dean’s Office, Roundtable).   This group worked out mutual collaboration, standard descriptions and communication to be distributed to all full and part-time faculty, staff and administrators at the beginning of every semester.

•
Computer and Web Site Steering Committee formed.   This Committee ensures that the overall college-wide purpose is being met by the use of College computers on the college-wide Network and on the Web Site.

•
Associate Academic Dean for Technology and Faculty/Staff Development wrote this report recommending comprehensive information technology initiatives and expenditures to the year 2000.

The recommendations to follow are built upon this collective information technology foundation.


INFORMATION TECHNOLOGY PROBLEMS/NEEDS

1.
Organization/Planning
•
Senior administrators as a group are technologically inexperienced, dedicated, understaffed, overworked, and with neither the time nor resources for follow-through on issues other than those most pressing.   This combination can sometimes lead to “crisis/lurch” management of technology initiatives, with input, communication and coordination lacking among campus constituencies.   Overwhelming demands on their time will continue to mandate that crises take priority, and therefore that this style of technology management will continue.  

•
No officer is responsible for information technology at the senior administrative (President’s Cabinet) level.

•
Responsibilities of the Associate Academic Dean for Technology and Faculty/Staff Development are college-wide;  authority is not.  

•
Technology support is inadequately staffed.

•
Identified technology problems which expose the College include: 
1) illegal software on a significant number of computers assigned to faculty and staff,   2) no established college-wide competencies or supervisory practices in place for the administrators of academic networks with access to the Internet, and  3) the “Special Needs Policy and Recommendations for Information Technologies” (see Appendix I) not yet implemented.

•
Issues involving techical staff are sometimes discussed and decided without input from technical staff.  

•
Ongoing challenge at budget time is to reward  the coordination of technology purchasing  among departments, thereby diminishing duplication of efforts and waste of technology resources.

•
General productivity software standards not fully implemented.

•
Most faculty and administrators who built Columbia have dedicated their careers to the College and therefore have limited experience at other academic institutions or in the communications arts industry.   Their collective knowledge of how to conduct the basic technological research attractive to the communications arts industry (such as beta-testing new software or hardware systems) is, therefore, not extensive.   This, plus Columbia being a teaching institution rather than a research institution, militates against partnering with the industries upon whose products the majors increasingly depend.   It also contributes to Columbia paying top-dollar for equipment and software.   Excellent models of how we might effectively partner with industry are those provided by the Television Department’s partnership with the Avid Corporation and the Film/Video Department’s partnership with the D/Vision Corporation.  

•
The College Relations and Development Office needs strong encouragement and support to initiate partnerships with industry and to follow up on contacts provided by faculty with industry partnering experience.

•
The Science Institute provides a model to generate technological outreach initiatives that could package what Columbia uniquely does (combines the communications arts and liberal education for a diverse student population within an inner-city) to be distributed to urban grammar schools and high schools both nationwide and worldwide via the Internet.   This combination of elements is a great asset, and Columbia is not yet entirely used to thinking of itself as an asset-laden institution.   Within this combination and this mode of distribution lie the possibility of attracting significant grants from the Department of Education, the National Science Foundation, etc.

2.
Instructional Delivery
•
Columbia is experiencing continual growth in students who own computers, use computers, and use computers in class their first semester.   This number will be increasingly ahead of the number of teachers Columbia can employ to teach them at the students’ level of expertise. 

•
The leadership role of digital technology staff in maintenance and support, retraining faculty, curricular planning and teaching, needs recognition.

•
Academic programs dependent upon advanced information technologies are increasingly dependent on a small number of technical staff who are increasingly vulnerable to better paying jobs outside Columbia.   Departments need to formalize knowledge-backup procedures and to have emergency personnel plans in place for this eventuality.

•
College-wide and departmental incentives for faculty to learn and to integrate instructional technology into curricula need implementation.  

•
Part-time faculty teach a high percentage of courses.  Digital retraining of this constituency is therefore imperative.   Those who have digitally retrained, however, are vulnerable to migrate from teaching to freelancing. 

•
Discipline-specific digital labs are increasingly overburdened.

•
Reasonable accommodation of the needs of students with disabilities to information technologies is mandated by federal law through the “Americans with Disabilities Act”.   To serve this student population and protect the College legally, each major department needs to begin the process of providing “reasonable accommodation” to its equipment and technical support (see Appendix I for model).

•
Interactive multi-media should not be developed as a teaching tool until there is adequate equipment, training, development teams, support and, above all, an institutional understanding that the medium is best suited for self-paced training, remediation, and procedure-rich subjects.

•
The technology integration appropriate to our two academic cultures, communications arts and liberal arts, is different.   How the shift in emphasis between the computer as desktop tool to the computer as communications gateway to content and colleagues should play out between our two complementary but separate academic cultures remains a question in need of answers.

3.
Training/Retraining

•
Increased rate and depth of technological change is not yet fully understood by faculty as a permanent way of academic life.

•
Senior full-time faculty have little time for retraining during normal duties.   In order to encourage them to invest the time needed for retraining, chairs and administrators need to provide a range of incentives.

•
Because of the lack of academic support service staff, advanced undergraduate students need to be brought into the support service and faculty retraining processes.

•
A center of information technology for faculty and staff needs to be created and manned by high quality media production professionals.   There exists a lack of existing alternatives within most departments to such a center.

•
Units offering information technology training need to coordinate their offerings at the start of each semester and to communicate them, college-wide.

4.
NetworkS

•
College-wide competencies and supervisory practices are not in place for academic networks with Internet access, leaving the College with legal exposure. 

•
Columbia needs an academic network separate from the administrative intranet for student projects.

•
Administrative and academic units are not yet fully networked.  

•
Use of the intranet for all routine administrative and academic business is not yet routine and therefore the intranet has not become mission-critical to full-time faculty, staff, and administrators.

•
Columbia has no distance learning capability, plan, experience or production expertise.

•
Designated classrooms need to be identified and wired.  

•
Dorm needs to be wired.

•
There is no capability for the distribution of satellite programming on campus.

5.
Administrative Services

•
The 1996 Freshman Satisfaction Survey states clearly that Columbia’s student services compare unfavorably to national norms.   Some services might be improved with appropriate information technology, training, and adequate staffing.

•
Much of the information now sought via computer-based diagnostic testing lies in students’ transcripts, unread.   Transcript information includes grades in English and math, class rankings, nationally-normed SAT and ACT scores, and demographics.  

•
Administrators, faculty and staff have limited access to integrated, easy-to-use, institutional data and information.

•
Software development, procedures and training are in the planning stages and are not yet in place for on-line purchase orders, budget information, etc. 

•
Outdated software is kept because known by supervisors.

•
Over-dependence on paper processing for routine business.

