
Resource Request Form

Please submit a separate Santiago Canyon College Resource Request Form for each 
request you make.  Therefore, if you are requesting more than one new position, or set of 
supplies, and/or equipment, you should complete multiple Santiago Canyon College Resource 
Request Forms.

This request is for prioritization for the upcoming fiscal year, and it will be eligible for 
available funding from July 1st to June 30th. 

Non-instructional Equipment
Non-instructional Supplies
Non-instructional Technology 

Transportation/Fees 
Contract Services 
Personnel
Facility need (space) 

1. Resource request title:
2. Requestor’s name/group:
3. Requestor phone:
4. Type of Request (see Funding Category Definitions):

Instructional Equipment
Instructional Supplies
Instructional Technology

5. Reason for request:
Please provide a brief narrative explaining why you are making this request. (700 character max)

The immediate and/or long-term impact this request will have on your program or in your 
area. (300 character max) 

If this request is not funded, the most negative impact will be at the ______ level?
   Classroom    

Department    
   Division     
 College

   No negative Impact

https://www.sccollege.edu/Departments/AcademicSenate/PIEC/Pages/Funding_Categories.aspx


6. Resource request total cost (please provide supporting cost documentation for
this resource request):
One time cost: $
Ongoing (annual) cost: $
Total one time and ongoing cost: $
Minimum amount this could be partially funded: $

7. Resource request destination (see Resource Request Process Flowchart):

Division Office
Facility & Safety Committee 
Technology Committee

President’s Cabinet
VP Administrative Services
VP Academic Affairs
VP Continuing Education
VP Student Services 

8. Is this resource request legally mandated? (300 character max)              Yes      No
Legally mandated is defined as that which is required to be in compliance with federal, state, or local laws and
regulations.

If yes, please provide explanation. (300 character max)

9. Is this resource request addressing a known or new safety need? Yes     No 
A safety need is defined as a resource that will eliminate or prevent hazards to person or property.

If yes, please provide explanation. (300 character max)

  No 11. Does this request support the Santiago Canyon College’s Mission?     Yes

       No12. Is this request for a designated Signature Program?    Yes

13. Select all SCC goals that this request supports.

 I. Support a college culture of academic excellence and personalized education
 II. Support student success and equity by enhancing the integration of student services, instructional areas,

and institutional initiatives
 III. Focus on student completion of pathways
 IV. Improve communication within the college community
 V. Support faculty and staff development
 VI. Optimize access to physical, technological, human, and fiscal resources through data-informed, integrated

planning and resource allocation processes 
 VII. Maintain and enhance the college’s technological infrastructure and facilities
 VIII. Strengthen and refine the processes that integrate planning and resource allocation
 IX. Enhance and expand the college’s community presence

10. Are there standard pratices in the field to support your request (i.e. industry, professional

    Noorganization, other institutions)? 

If yes, please provide explanation. (300 character max)
    Yes 

All technology related price quotes 
must come from ITS.

Please ensure quotes include the total 
cost of acquisition of the requested 
resource which includes costs for the 
following:
- Hardware
- Software
- Licensing
- Subscription
- Mounting and Installation

Requested software must also have a 
current Voluntary Product Accessibility 
Template (VPAT) on file.

https://www.sccollege.edu/Departments/AcademicSenate/PIEC/Documents/Planning%20Documents/Resource%20Request%20Process%20Flowchart%20for%20PIE%20v6.pdf
http://www.sccollege.edu/About/Pages/CollegeMissionStatement.aspx
https://www.sccollege.edu/academics/SignaturePrograms/Pages/Signature-Program-Listing.aspx


Learning

15. If this is a technology request, please answer the following:
• How many estimated students served
• Number of sections served
• Number of classrooms impacted

18. Provide evidence that this resource request is in your program review. Cut and paste the specific
areas from the program review that relate directly to this request.

19. If you complete outcomes assessment, include evidence from your submitted outcomes
assessment reports that relate directly to this request and provide a related explanation of how
the data supports your request.

15. Select any Facilities Master Plan priorities that this resource request supports.
Maximize functional space
Eliminate non-functional space
Improve efficiency/utilization of facilities
Enhance the campus environment
Right-size the campus to address program needs

16. If you complete a yearly Department Planning Portfolio (DPP), provide evidence that this
resource request is in your unit’s DPP.  Cut and paste the specific areas from the DPP that
relate directly to this request. If this is a committee requests, please submit any minutes,
agendas, or notes that support the request in lieu of a DPP.

