Completing an Annual Update 2016

Three parts to completing an Annual Update:

1. Update the “Status” of any Program Recommendations (12+months old)
2. Add new “Program Recommendations” with appropriate “Plan of Action”
3. Indicate that the Annual Update is complete.

How to Access TracDat

Go to the Yuba College web site https://yc.yccd.edu/ and click on the "Faculty & Staff" tab on the top of the page.

1. Click on the TracDat link under Resources.
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2. You will be taken to the TracDat login screen:

> tracdat:

&

»Q - s
() “

S w -
S| 2, 2
- —
- "

,-l —~ & Login

About Nuventive

Contact Us

Use the following login:

e Username: Is the same as your college email without the @yccd.edu. (i.e. If John Smith has the
college email jsmithl1@yccd.edu his Tracdat username will be jsmith1).

Password: If you have forgotten your password or are new to Tracdat, contact Cassie Leal
at cleal@yccd.edu.

How to Update Status

1. Navigate to the appropriate Program Review Unit from the drop-down menu located in the center of

the screen.
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2. Select Program Recommendation, then Status in the menu.
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3. Alist of all existing Program Recommendations (active and inactive) will be visible. Click on the gray

triangle to the left of the Recommendation to expose the Plan of Action. Click on " to add a Status
update.

# YC - English as a Second Language Program Rewview > Program Recommendations > Status

o
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Professional Developrment for Adjunct Instructors We have hired new graduate ESL instructors who bring enthusiasm and life, but not much

teaching experience. We feel they would benefit from professional development at CATESOL and other ESL-related regional workshops.

Professional Development/Training Ensuring our adjuncts are made aware of any and all professional opportunities in our —.
region or otherwise and funding sources available to them. This year, via B5l and 5taff Development Funding, cur adjuncts
will artend the annual CATESOL conference in Movember. This conference offers workshops tailored to all aspects of

language acquisition as well as publisher exhibits and technology and software in the field.
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Beautification of Building Paint exterior of building and lay carpetin the ESL lab Room 1021,

» 9

HVAC Reduce noise level from H/AC systems in Rooms 1021 and 1022,

Non-Credit Revision We are working on revising our non-credit series courses numbering system to match the numbering system of our

corresponding credit courses.




4. Describe the current status of the Program Recommendation. Click on for instructions for what
belongs in each area. Fields with an asterisk * are required. Click “Save” and then “Return” when you

are done.
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Reporting Year v

Recarnmendation Progress

5. Repeat steps 3 and 4 until you have provided a Status update for all active Program Recommendations
12 months or older. Please be sure to provide a Status update for the Program Recommendations you
may have updated last year during Program Review.

How to Add a New Program Recommendation

1. Select Program Recommendation, then Program Recommendation in the menu.
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2. To add a new Program Recommendation click on . Remember Program Recommendations include
fiscal requests to be forwarded to the Planning and Budget Committee as well as non-monetary goals
the program would like to accomplish (ex. build stronger relationships with community representatives
to increase internship opportunities for students.)
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3. Describe the Program Recommendation. Click on for instructions on what belongs in each area.

Fields with an asterisk * are required, but make every effort to fill in each box as it helps to support the
need for the request. Providing an “Evaluation Plan” may not be appropriate for all Program
Recommendations, use your own discretion. Only provide an inactive date when the Program
Recommendation is being closed. Click “Save” and then “Return” when you are done.
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How to Add a Plan of Action

1. Once a new Program Recommendation is created, a Plan of Action will need to be added. Navigate to
the new Program Recommendation and expose the Plan of Action by clicking on the arrow circled. Click

on to add a new Plan of Action.
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¥ @ Program Recommendations

@ Professional Development for Adjunct Instructors We have hired new graduate ESL instructors who bring Fha
enthusiasm and life, but not much teaching experience. We feel they would benefit from professional
development at CATESOL and other ESL-related regional workshops. (3. High Priority)
Year(s) Requested: 2015-2016
Request Date: 10/02/2015

Inactive Date:
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2. Describe the Plan of Action for the given Program Recommendation. Click on the for instructions
on what belongs in each area. Fields with an asterisk * are required, but every effort should be made
to fill in each box as it helps to support the need for the request. Click “Save” and then “Return” when
you are done.

Professional Development for Adjunct Instructors We have hired new graduate ESL instructors who bring enthusiasm and life, but not much
teaching experience. We feel they would benefit from professional development at CATESOL and other ESL-related regional workshops.
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Marysville Campus

Beale AFB Outreach Facility
Sutter County Campus
Sutter Beauty College

DE/Online

3. Complete the steps 2 and 3 until each Program Recommendation has a Plan of Action.



How to Indicate the Annual Update is Complete

1. Select Program Self-Evalu.., then Program Review Questions in the menu.
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2. Click on the Edit tab circled in the image below. This will allow you to answer the question indicated
below. By selecting yes to this question, you are indicating that the department/program is ready to
have all of the Program Recommendations exported and forwarded to the department directors,
deans and the Planning and Budget Committee for consideration.

I YC - English as a Second Language Program Review > Program Self-Evaluation/Reflection > Program Review Questions

hd ﬂ YC - English as a Second Language Program Review
= ***Are you ready to submit the 2016-17 Annual Update?*++:
Year Under Review : 2014-15
Type of Review: Self-Study (4-year review)

Program Description : Program Description (please paste questions A1-B-3 in this field)

The Yuba College ESL Program offers courses designed to help non-native speakers of English develop a variety of language
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