6.
Support Services

•
MIS is under-staffed--at times, critically.

•
Departmental technical support services are under-staffed.   

•
General support service needs for part-time instructors have increased as information technology has increased within disciplines.

•
Lack of monitoring and control of the illegal software on computers assigned to faculty and staff expose the College to legal risk.

•
Digital lab staff members dealing with the same problems across departments have no formal means for information sharing.  

•
The tension between Academic Computing Department as a college-wide service entity versus a credit-generating department needs resolution.   Symptoms of this tension include duplication of the offerings of some majors departments.

RECOMMENDATIONS

1.
Organization/Planning

1.1
RE-STRUCTURE Information TechNOLOGY MANAGEMENT


General Recommendation:

Re-structure organization to manage information technology and to ensure the efficient and effective use of such resources.  This new structure to have the responsibility and authority to:


1.
Manage implementation of Strategic Information Technology Plan.


2.
Manage standards for college-wide academic computing.


3.
Coordinate technology communications and training.


4.
Manage Distance Learning initiatives and production.


Specific Recommendations:
1.1.01
Appoint Dean of Information Technology as Chief Information Officer (CIO).  Position to be President’s Cabinet-level position.   


As an immediate--but interim--upgrade for 1997-1999:  
“Associate Provost for Information Technology”.  


As an upgrade by the year 2000:  
“Dean of Information Technology”, with position to be filled after a national search for expert in information technologies suitable to Columbia’s mission and long-range needs and with extensive senior academic administrative experience (see Appendix F for draft job description).

1.1.02
Provide appropriate support staff (Administrative Assistant[s]) for CIO .

1.1.03
Reorganize information technology entities, initiatives and support services to be managed by the CIO (see Appendix F for draft of management reorganization):


1.
Academic technology support services.



(Includes the Academic Computing Department, and computer-
based diagnostic testing).


2.
Academic network administration and support.



(Includes network administration competencies and supervisory 
procedures and networks of academic departments with networks).


3.
Distance Learning initiatives and production.


4.
Technology initiatives by Continuing Education.


5.
Any future college-wide center for  faculty/staff digital training 
and support.


CIO reports to Provost.


CIO coordinates with Associate Academic Dean for Technology and Faculty/Staff Development on technology issues relating to teaching and learning.


CIO consults with General Counsel on information technology policies and issues.


CIO responsible for effective communication of information technology policies and guidelines to faculty, staff, administration and students via intranet, hard copy, faculty, staff and student handbooks, etc.


CIO appears before Board of Trustees to represent academic information technology policies, issues and budgets (see “Costs, Responsibilities & Timelines”, below, for notes on information technology planning/budgeting).

1.1.04
Re-appoint Associate Academic Dean for Technology and Faculty/Staff Development, to continue with duties now associated with that title.

1.1.05
Re-appoint Facilitator for Faculty Technology Support/Webmaster for Development, to continue with duties now associated with that title.

1.1.06
Appoint Networks Administrator.

Duties:  manage and technically support the College’s intranet(s) and their access to the Internet, including the establishment of academic network administrative competencies, and supervisory procedures for academic departments with networks and for MIS.

1.2
re-STRUCTURE Strategic Technology Planning PROCESS


General Recommendation:


Re-structure the planning process for the annual research and writing of the College’s strategic information technology plan.   


Specific Recommendations:
1.2.01
Ad hoc Committee to be appointed by CIO.


Committee to include:

CIO  (ex officio)

Director of MIS

Director of Library

Associate Provost of Student Services

Web master Team

Director of Institutional Research

Associate Academic Dean for Technology and Faculty/Staff 
Development

Chair, Academic Computing Department

Chair representatives

Faculty representatives

Student representative(s)

Student Life and Development representative

College planning officer  (ex officio)

Columbia 2 representative

Administrative Finance representative

Charge to Committee:

1.
Provide comprehensive framework for information technology 
consistent with the mission of the College.

2.
Update the Strategic Information Technology Plan annually, 

due June 1.   Plan then used for establishing information 
technology priorities during the annual budget process.

3.
Appoint subcommittees, as appropriate, to research information 
technology issues.

4.
Advise CIO on policies and procedures related to information 
technology issues.

CIO responsible for staffing Committee by start of each academic year.

1.2.02
All technology acquisitions to be evaluated by CIO to ensure that externally funded acquisitions comply with Strategic Information Technology Plans.

1.3
UPGRADE Information Technology Budgeting Process


General Recommendation:


Implement systematic budgeting processes for acquisition, implementation and support of information technology resources, including expanding revenues.


Specific Recommendations:
1.3.01
Vice-President for College Relations and Development to design and implement on-going fundraising program for information technology acquisitions.

1.3.02
All such grant proposals to be analyzed by the Vice-President for College Relations and Development, the CIO, and the Academic Dean prior to submission to external granting agencies to ensure consistency with Strategic Information Technology Plan and to ascertain impact on the integrity of the curricular structure.

1.3.03
CIO to analyze student cost recovery processes (example: student technology fee) as one way of funding both information technology acquisitions and college-wide student technology initiatives, including general purpose computer labs.

1.3.04
CIO, in conjunction with Chairs, Provost, VP of Finance, Director of MIS, and the Strategic Information Technology Planning Committee, to recommend adequate levels of support (staffing, maintenance, software upgrades) to be available during life cycles of hardware and software.

1.3.05
CIO to develop cost/benefit analyses for outsourcing information technology services, especially where skills or staffing are inadequate.

1.3.06
If departmental budget proposals involve information technology collaborations with other department(s), those collaborations will give the budget proposals additional weight.  Punish unrationalized equipment duplication during the budget process.

1.4
reward use of instructional technology


General Recommendation:


Develop and implement incentives to encourage faculty to create and integrate instructional technology into both general education courses and majors programs.


Specific Recommendations:


Associate Academic Dean for Technology and Faculty/Staff Development to:

1.4.01
Revise Faculty Award Guidelines and Application, with input from the Faculty Development Committee, to encourage competitive faculty grants to support the development and integration of instructional technology into classrooms.

1.4.02
Establish criteria to award release time when development of information technology integration demands excessive time commitments.

1.4.03
CIO to establish recognition system to reward faculty and staff technology leaders.


1.
Establish, with Vice-President of Finance, a capital fund to 


provide informational technology equipment to technology 


leaders on a competitive grant basis.  


2.
Charge Associate Academic Dean for Technology and 




Faculty/Staff Development with administering through 



Faculty Development Committee.

1.5
DEVELOP departmental technology plans


General Recommendation:


Each departmental Chair and faculty to devise a three-year plan on how information technologies will impact the staffing, support, resources, space and curricula from the present to the year 2000.   In times of rapid technological change, when the need for a viable plan is greatest, the tendency within academia is to abandon planning.  If the one thing known with certainty is that things will increasingly change, then the one thing to be planned for is change.


