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CONTINUING EDUCATION / NON-CREDIT 

INTRODUCTION AND METHODOLOGY 

In order to provide useful information to the District regarding non-credit programs, different methodologies are used for presenting information and for preparing projections than for the Credit departments. 

Three sources were used: 1) the records maintained by the Division regarding income, costs, FTES, FTEF for each Fiscal Year by pay period; 2) the First Census reports prepared by the District for the consultants, including 
information on total enrollment and number of sections; and 3) a summary of the projected cost impact of a recent salary agreement for non-credit faculty prepared by Division Dean Donna Burns. 

Because the first two sources are prepared at two different points in the year, their numbers will differ somewhat; 
however, they each serve as a solid base for the separate projections done in this study. The projections are 
separated into two Non-credit Master Tables, one displaying Enrollment and Sections, the other presenting FTES, 
FTEF, Costs and Income. These two Master Tables are used to project the Division’s future enrollment, income and costs and space needs. 

Projections of Space Needs are estimated based on the number of rooms currently being used and the projected number of sections to be offered in future years. Needs for the Division as described in the Department narratives were also consulted. 

In this section, each Department description includes tables that project enrollment and sections based on the First 
Census report provided by the College. Tables also display FTES/FTEF/Costs based on the Division’s end of year 
reports. 
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CONTINUING EDUCATION DIVISION 

Donna Burns, Dean 

CURRENT PROGRAM 

The Continuing Education Division develops and offers fee-based and adult education courses, offers occupational certificates for 

programs and individual courses, schedules Farm Tours and Wildlife Sanctuary Tours, handles transportation requests for field trips and administers the payroll, budget, purchasing, reporting, analysis, and evaluations for the Division. The division provides all assessment, orientation, registration, advisement, and counseling services for its students, including counseling for matriculation into credit. More than 24,500 students, 12,000 staff and 7,350 public contacts are made annually through the Division. Continuing Education students make up approximately 20% or more of the District’s FTES each academic year. 

The Division includes the Community Education Department which is described below as well as five non-credit departments: Adult Basic Education, the English as a Second Language Program, the Older Adults Program, Short-Term Vocational (most of which are classes Combined with Credit classes), and Other miscellaneous programs.  It also is part of an extensive outreach effort which involves providing high school classes and summer school  college readiness classes. 

In addition, certain laboratory offerings in the College are under the umbrella of the Continuing Education Division and are operated in conjunction with credit departments and divisions across  campus. 

FACILITIES 

There is a need to consolidate key Continuing Education functions and personnel into one location, possibly Building 40, which would 

place most of the Division with student reach. The Division office now is located in Building 4 (Rooms 221 and 221D). This area, which is on the other side of campus from ESL (Building 66) and the Adult Basic Education Center (in the Building 30 complex), is cramped, with no room to work on projects. Registration is disjointed by a physical wall from the rest of the office, and the reception area could be larger. Additional storage room, a conference room and space for the Older Adult Program are needed now. The following also are needed at this time: telephone and online registration for adult education courses, a computer bank for student use in the registration area, an American Express credit card terminal, and online transcripts for non-credit students (BANNER should solve this problem). 

PERSONNEL 

In addition to the Dean, the Division currently has eleven regular employees and two hourly. Counselor time is available for advising 
students. Eight of the eleven split duties between Division responsibilities and Community Education Department responsibilities. 

FUTURE PLANS 

Increased enrollment will entail offering more classes, hiring and paying more faculty and staff, and finding classroom space dedicated 

primarily to non-credit use. The Division needs to extend office hours, add accessible parking and deal with a persistent difficulty in finding qualified teachers for some disciplines. 

FACILITIES 

The Division needs additional space now, including a storage area, conference room and space for the Older Adult Program; moving to another area (possibly Building 40) by 2010 would help. By 2010, additional lobby, workroom, break room and counseling space will be needed. A computer bank for student registration is needed now; a some basic office equipment needs upgrading or replacing, for example, a fax machine, upgraded computer hardware and software and a networked office printer are needed by 2010. 