20. If you have student achievement data (success, retention, persistence, transfer, etc.) that relate
directly to this request, please provide the data and an explanation of how the data support
your request.

14. Select one of the SCC goals that you feel most relevant to your resource request and provide an
explanation as to how your request supports the selected goal. (300 character max)
I. II. III. IV. V. VI. VII. VIII. IX.

http://www.sccollege.edu/Departments/AcademicSenate/PIEC/Documents/Planning%20Documents/2011%20SCC%20Facilities%20Master%20Plan.pdf
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	8 If yes please provide explanation: The Library currently has four full-time and one part-time, staff members. According to the minimum staffing standards set forth in Title 5, §58724 of the California Code of Regulations, the Santiago Canyon College Library should have nine support staff members (based on 5,001-7,000 FTES).
	8 Legally Mandated: Yes
	9 Safety Need: No
	7 Request Destination: Division Office
	6 One time cost: 
	6 Ongoing cost: 65058.54
	6 Total cost: 65058.54
	6 Minimum amount for partial funding: 
	1 Resource Request Title: Full-time Library Technician
	2 Requestor's Name/Group: Lana Wong / Library
	3 Requestor's Phone Number: 628-5014
	4 Type of Request: Personnel
	5 Reason for request: The Library lost three permanent part-time classified staff members in the 2009-2010 reduction in workforce which necessitated a reduction of library hours and services. The current classified staffing level is inadequate to cover current service desks hours (12.5 hours per day Monday-Thursday and 4.5 hours on Friday), assigned off-desk duties, and to allow for sick days, jury duty, and vacations. Over the last three years, the Circulation Desk has occasionally closed during regular hours of operation due to lack of staff, or to allow a single staff member to take required breaks. Hiring a full-time position allows for flexibility in scheduling and the broadest range of possible duties.
	5 Impact on program: Without additional classified staff, there will be continued sporadic closures of the Circulation Desk and the continued closure of the second floor Help Desk. Students have the expectation that a full range of library services when the Library is open.
	File Attachment: 
	5 Consequences: College
	20 Student Achievement Data: N/A
	19 Outcomes Assessment: In the 2018 SCC Library Student Satisfaction Survey, 95.33% of those surveyed use the Library at least once a week.Students responded that there was a need to extend Library hours especially evening hours (65.09%) and to have Fridays hours (24.63%).   
	18 Program Review: Part VII: Resources 5.         How adequate is staff support (provided by administrative assistants, lab assistants, learning facilitators, and instructional assistants, and other classified staff) to meet the instructional and administrative needs of the program? ·         The Library lacks an adequate number of classified staff to maintain current hours or to extend hours of operation (evenings, Fridays and/or Saturdays). o         There is an insufficient number of classified staff to support library services and maintain library operations.o         There is an insufficient number of classified staff to cover contingencies, such as vacations, sick leave and jury duty.o         The ASSCCC standard for library classified staff for a college the size of SCC is 9 FTE staff members; the Library currently has 4.5 FTE7.                Upon consideration of the information you have presented in this section, what areas or issues will need attention from the program/service area in the next three years? Summarize take-aways from questions 1-6 and “necessities.”·         The Library requires an additional full-time Library Technician so that operating hours can be extended and to allow for maximum flexibility in scheduling and the broadest range of possible duties. 
	17 DPP: I. Extend library hours, services, and instruction          2. Restore and fund a full-time Library Technician.          
	16 Rightsize the campus to address program needs: Off
	16 Enhance the campus environment: Off
	16 Improve efficiencyutilization of facilities: Off
	16 Eliminate nonfunctional space: Off
	16 Maximize functional space: Off
	15 Tech Classrooms Impacted: 
	15 Tech Sections Served: 
	15 Tech Students Served: 
	14 Explanation: Students must have access to library resources and services. Because these resources and services are imperative for student success and academic excellence  it behooves SCC to provide adequate staff to maintain sufficient access to the library facility, academic resources and library instruction.
	14 Most Relevant Goal(1): 
	p2: I

	13 SCC Goal IX: On
	13 SCC Goal VIII: Off
	13 SCC Goal VII: Off
	13 SCC Goal VI: Off
	13 SCC Goal V: Off
	13 SCC Goal IV: Off
	13 SCC Goal III: Off
	13 SCC Goal II: On
	13 SCC Goal I: On
	12 Signature Program: No
	11 Mission Support: Yes
	9 If yes please provide explanation: 
	10 If yes please provide explanation: For customer service and student safety, most libraries require two classified staff members be present in the library during all hours of operation.
	10 Standard Practice in the Field: Yes