Specific Recommendations:


CIO and Academic Dean to:

1.5.01
Charge Chairs to confer with faculty and to complete a three-year plan using technology guidelines as a basis (see Appendix H).

1.6
CREATE INTERACTIVE MULTIMEDIA PRODUCTION DEPARTMENT


General Recommendation:


If the IM production major has performed successfully at the end of its 18-month review, a proposal to transform the major into a stand-alone, independent department should be brought before the College Council.   Two reasons:  1) the Interactive Multimedia Committee that created the IM major will be the obstacle to its future success as it seeks additional resources in response to growth;  2) relying on other departments for the creation, staffing and support of the classes that constitute the IM major is to invite the less-than-enthusiastic honoring of that arrangement as the major grows and competes for resources.  IM will not reach its potential as an educational entity or as an income generator until housed within its own department chaired by an externally-hired industry-professional whose continuance as Chair is dependent upon the department’s success.  Columbia is in a physical region heavily engaged in IM industrial training, and could position itself as the primary venue to educate students for this expanding market by making the commitment represented by an Interactive Multimedia Production Department. 


Specific Recommendations:

1.6.01
After the successful completion of the first year and one half of the major, and with the approval of the College Council, conduct an external search for Chair of the Interactive Multimedia Production Department.  This person should be an IM production expert, and well-connected within the IM industry.   Optimum:  an professional in their 40’s-50’s who wants out of the industry after years of being in it, in order to teach.  This person could take advantage of years of industry relationships in order to advance the department, hire full and part-time faculty, place interns, partner with software and hardware companies, etc.

1.6.02
Hire an administrative assistant.

1.6.03
Hire full-time faculty.  

1.6.04
Create facility away from the Academic Computing Department’s facility in order to avoid confusion for students.

1.6.05
Appoint IM Production Advisory Board composed of industry professionals.

1.7
INITIATE INDUSTRY-PARTNERING RELATIONSHIPS


General Recommendation:


Communications arts departments need to initiate industry-partnering relationships to bring expertise to the faculty, to infuse their technology and curriculum planning with discipline-specific real-world realities, and to reduce equipment and software costs.  


Specific Recommendations:

1.7.01
Convene departmental training sessions to be lead by individuals within the Film/Video Department, the Television Department, the Management Department, etc., who have partnered successfully with industry or other institutions of higher education, in conjunction with the College Relations and Development Office.  Sessions will teach the process of developing relationships, how to write business proposals and budgets, how to pitch technology initiatives at meetings with business professionals, etc.

1.7.02
Departments will identify their “target” partner, strategy, time frame, and person responsible to the CIO and to the Director of the College Relations and Development.

2.
INSTRUCTIONAL DELIVERY

2.1
Create PILOT initiatives TO PROVIDE INFORMATION TECHNOLOGY Instructional SUPPORT SERVICES TO 
PART-TIME FACULTY

General Recommendation:


Create pilot initiatives, with support of Teaching and Learning Committee, Academic Computing Department, Library, and MIS,
to provide programs and support services to assist part-time faculty in using information technology and Library resources in research and instruction.  


Specific Recommendations:


CIO and Associate Academic Dean for Technology and Faculty/Staff 
Development to:

2.1.01
Begin this process within the majors departments.  

1.
With the advice and consent of Chairs and section coordinators, designate specific classes with significant information technology components whose sections are taught by a majority of part-time faculty.   

2.
Design appropriate faculty re-training opportunity for each class (afternoon, full day, 3-day session between semesters, 3-5 day session in June, etc.).   Re-training includes not only information technology training but how to incorporate it, revise syllabus, etc.  

3.
Pay a higher wage to those who wish to teach those classes and who will retrain, or mandate that each faculty member who wishes to teach that class attend an appropriate re-training opportunity and be paid $50 per day.   

4.
Include a follow-up session to deal with any problems during the semester following the re-training.

2.1.02
Award one senior full-time or part-time faculty member within each department appropriate release time to function as Technology Liaison to the part-time faculty within that department.  


Technology Liaison charged with:


1.
Meeting with and assisting each part-time faculty member to 

incorporate Library services (on-line databases, CD-ROM 



technology, multi-media projectors, etc.) into instruction.


After pilot programs are analyzed by the CIO, Provost, Academic Dean, Associate Academic Dean for Technology and Faculty/Staff Development, Facilitator for Faculty Technology Support, evaluate if the appropriate next step is a second round of initiatives within departments and/or moves outwards to a Center for Instructional Technology.   If this latter step were to be initiated , it must be done with care because of two key factors:  1)  faculty are reluctant to seek help outside departments, and  2)  the history of “centers and institutes” outside departments, in general, and of the previous “Faculty Computer Center” in the Academic Computing Department, in particular, have left faculty distrustful of the notion.


If appropriate:


Center to be located in an autonomous physical site and house production staff and equipment for computer-assisted training, and a faculty/staff lab for developing/testing specific instructional products.   Center staff to:


1.
Consult with faculty and digital lab staffs for computer design, 

implementation, testing, improvement and documentation of 

instructional products.


2.
Advise faculty and digital lab staff on advantages 





/disadvantages of technology options.


3.
Assist faculty in incorporating Library services into instruction.


4.
Support the use of information technology (computers, video, 

audio, projection systems) in classrooms. 


5.
Incorporate the services of the Student Computer Service 


Intern Corps (see Section 6.3, below).

2.2
Provide “reasonable accommodation” to INFORMATION technology for special needs students


General Recommendation:


Provide baseline, on-site access to general productivity and discipline-specific information technologies for special needs students.


Specific Recommendations:

2.2.01
With the ongoing advice of the Special Needs Coordinator and the College General Counsel re the “Americans with Disabilities Act”, incorporate the recommendations of the Special Needs Committee when designing new computer and information technology facilities.


The Special Needs Students Policy Committee report (Appendix I) includes the following recommendations: 

2.2.02
1.
Definition of “reasonable accommodation” for general purpose 
information technology.

2.2.03
2.
Specific minimum, general purpose, non-digital equipment and 
digital hardware and software to be available Fall semester ‘97.  

2.2.04
3.
Special Needs Center.

2.2.05

4.
Staffing.

2.2.06
5.
Training-the-trainer guidelines.

2.2.07
CIO charged to work with department Chairs to arrive at the definition of “reasonable accommodation” within each major discipline by Spring ‘98 in order to be in compliance with the law and to serve our students.

2.3
IMPLEMENT STUDENT COMPUTER SERVICES INTERN PROGRAM

General Recommendation:


Design and implement a Student Computer Services Intern (SCSI Corps) educational program through the Academic Computing Department and in conjunction with its proposed new Technologist Major to support the responsibilities of MIS and to aid faculty in incorporating information technologies into curricula.  