PERSONNEL 

One full-time staff member is needed now: conversion of an evening registration person from half-time to full-time (net addition of .5). Additional seasonal hourly workers are needed who would answer phones and provide clerical support. The Division also needs 
educational advisors/counselors more frequently available in registration to meet student needs. Full-time faculty members are needed throughout the Division, which currently has none. A plan is needed to establish priorities and timelines. 
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CONTINUING EDUCATION DIVISION
Current
Additional
Additional
Additional
Additional
Total as of

PERSONNEL
2007-08
NOW
by 2010
by 2015
by 2020
2020

Managers
2
0
1
3

Supervisors
0
0

Classified Staff (full-time)
8
1
10

Classified Staff (part-time)
1
0
1
2

Classified Hourly
2
0
2

TOTALS
13
2
1
1
17
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COMMUNITY EDUCATION 

Gary Kay, Director 

CURRENT PROGRAM 

Community Education offers fee-based classes and contract education for business and industry, schools, government, health partners, 
etc. Courses include Professional Development, Motor Cycle Training, Swimming, Ceramics, College for Kids, health careers including 
phlebotomy, and Make-up (currently one of the most popular courses.). Contract programs are decreasing as more agencies provide 
training themselves. At this time the program serves 6,475 students per year and there is no waiting for fee-based courses. 

FACILITIES 

Department offices are located in Building 4-221; within this space the reception area needs to be larger. Community Education has the lowest priority when scheduling classroom space; College for Kids does not have enough classrooms. 

PERSONNEL 

Community Education includes a manager and secretary. Eight classified staff are shared between the Division office and Community 

Education.  A portion of the classified salaries is paid from the department’s fee-based income, as is all of the secretary’s salary and nearly half of the director’s salary. 

FUTURE PLANS 

The Department plans to offer a Gerontology program, a massage therapy program and more medical courses 

FACILITIES 

The Department would like to increase the size of its reception area by 50%. Since the Department shares its staff and many functions with the Division office, it would be included in any planned change of location for the Division. 

PERSONNEL 

The Director of Community Education currently provides some oversight of Division non-credit (not fee-based) functions. The position needs to be broadened to address a critical need for division-level oversight of BANNER implementation for non-credit student data and services, and to oversee expanded services to non-credit short-term vocational students. The half-time addition of a clerical person for the Division office would assume some added Community Education duties. 
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ADULT BASIC EDUCATION CENTER 

Madelyn Arballo, Director 

CURRENT PROGRAM 

The Adult Basic Education Center offers interdisciplinary courses, courses in high school llevel subject matter,  basic skills courses, parent education, non-credit disabled students life skills, and vocationally-focused basic skills.  All assessment, orientation, registration, 
counseling, and other matriculation services are provided for ABE students in the ABE Center. 

FACILITIES 

The Adult Basic Education Center, which houses program administrative and student services as well as some classroom and lab space, is in the Building 30 complex, across the campus from the Continuing Education Division office.  Most classes are held in aging portable rooms located adjacent to building 30. 

PERSONNEL 

There are 2 managers (a director and an assistant director), 14 classified personnel (8 part-time), and 45 hourly teaching aides or student 
workers. 

FUTURE PLANS 

Classes offered through the Adult Basic Education Center will most likely increase in enrollment at the same rate as the overall District non credit enrollment growth rate 

FACILITIES 

Because ABE students derive great benefit from the close proximity of administrative and student services to their classrooms, the 

program should remain in its current location at the top of Bonita.  A consolidation of Older Adult and ESL classes from nearby portables to a Continuing Education Center in building 40 would enable ABE classes to occupy their vacated portables, which are relatively new and much nicer.  However, ultimately the program needs permanent classrooms to replace portables. 