Specific Recommendations:


Columbia will feel its lack of adequate technology support personnel increasingly and will remain hampered by its inability to pay outright for adequate staff.   Technologist under-staffing is serious within some professional departments.   Columbia therefore must tap into and make use of the expertise of advanced undergraduate students as de facto technical staff within an educational program.  


SCSI Corps enables advanced undergraduates to work in teams with faculty supervisors to consult with faculty on technical problems and projects, and to support the work load of MIS (see section 6, below).  


Therefore: 

2.3.01
Develop new category of undergraduate teaching assistant, “Student Computer Service Intern”, and an educational training program to support that category:

Category:

•
Eligibility: juniors and seniors.

•
Recommendations to the student training program are faculty-initiated to avoid faculty being pressured by prospective interns.  
Look for maturity, responsibility (as important as technical skills).

•
Students interviewed as if for a job in business (as per Columbia Trustee Edward Altman’s advice) with resume, cover letter, and dressed presentably for interview.

•
Higher pay rate than ordinary work-aids, with yearly increases.  Starting $7/hour-$8/hour, and might include 2 credits.  Internship credit through Academic Computing Department, or waive tuition and give credit.  Pay plus credit, or waive tuition plus credit.

Program:
•
Students to train in:



•
Word processing software



•
Presentation software



•
Authoring software



•
Discipline-specific software



•
Internet research



•
MIS-related troubleshooting

•
Receive client support/interpersonal relations training.

•
Students to previously take general studies course in presenting, public 
speaking and phone professionalism.

•
Provide in-person and phone support for faculty and students.

•
Managerial training and experience possible within program.

•
Classroom for first seven weeks (approx.), then a practicum.

•
Production team model.

2.3.02
Faculty and Student Advising System:

•
Faculty tech advisors are volunteers who:


•
Take a one course reduction per semester to function as resource.


•
Assist in workshop instruction for series of workshops for faculty 

with little computer and information technology experience.


•
Assist other faculty in the development of IT-based course 



components.


•
Supervise student /faculty collaboration on faculty projects.

•
2 full-time equivalents over 3 year period.

•
10 student members over same period.

•
1 student manager for SCSI Corps.

•
Housed in Academic Computing Department.

•
Training organized by Academic Computing Department.

•
Student Help Desk (eventual) run by SCSI Corps.

Faculty Impacted, college-wide:

•
Goal: train 12 faculty per year from many disciplines, for 3 years.


•
Training with no more than 5 faculty at one time.


•
Expose faculty to how IT can be used.

•
Allow faculty to choose what and how to use technology.

•
Develop tech-based course components as building blocks to using


technology in the classroom across the curriculum

•
Supply faculty with laptops.

Benefits to Institution:

•
Increase the number of retrained faculty.

•
Cheap de facto technical staff: 80 hours of student labor at $8/hour 
cost $640.

2.4
IMPLEMENT DIGITAL TECHNOLOGIST MAJOR OR MINOR

General Recommendation:


Implement Digital Technologist major or minor within the Academic Computing Department as an important career direction for students and as a source of future entry-level Digital Technologists for the College.    


Specific Recommendations:

2.4.01
To be developed and implemented by Chair and faculty of Academic Computing Department in coordination with specified departments.

2.5
EXPAND Discipline-Specific Computer Labs


General Recommendation:


Provide:  discipline-specific computer labs appropriate to the increasing demands of the discipline-specific classes.




Specific Recommendations:

2.5.01
At least one staffed, discipline-specific computer lab for each discipline.  Size of labs and number of computer workstations to meet the ideal formula of 1 hour of computer access per student for each hour of computer class.
2.6
INCREASE INFORMATION Technology in DESIGNATED classrooms

General Recommendation:


Design information technology-rich teaching/learning classrooms designated by Chairs, Associate Academic Dean for Technology and Faculty/Staff Development, with advice of Teaching and Learning Committee.


Specific Recommendations:

2.6.01
Design, construct or modify designated classrooms so information technology supports rather than undermines traditional teaching methods (projection screen does not cover black board, etc.).  


Each department should purchase at least one multiple-format (computer, audio, multiple-format video) computer-driven portable projection device with a computer to be checked by faculty for classroom use.


The following equipment would represent a complete interactive multimedia classroom.  Designated classrooms might include an appropriate selection from the following complete menu: 


•
Audio amplification


•
Computer RGB capability


•
Computer (professor’s) installed


•
Computer projector installed


•
Computers (students’) installed


•
Computer projector installed


•
Network (Internet) access


•
College intranet access


•
Slide projector and screen installed


•
Stereo system installed


•
Video camera for recording


•
Video projector installed


Establish learner-centered focus:  ask what information technology actions will benefit as many students as possible.  (Example:  ask which 10 percent of Columbia’s courses generate 40% of total enrollment).   Designate those classrooms in which our students are most concentrated.  


Then: 

2.6.02
Acquire--not develop--information technology materials for these X number of faculty who teach these X number of classes for X% of our total students.

2.6.03
Arrange meetings with chairs, program coordinators, instructors to 
re-think and upgrade these designated courses to integrate information technology and a variety of pedagogical approaches in order to produce the most effective blend of learning experiences and skills, to minimize dropouts, and to build the academic skills essential for a successful career at Columbia (see also Section 2.1).   Examine the kinds of support required to do so.   (It is not enough to simply give instructors IT tools.  They must be taught how to use them effectively to support both teacher-centered and learner-centered education.   If personnel costs are Columbia’ chief expenditure, then the creation of more productive learning models can mean reducing the direct personal involvement of faculty and staff.   To this end, Columbia must seriously consider increasing the ability of students to access and use self-study learning materials). 

2.7
APPOINT Distance Education RESEARCH TEAM


General Recommendation:


Begin distance learning research phase.


Specific Recommendations:

2.7.01
Appoint and support, for one semester, a research team comprised of one senior faculty member with extensive curriculum development expertise and one technical staff member with AV production and network expertise, with the charge to: 

2.7.02
1.
Travel to institutions with extensive asynchronous and distance learning experience to research what has/has not worked for them.   This includes: visiting facilities and DL organizations including the Chicago Consortium for Higher Education, studying budgets and implementation histories, etc.   This research phase also includes consulting with commercial distance learning providers on how Columbia’s potential distance learning production needs could be met through outsourcing.

2.7.03
2. 
Meet with appropriate Columbia Administrators, Chairs and departments to explore the results of the research and to develop a comprehensive recommendation to enhance local, national and international access to Columbia’s academic programs by overcoming barriers of scheduling and distance through the use of asynchronous and distance learning approaches and other non-traditional academic delivery systems.  This recommendation would include the academic offerings of one or more individual departments, and/or initiatives to unite departments or programs on a college-wide basis.  Example of  the latter:  initiatives that could combine our specialties in the communications arts with our programs in teaching, our urban setting, and our diverse student population to distribute to urban primary and high schools by means of the Internet.   Any Distance Learning recommendation must be complete (include specific details on audiences served, curricula, staffing, budgets, payments for intellectual property rights, etc.) and follow the format for “New Majors”.

2.7.04
If  this recommendation is positive:  then outsource distance learning production because not enough of the requisite professional production expertise exists in-house at Columbia.  For warnings on the subject of  implementing and producing Distance Learning at Columbia, see Appendix J).

2.8
HIRE ADDITIONAL INFORMATION TECHNOLOGY STAFF


General Recommendation:


Need for professional staffing is increasing due to increasing departmental dependency on digital maintenance and support.   College seriously over-stressed in this area within some departments.   Increasing number of courses converted to computer-based or computer-mediated requires new staffing, especially to service part-time faculty who have limited re-training opportunities.   


Specific Recommendations:

2.8.01
All departments will need to hire--or make the position available through release time--at least one digital specialist within one year.  Limited training opportunities for part-time faculty as well as equipment access for part-time and full-time faculty will be increasingly serious issues for the College and these issues are being inherited by digital specialists. 

2.8.02
Student Computer Service Intern Corps can be initiated to provide de facto staff and staff-equivalent services (see also Sections 2.3, and 6.3).

2.9
CREATE NEW STAFF LEVEL:  “DIGITAL TECHNOLOGIST RESOURCE”


General Recommendation:


Create new staff level to recognize their increasing educational role within the College and to prevent future turnover of digital technologists.   

 
Specific Recommendations:

2.9.01
Create a new staff level of “Digital Technologist Resource” similar to Naval warrant officers who are technical experts in charge of major areas and who represent an intermediate area between enlisted personnel (students) and officers (faculty).   The Digital Facilities Manager and the Digital Technologist would be specific grades within that staff level.  They are responsible for very valuable equipment.   Productivity, where computers are used, rises or falls based on their knowledge to maintain the equipment and to tutor (see Appendix K).  Columbia cannot afford turnover in this area.  If such technologists leave, it is estimated that it would take a month to 6 months to replace and bring up to speed.   

2.10
INTEGRATE INFORMATION TECHNOLOGY EXPERTISE INTO HIRING POLICIES FOR CHAIRS, FACULTY AND STAFF


General Recommendation:


Columbia’s increasing needs for faculty and staff with digital technology expertise and for the professional staff it increasingly needs should be integrated into College faculty and staff hiring policies.   Hiring chairs, full-time faculty and professional staff with this expertise should be the norm;  hiring without these skills is possible but should be explicitly justified.  


Specific Recommendations:

2.10.01
For Chairs:  new hires must be able to demonstrate technological vision based upon technological knowledge.

2.10.02
For Faculty:  there are quantitative and qualitative differences between faculty teaching now and those who taught at Columbia formerly.  The digital skills now required for many majors classes mean that at least through the year 2000 there will be increased need for full-time faculty to re-train, and that there will be fewer qualified part-time teachers in the communications arts hiring pool (see Mulvany memo, Appendix K).  


New full-time faculty hires must demonstrate digital literacy commensurate with the highest levels of contemporary practice of their disciplines before they are hired;  otherwise, their training places additional support pressures on over-burdened technical staff.   If new hires have not already evidenced sufficient interest to invest in the technical training needed to support their own careers prior to hiring, it is unreasonable to assume that they will commit to serious technical retraining after hiring.

2.10.03
For Staff:  new full-time staff should be able to demonstrate digital literacy commensurate with the effective performance of their jobs before they are hired;  otherwise, their training places additional support pressures on over-burdened technical staff.  

3.
Training/Retraining

3.1
Develop and implement information technology training program for faculty and staff


General Recommendation:


Associate Academic Dean for Technology and Faculty/Staff Development and the Facilitator for Faculty Technology Support to develop and implement ongoing series of training programs in information technology for all faculty and staff.   Beginning, intermediate and advanced programs to be offered based on the college-wide 1997 “Roundtable Software Training Needs Questionnaire”.


Specific Recommendations:

3.1.01
Associate Academic Dean for Technology to coordinate the general productivity software training sessions offered by the following academic and administrative units: Academic Computing, Library, Human Resources, MIS, and Facilitator for Faculty Technology Support.   Ensure that offerings are based on the needs and preferred times indicated in the responses to the 1997 college-wide “Roundtable Software Training Needs Survey”.    Do all-college mailing at beginning of every semester announcing the training being offered for that semester and listed by both category of training and timeline. 

3.1.02
President, Provost and Academic Dean to encourage administrative and academic supervisors to facilitate faculty and staff participation, and provide the leadership by themselves entering the training process.

3.1.03
CIO to work with Associate Academic Dean for Technology and Faculty/Staff Development, the Facilitator for Faculty Technology Support, and Chairs to devise ways/incentives to retrain senior full-time faculty in the software standard to the practice of their disciplines.  

3.1.04
Human Resources to provide ongoing training/upgrading orientations for new full-time faculty and staff in the use of the College’s standard productivity software, Network, e-mail and Web resources.  Orientations to include Columbia’s mission and the history of its success.  These orientation workshops to be held at the beginning of each semester.  Each new person to have a computer mentor/buddy within their unit.  Utilize administrative assistants for faculty training because they are always being asked by faculty, anyway.   Cafeteria Model: 1/2 hour, or 3/4 hour. 

3.1.05
CIO to support Chairs’ initiatives, carried out within “early adopter” and “early majority” departments, to provide ongoing, multi-day training opportunities in discipline-specific hardware and software for full-time faculty and technical staff.  To be designed by each such department with the support of the Associate Academic Dean for Technology and Faculty/Staff Development and the Facilitator for Faculty Technology Training.

3.1.06
President, Provost and CIO to “direct” Chairs in “laggard” departments to provide ongoing, multi-day training opportunities in discipline-specific hardware and software for a full-time faculty and technical staff.  To be designed by each such department in conjunction with outside practitioners in the disciplines, the Associate Academic Dean for Technology and Faculty/Staff Development, and the Facilitator for Faculty Technology Training.

3.1.07
Associate Academic Dean for Technology and Faculty/Staff Development, the Facilitator for Faculty Technology Training, and the Director of MIS to plan and implement--including outsourcing--workshops in software required to carry on administrative business.  Software ranges from general productivity to scheduling, calendar, etc.  


All faculty and staff should be up to speed in basic computing by Fall ‘98 at which time training sessions and their expense for these skills will be cut back.  