PERSONNEL 

Future personnel needs will be determined by changes in procedures (from manual to automated) and on administrative and student 
demand. 

Continuing Education Division - Adult Basic Education Program 

Summary and Projections 2005 to 2020 
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NON-CREDIT ENGLISH AS A SECOND LANGUAGE 

Liza Becker, Director 

CURRENT PROGRAM 

The Non-credit English as a Second Language (ESL) program serves career development needs, language needs and college preparatory needs of non-native English speaking students (A large number of ESL students have foreign undergraduate and graduate degrees; they are not “pre-college”). The ESL Department provides all assessment, orientation, registration, advisement, and counseling services to its students as well as facilitation of matriculation into credit. 

ENROLLMENT 

Non-credit ESL has experienced steady growth in the past few years. Classes generally start each semester at capacity (32 students). 
Typically there are waiting lists for classes at all levels and skills (specific classes vary from semester to semester), and there can be a 
total 1,200 students waiting for classes in the Department as a whole. Enrollment in Vocational ESL is approximately 120 students 
annually. 

FACILITIES 

Non-credit ESL currently occupies 19 classrooms and 3 labs in Building 66, 8 classrooms and 1 lab in portables, 4 classrooms in borrowed portables (shared with Adult Basic Education) and an office suite in Building 66. The ESL Language Lab (an “open” lab in Building 6) also serves as the Foreign Language Lab and is operating at 100% capacity at this time. 

TEACHING METHODOLOGIES 

Classes vary from 100% lecture to 100% lab, with Vocational ESL classes being 75% lecture and 25% lab. 

PERSONNEL 

Non-credit ESL includes 3 managers (a director, an assistant director and a curriculum coordinator), 5 full-time and 11 part-time classified staff, 48 student workers and 26.65 FTEF faculty. 

FUTURE PLANS 

The continued growth in immigration rates will feed the program; possible immigration reform may create an incentive for citizenship classes, such as Civics, which combine language skills with citizenship preparation. There is more interest in focused ESL classes for specific occupations. 

ENROLLMENT 

Non-credit ESL will most likely grow at the same rate as the overall District enrollment rate, due to space and budget limitations. It could 
grow more rapidly if space were available.  Vocational ESL classes will grow more slowly as there is a shift in vocations and interests (for example, there is less interest now in the “Office Professional” certificate).  Enrollment projections in the department table below were 
developed using a high percentage of growth because of the anticipated growth in non-English speaking in migration to the District during part of the projection period,. 

FACILITIES 

ESL needs permanent, exclusive classrooms near Buildings 66 or 40 by 2010. Upgrades to computer labs are scheduled by 2015, and will likely be grant-funded. 

TEACHING METHODOLOGIES 

No changes in teaching methodology are expected. 

PERSONNEL 

Personnel numbers will need to increase as program enrollment grows. 
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Continuing Education Division - ESL Program 

Summary and Projections 2005 to 2020 
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OLDER ADULT PROGRAM 

Donna Burns, Dean 

Mary Lange 

CURRENT PROGRAM 

The Older Adult Program (OAP) serves the personal growth needs of an aging population. By the year 2010, baby boomers (the 76 million people born in the U.S. between 1946 and 1964) will represent 25% of California’s population. By the year 2020, there will be a greater 
number of older adults than young adults. Significantly for the District, these baby boomers expect to cycle between periods of work and 
recreation, and plan to learn new technologies to keep up with a changing world and to learn new job skills. Additionally, keeping physically fit will be important to this group. 

ENROLLMENT 

Classes are often full. 

FACILITIES 

Nearly all classes (96%) are held off-campus; additional technology support is needed in those facilities at this time. 

TEACHING METHODOLOGIES 

Classes are 100% lecture. 

PERSONNEL 

Current personnel include 1 full-time and 2 part-time classified. 