3.1.08
The question of what to do with faculty and departments that slide too far behind--what to do for them, how to integrate them--will be increasingly an issue.  Those who are beginning to retrain at this point will at best be able to teach introductory courses using digital technology.   Intermediate and advanced level classes will be harder to fill from within the institution because most faculty will have less knowledge than sophomore and junior undergraduates and will have neither the expertise nor the time to produce digital portfolios at advanced levels.   Indeed, most will not be able to make the time commitment to learn advanced software applications (approximately 40-70 hours over a relatively condensed period to acquire the expertise to teach).   Assuming that this commitment has previously been made, a faculty member who has not used an advanced application for a semester must devote time to be brought up to speed.  It should also be noted that the turnout rate for FT faculty who take the initiative and actually sign up for even a one-hour retraining workshop is low.  Their excuse (perhaps justified): “I have no time”.   This is one place where the Student Computer Service Intern Corps (see Section 6.3, below) might step in to fill the need to retrain faculty in their offices at times suitable to them.   


Additionally, Brian Katz, Facilitator for Faculty Technology Support, believes that an element contributing to lack of faculty presence at training sessions and at other events such as those offered by the Teaching, Learning and Technology Roundtable is that parking is a “commitment”, and that if Columbia could find the means to subsidize parking it would enjoy increased faculty presence.


The question of what creative strategies Columbia can take to integrate faculty who simply will not--or cannot--retrain, remains.  How they can be paired with faculty with knowledge--not in a retraining situation, but in a split-duties scenario (much like Photo I and Darkroom I) might be a possibility.   Maricopa Community College in New Mexico might provide such a model. 

4.
NetworkS

4.1
EXPAND Campus Intranet

General Recommendation:


Continue to provide connectivity and access to every academic and administrative unit.


Specific Recommendations:

4.1.01
Networked computer in each department for part-time faculty.

4.1.02
CIO with Chairs to identify the discipline-specific information transmission requirements of faculty and staff in each department.

4.1.03
Wire Boardroom.

4.1.04
Wire X new classrooms (based on analysis of designated classrooms, section 2.6.01, above) and on designated majors classrooms.

4.1.05
MIS to identify/purchase software packages for scheduling, calendar, etc.    Associate Dean for Technology and Faculty/Staff Development and the Director of MIS to plan and implement training.

4.2
EXPAND e-mail


General Recommendation:


Make e-mail mission-critical.


Specific Recommendations:
4.2.01
All routine administrative announcements to full-time faculty to transition from hard copy to e-mail, making the Network the standard vehicle for routine communication to administrators and full-time faculty.  (Example:  recent tenure document should have been distributed via e-mail because its constituency--full-time faculty--all have e-mail accounts;  additionally, e-mail would have saved approximately $270 in postage--plus staff time and resources--and would be safely copied to each person’s hard drive). 

4.2.02
Negotiate with an Internet Service Provider to leverage Internet and dial-up e-mail accounts for Columbia’s part-time faculty, staff and administrators in exchange for the opportunity of the ISP to sign up paying students.

4.3
RESEARCH ACADEMIC NETWORK, AND CREATE SUPERVISOR COMPETENCIES AND SUPERVISORY GUIDELINES

General Recommendation:


Research--not implement--an academic network that would incorporate specific requirements of communications arts departments for student learning and projects. 


Specific Recommendations:

4.3.01
Research the need for the development of an academic information technology infrastructure, separate from the existing administrative campus-wide Network, sufficient to support interactive learning and to accelerate information sharing with student learning and project needs clearly articulated.

4.3.02
Develop network supervisor competencies and supervisory guidelines.

4.3.03
Purchase network problem-diagnosing software (monitors increase in traffic and anonymous writeable FTP sites, etc.)

4.4
IMPLEMENT DYNAMIC DATABASE SERVER ON INTRANET


General Recommendation:


Utilize the Technology Roundtable as the forum of choice to initiate pilot programs and forums allowing campus constituencies to communicate to solve specific information technology problems utilizing the college-wide network (also see section 6.1, below).


Specific Recommendations:

4.4.01
College-wide digital technologists to:


1.
Identify the information of most use to them (equipment id’s, 
solutions to common/uncommon equipment and software 
problems, etc.


2.
Design dynamic database categories to present that information.


3.
Database to be programmed by Webmaster for Technology.


4.
Database to be piloted on the College intranet.

4.5
IMPLEMENT DYNAMIC DATABASE SERVER ON WEB SITE


General Recommendation:


Upgrade the interactivity and information-serving abilities of our Web site.


Specific Recommendations:

4.5.01
Following the successful piloting of this information at the level of the first dynamic database (see Section 4.4.01, above), senior administrators to:

1.
Identify the information of most use to the college community (examples:  updated course schedule for students during times of registration, updated college and departmental calendars, admissions forms, etc.).

2.
Web master for Technology to design and program dynamic database categories to present this information on the College Intranet and the Web site, as appropriate.

5.
Administrative Services

5.1
IMPLEMENT Student Information Management



General Recommendation:


Implement comprehensive digital student information management system. 


Specific Recommendations:

5.1.01
Identify and acquire the technology and resources to implement comprehensive digital student IT management system.


Through the integration of appropriate information technology, make more efficient and service-oriented the administrative processes of recruitment, admission, financial aid, registration, scheduling, fees, grades and advising in order for each of these areas to reduce costs in dollars, time, frustration, energy, people, errors, and maintenance in order to achieve satisfactory grades in all areas of the “Freshman Student Satisfaction Survey” by the year 2000. 

5.1.02
Introduce business technologies into student services such as use of copier, printer and vending machines to make these services easier for students and to free up staff time, including using student ID cards as debit cards.

5.1.03
CIO to consult annually with Associate Provost for Admissions and Director of Institutional Research on technology-related questions to be included/updated in forms such as the “New Students Survey”, etc.   

5.2
IMPLEMENT Campus-Wide Information System


General Recommendation:


Implement comprehensive digital information management system that will provide faculty, staff and administration with the information they need to increase productivity. 


Specific Recommendations:

5.2.01
1.
Identify the chief information requirements of the campus.


2.
Identify the sources of the information and who is responsible for 
their maintenance.


3.
Establish policies and procedures on the maintenance, retention, 
access and use of College data.


4.
Provide training in use.


Integrate and upgrade:

5.2.02
1.
Purchasing via debit cards to save staff time and to cut 
administrative costs.

5.2.03
2.
Purchasing process on-line to allow staff and administration to keep 
track of IT purchases.

5.2.04
3.
Barcode inventory control of equipment to allow departmental support 
staff to track equipment use and repair histories. 

5.2.05
4.
Link Cashier’s office to Bursar’s office.

5.3
IMPLEMENT AutomateD Forms Processing

General Recommendation:


Automate routine forms processing and paperwork to reduce volume of paper and to improve efficiency of routine administrative operations.   Potential forms: purchase orders, permanent course information form, class scheduling, travel authorization, reimbursement, service requests to College service providers (Printing Services, Audio Visual Services, departmental equipment cages, Budgeting, etc.


Specific Recommendations:

5.3.01
1.
Identify paper form candidates for automation.  


2.
Prioritize.


3.
Implement College-wide Network (intranet) processes to extend 
automated forms to appropriate users.


4.
Purchase--not develop--forms automation software.  

5.4
IMPLEMENT Alumni/Donor INFORMATION TECHNOLOGY System

General Recommendation:


Implement integrated system to give College Relations and Development access to information on alumni, and current/potential donors.


Specific Recommendations:

5.4.01
1.
Implement software already purchased.


2.
Provide ongoing training.

5.5
PROVIDE ADMINISTRATIVE STAFF SOFTWARE TRAINING


General Recommendation:


Provide software training to expedite services.


Specific Recommendations:

5.5.01
Out source training in software specific to administrative duties.

5.6
SUPPORT Admissions OFFICE WITH INFORMATION TECHNOLOGY


General Recommendation:


Acquire technology and resources to expedite services.


Specific Recommendations:


CIO to work with the Associate Provost for Student Services.  Recommendations might include:

5.6.01
1.
Database entry--not a paper form--to be generated for every inquiry 
phone call.  This database should hold answers to the kinds of 
questions routinely asked by competing institutions.

2.
Database to print label immediately and order the requested material (general brochure, department and concentration information, perhaps the Columbia catalogue as last resort) from stock that exists under Admissions control.  The database could have fax-back capability.

3.
Make the mailing of admissions materials the Mail Room’s first priority.  If necessary, out-source other kinds of mailings.  Ensure that our Designers work in accordance with Post Office guidelines so that the mailing process is not slowed because one type of mailing does not fit PO design guidelines and therefore must be done by hand, thus slowing down the mailing process as well as the timeliness of Admissions mailings.

4.
Telemarketing follow-ups on all calls at prescribed times.

5.7
ASSESS COMPUTER-ASSISTED REGISTRATION 


General Recommendation:


The computer-assisted registration process needs to be assessed to ascertain whether it is working as planned, or if improvements need to be made within the process, or if the College needs to move to telephone registration.

Specific Recommendations:


Registrar to direct the assessment of computer-assisted registration process.

5.7.01
1.
Registrar to convene Computer-Assisted Registration Committee to plan, with the Director of Institutional Research, the questions to be asked to three focus groups: students, faculty, and administrative assistants.  

5.7.02
2.
Director of Institutional Research to convene focus groups, analyze results and forward them to the Computer-Assisted Registration Committee.  

5.7.03
3.
 Computer-Assisted Registration Committee to study results and make needed adjustments to process, if any.  The Committee might recommend to the Provost that telephone registration be researched by them as the next step in the evolution of registration at Columbia.

6.
Support Services

6.1
UTILIZE ROUNDTABLE AS COMMUNICATIONS FORUM FOR STAFF


General Recommendation:


Continue as forum-of-choice for communications on information technology among technical staff.


Specific Recommendations:

6.1.01
Use as forum on an as-needed, topic-based basis to solve the information technology support and communication problems 
(spare parts, lab security, equipment reconfiguration and maintenance, scheduling, hardware and software ordering problems, etc.) of our digital and production staff members.


This forum is the chief means by which digital technologists are communicating among each other and creating solutions to departmental and college-wide problems.  Using this interest group, pilot-test the dynamic database server technique to address their purchasing and acquisition problems.  Administrator: Associate Dean for Technology and Faculty/Staff Development (see section 4.4, above).

6.2
UPGRADE STATUS OF DIGITAL LAB MANAGERS AND TECHNICIANS


General Recommendation:


Recognize the roles of the Digital Facilities Managers and Digital Technicians in the College, including that these roles will increase as more students enter with increased knowledge of computers, and as computers increasingly mediate the disciplines taught at Columbia.  This is critical within the next three years during which time there will continue to be a lag between faculty teaching and faculty computer expertise.


Specific Recommendations:

6.2.01
For the jobs of this group of employees, change their job evaluation criteria from the “classification” method to the “point factor” method in order to better understand the relative weights of job factors increasingly critical to the  College.   Examples of relevant critical factors: impact of decisions, internal and external contacts, amount of retraining and change required by job, etc.  (see Appendix M for list of factors and their ranges).


One general observation about the majors departments to place the above recommendation into perspective:  as a group, full-time faculty members tend to be less critical to the success of the communications arts disciplines than technologists, and are more replaceable.   Said differently:  a communications arts department can operate without any given, high-salaried, senior faculty member but increasingly cannot operate without its one, comparatively low-salaried digital facilities manager.

6.2.02
Increase pay, honors, visibility, recognition, and lower their working hours.   Of these, pay and recognition are most crucial.  

6.2.03
Establish a higher salary range, beginning, at a minimum, of $27,000 for Digital Technologist, and depending on experience and responsibilities, up to $50,000 for a Digital Facilities Manager.

6.2.04
Utilize the Digital Technologists formally in their teaching role in advanced courses and in team-teaching situations, where appropriate.  
6.3
IMPLEMENT HELP DESK


General Recommendation:


Implement a range of digital support activities and programs.


Specific Recommendations:

6.3.01
Establish a fully operational Help Desk.


•
Supports e-mail, network usage, software applications loaded by 



MIS onto faculty and staff computers.


•
Provides a “Help listserv” on the network.

6.3.02
Integrate the SCSI Corps Program and the  “Digital Technologist” major or minor offered by the Academic Computing Department as an important resource for students to man the Help Desk.  

6.4
IMPLEMENT STUDENT COMPUTER SERVICES INTERN PROGRAM

General Recommendation:


Design and implement a Student Computer Services Intern program through the Academic Computing Department and in conjunction with its new Technologist Major to support, in an educational program, the support responsibilities of MIS and aid faculty in incorporating information technologies into curriculum.  


Specific Recommendations:


Columbia will feel its lack of adequate technology support personnel increasingly, but remain hampered by inability to pay for adequate staff.  This understaffing is serious within some professional departments.  Since resources are being used elsewhere, we need to tap into and make use of the expertise of our advanced undergraduate students as de facto technical staff.    


A Student Computer Service Intern Corps (SCSI Corps) will enable advanced undergraduate students to work in teams with faculty supervisors in consulting with faculty on technical problems and projects.  The members of the corps will not only help to alleviate the personnel crisis, but they will create a new learning environment (equal partners with faculty in the learning process)  felt throughout the institution.   