FUTURE PLANS 

OAP is making plans for the following programs: 

• Partnering with another agency on the Senior Community Service Employment Program (SCSEP). 

• Introducing a program on the business of recycling for special needs populations through “The Green Team,” a campus-wide recycling 

program run by developmentally disabled students. 

• Offering additional fitness classes such as Pilates for Seniors, Yoga-lates for Seniors and Balance Through Motion. 

• Offering a “Mental Fitness for the Active Older Adult” class. 

• Expanding a Watercolor class, taught by an award-winning instructor, to international and national destinations. 

ENROLLMENT 

In general, enrollment in OAP is expected to grow at the same rate as overall growth in the District.    Projections in the Department Table below were developed using a higher growth rate than the Division as a whole due to the anticipated growth in the over 55 population and the assumption that there is a possibility of offering OAP classes in locations where they do not exist at present.. 

FACILITIES 

On-campus facility needs are as follows: 

• The OAP office needs additional storage and work space, as well as a meeting room.    These needs would be met if the OAP moved 

with the Division office move to building 40. 

• Woodworking and other classrooms in building 1A needs more storage and work space, a concern shared by the credit Arts division 

which is responsible for that building. 

• The Home Gardening class needs a plot of land. 

• In addition, one off-campus facility, the Masonic Lodge, needs a kiln and all off-campus facilities would benefit from increased 

technology support, newer computers, and current digital photographic and design tools. 

TEACHING METHODOLOGIES 

No changes in teaching methodology are planned. 
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PERSONNEL 

The full-time classified staff position should be upgraded to an academic manager position at this time. 

Continuing Education Division - Older Adult Program 

Summary and Projections 2005 to 2020 
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NON-CREDIT COMBINED, SHORT-TERM VOCATIONAL, AND OTHER PROGRAMS 

Donna Burns, Dean 

CURRENT PROGRAM 

The Non-credit Combined Program, which allows some Non-credit students to enroll in Credit classes (a few spaces are made available as appropriate), Short-Term Vocational, and Other Non-credit Programs meet the occupational, general interest and other special needs of students. These classes are offered in classrooms all across the campus and at many sites around the District. Other Non-credit Programs include classes in physical education, health, parent education, floral design, DSPS, and tutoring/labs. 

ENROLLMENT 

Typically there are no wait lists for classes. Up to 25% of a Combined class may be Non-credit (except for the Computer Lab, which might have hundreds of Non-credit students enrolled).  Some health classes regularly fill and may have wait lists. 

FACILITIES 

In general, the same facilities are used for Non-credit and Credit classes, and Other Non-credit Programs use these as well. 

TEACHING METHODOLOGIES 

The relationship between lecture and lab varies according to the discipline and the specific course. 

PERSONNEL 

No separate personnel are assigned to the Non-credit Combined Program. Other Non-credit Programs employ 11.32 FTEF faculty at this 
time.  No separate staff is employed in the management of these two departments of the Continuing Education Division; however, the 
Division employs 2 hourly classified staff for physical education and pays a portion of 2 classified positions in health occupations (shared 
with Credit). 

FUTURE PLANS 

No new programs are planned at this time; however, if an Advisory Committee recommends changes, the appropriate Division will advise the Community Education Division of needed changes. 

ENROLLMENT 

It is likely that Non-credit enrollment rates in Combined classes, as well as enrollment in Non-credit Other Programs will grow at the same rate as the overall District enrollment rate. 

FACILITIES 

It is expected that District facilities will continue to be used; however, there is a great need for more classroom to be made available for all non-credit classes. 

TEACHING METHODOLOGIES 

No changes in teaching methodologies are planned. 

PERSONNEL 

Future personnel needs will be determined by changes in procedures (from manual to automated) and on administrative and student 
demand. 
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Continuing Education Division - Combined with Credit Program 

Summary and Projections 2005 to 2020 

Continuing Education Division - Other Programs 

Summary and Projections 2005 to 2020 
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