It has been years since being a TA was considered an honor by students;  with inflation, the TA wage has shrunk along with the quality of worker and work.  This program will provide a venue of honor for student workers and bring back the “exceptional, chosen” quality to being in student service.


Therefore develop new category of undergraduate teaching assistant, “Student Computer Service Intern”, and a training program to support that category.

6.5
IMPLEMENT SOFTWARE MANAGEMENT PROGRAM

General Recommendation:


Implement a software management program for faculty, staff within departments in order to comply with the “Columbia College Web site, Computer and Network Usage Policies and Guidelines” and with Federal copyright law.


Specific Recommendations:

6.5.01
Networks Administrator to charge each Chair with conducting an internal software audit of software in labs and on faculty and staff computers under the guidance of MIS.  

6.5.02
Networks Administrator to meet with digital technologists and MIS to adopt and implement procedures for monitoring illegal software usage in labs on a regular basis and for auditing faculty and staff computers annually.

6.6
UPGRADE PC OPERATING SYSTEMS TO WINDOWS ‘95


General Recommendation:


For faculty and staff with PC’s, provide the option of upgrading their PC operating systems to Windows ‘95.  Upgrading would have several benefits:  1) Windows ‘95 connects to the campus wide network automatically, while Windows 3.1 does not and requires additional steps to log on which for some is a technical challenge;  2) it will provide increased ease of use;  3) it will enable the use of plug-and-play peripherals;  4) it will be able to take advantage of future software upgrades;  5) it will diminish the number of operating platforms that MIS must support.   


Specific Recommendations:
6.6.01
This upgrade would be a major time and resource commitment on the part of MIS since there are approximately 150 machines in the upgrade category, and upgrading times might range from 20 minutes to a half-day, per machine, depending upon the absence or presence of legacy software and the data backup required prior to initiating the upgrade.   Perhaps two advanced undergraduates from the SCSI Corps pilot program could be trained in data backup procedures, etc., by MIS and could accomplish the upgrade over a Summer.

IMPLEMENTATION

EXTREMELY HIGH PRIORITY:

No.
Recommendation__________________________

1.1
Re-structure information technology management.

1.5
Chairs to make departmental technology plans to the year 2000.
1.7
Initiate industry-partnering relationships.

2.1
Create pilot initiatives to provide instructional support services to part-time faculty.

2.2
Provide “reasonable accommodation” to information technology for Special Needs Students.  
2.5
Expand discipline-specific computer labs.
2.6
Increase technology in designated classrooms.

2.8
Hire more information technology staff.

2.9
Create new staff level: “Digital Technologist Resource”.
2.10
Integrate information technology expertise into hiring policies for Chairs, Faculty and Staff.

3.1
Implement information technology training program for faculty and staff.

4.1
Expand campus intranet.

4.2
Make e-mail mission critical.
4.3
Research need for academic intranet, and create college-wide network administrator competencies and supervisory practices.
5.7
Assess computer-assisted registration process.

6.2
Upgrade status and pay of digital lab managers and technicians.  

6.5 
Implement software management program.

HIGH PRIORITY:

No.
Recommendation__________________________

1.3
Upgrade information technology budgeting process.

1.4
Reward use of instructional technology.

1.6
Create Interactive Multimedia Production Department.

2.3
Implement Student Computer Services Intern Program.

2.4
Implement Digital Technologist Major or Minor.

4.4
Implement dynamic database server on intranet.

4.5
Implement dynamic database server on Web site.

5.1
Implement student information management.

5.2
Implement campus-wide information system.

5.3
Implement automated forms processing.

5.5
Support Financial Aid Office with information technology.

5.6
Support Admissions Office with information technology.

6.1
Utilize Roundtable as communications forum for staff.

PRIORITY:

No.
Recommendation__________________________

1.2
Re-structure Strategic Technology Planning Committee.

2.7
Appoint Distance Education Research Team.

5.4
Implement alumni/donor information technology system.

6.3
Implement Help Desk.

6.5
Upgrade PC’s to Windows ‘95.

===============================================================

The above recommendations are now re-ordered in terms of 

ease of implementation:

FAST ‘N EASY:

No.
Recommendation___________________________

1.2
Re-structure Strategic Technology Planning Committee

2.2
Provide “reasonable accommodation” to information technology for Special Needs Students. 

2.7
Appoint Distance Education Research Team 

2.8
Hire more information technology staff.

3.1
Implement information technology training program for faculty and staff.

4.1
Expand campus intranet.

4.2
Make e-mail mission critical.
4.3
Research academic intranet, create college-wide network administrator competencies and supervisory practices.
4.4
Implement dynamic database server on intranet.

4.5
Implement dynamic database server on Web site.

5.4
Implement alumni/donor information technology system

5.7
Assess computer-assisted registration process

6.1
Utilize Roundtable as communications forum for staff.

6.2
Upgrade status and pay of digital lab managers and technicians.  

NORMAL DIFFICULTIES:

No.
Recommendation____________________________

1.4
Reward use of instructional technology

2.4
Implement Digital Technologist Major or Minor

2.5
Expand discipline-specific computer labs.
5.5
Support Financial Aid Office with information technology.

5.6
Support Admissions Office with information technology.

6.3
Implement Help Desk

6.5 
Implement software management program.

REQUIRE SPECIAL PREPARATION, DIPLOMACY, FOLLOW-THROUGH:

No.
Recommendation__________________________

1.1
Re-structure information technology organization.

1.3
Upgrade information technology budgeting process.

1.6
Create Interactive Multimedia Production Department.

1.7
Initiate industry-partnering relationships.

2.1
Create pilot initiatives to provide instructional support services to part-time faculty.

2.3
Implement Student Computer Services Intern Program.

2.6
Increase technology in designated classrooms.

5.1
Implement student information management.

5.2
Implement campus-wide information system.

5.3
Implement automated forms processing.

6.5
Upgrade PC’s to Windows ‘95

COSTS, RESPONSIBILITIES AND TIMELINES

Implementation Costs LEGEND:

NAME















ABBREVIATION
Academic Dean













AcD

Associate Academic Dean of Technology







AAcD

Chief Information Officer











CIO

Directors















Dirs

Director of Human Resources










DirHR

Director of Library













DirLib

Director of MIS













DirMIS

Facilitator for Faculty Technology Support






FFTSup

Faculty Development Committee









FacDevCom

General Counsel













GenCl

Part-time Faculty Liaison











PTFacL

Provost















Pro

Strategic Technology Planning Committee






STPCom

Special Needs Committee











SpclNCom

Teaching and Learning Committee








TLCom

Vice-President of Finance











VPFinance

Vice-President of College Relations and Development



VPDev

Web master Team













WebT
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