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1-Program Description  

 
a. Program Description  
Community Education, also known as Community Services or Continuing Education, is 
legally defined by California Education Code, section 78300 as:  
 
…classes in civic, vocational, literacy, health, homemaking, technical and general 
education, including, but not limited to, classes in the fields of visual and performing 
arts, handicraft, science, literature, nature study, nature contacting, aquatic sports and 
athletics.  These classes shall be designed to provide instruction and to contribute to the 
physical, mental, moral, economic or civic development of the individuals or groups 
enrolled therein.   
 
The El Camino College Community Education department provides fee-based, short-
term, not-for-credit classes, workshops, career-training programs and events designed 
for professional and/or personal development with an emphasis on inspiring a sense of 
wonder and imagination for lifelong learning.     
 
The program monitors the trends affecting the lives of residents and the current 
workforce, and determines the training and recreational classes that best fit their needs, 
thus offering fee-based classes that are market-driven. There are a wide variety of topics 
and services to choose from including:  

 Business and Careers  

 Professional Development  

 Arts and Crafts 

 Health and Fitness  

 Money Matters  

 Personal Interest  

 Exam Proctoring 

 Tutoring 

 Kid’s Classes  
   
Classes, workshops, career-training programs and events offered by the Community 
Education department are not-for-credit; Community Education does not offer credit or 
non-credit classes--College credit is not provided for classes conducted by 
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the Community Education department.  There are no transcripts or grades.  Community 
Education is a self-supporting entity, not supported by state funding. Revenue to sustain 
the program is derived from student registration fees and a few small grants for the 
older adult population and for job training classes.   
 
 
 

 

Objectives 
As an entrepreneurial, fee-based entity within the College, the desired overarching 
objective of the Community Education department is to provide high-quality, engaging, 
community-driven and market-driven classes, workshops, and events that are 
responsive to the recreational interests and vocational needs of a diverse demographic 
of students, while maintaining high levels of student-satisfaction in order to generate 
adequate revenue to sustain the program.   
 
Community Education must engage in ongoing development of new  “high-demand” 
classes that reflect the interests and needs of the community as well as discontinue or 
revamp poorer-performing, low-enrollment offerings:  Specific program goals and 
objectives for success are based on continuous evaluation of enrollment and revenue 
statistics derived from the Community Education department’s web-based registration 
system Lumens, evaluation of workforce and personal-development market trends 
based on Community Education class surveys (ECC Institutional Research) and market-
trend research data derived from continuing education associations such as the LERN 
organization, http://www.lern.org and ACCE (Association of Community and Continuing 
Education) http://acceonline.org.    
 
Connection to ECC 
The Community Education department extends the College’s mission and vision into the 
community by meeting the needs of individuals initially being introduced to the College, 
individuals returning to the college (who previously received their AA from ECC), or for 
anyone who might not otherwise attend the college, by complementing or cooperating 
with the credit-side offerings.  The Community Education department links the 
community to the college and to lifelong learning through affordable avenues to 
personal and career enrichment.    
 
Strategic Initiatives 
The Community Education department is in line with the College’s Strategic Initiative B 
which calls for quality educational and support services to promote student success, and 
Strategic Initiative D, which calls for developing partnerships as well as responding to 
the workforce training and economic development needs of the community.   
 
Community Education fulfills these Strategic Initiatives by providing educational and 
support services in the form of short-term, not-for-credit classes, workshops, career-

http://www.lern.org/
http://acceonline.org/
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training programs and events designed for professional and/or personal development.  
Often times, Community Education presents these programs in partnership with other 
forms of community-based lifelong learning or cultural organizations such as senior 
centers, museums or performing arts centers.  By cross-pollinating resources, 
community education programs and other community organizations more powerfully 
and more meaningfully engage the community. 
 
 
Core Competencies 
The Community Education department is in line with the College’s Core Competency I 
which calls for providing students with content knowledge specific to a chosen vocation 
or career, and Core Competency IV which calls for providing students with professional 
and personal growth opportunities that allow for reflective and intellectual curiosity 
toward continuous personal improvement throughout life.  
 
Community Education fulfills these Core Competencies by providing career training 
programs, classes and workshops for vocational enhancement or development and by 
providing personal development classes and events specifically designed to inspire a 
sense of wonder and imagination for lifelong learning.  
 
 

b. Student Population  

Based on averages from the 2009-2013 fiscal-cycle of registration statistics derived from 
the Lumens registration system, Community Education processes more than 5,000 class 
registrations annually, serving 3,000-4,000 unique students (individual students who 
enroll in one or more Community Ed classes) with more than 5,000 classes, workshops, 
career-training programs and special events.     
 
According to Lumens and ECC Institutional Research data, there are four major 
demographic groups representing the Community Education student population.  
Understanding these different categories is essential information used in the way 
Community Education classes and marketing materials are developed and presented.  
Respective class offerings and marketing messages are honed to specifically target these 
groups: 
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1) The Young@Heart group typically attends classes and events designed 
expressly for adults aged 50 and higher.  The most popular Young@Heart 
offerings include Community Ed’s award-winning special events & excursions 
such as Ten Years After, one-day excursions and Computer Basics Boot Camp for 
Older Adults.    
2) The Job-Training group is seeking short-term, rapid job training programs 
such as Medical Billing and Coding, Clinical Medical Assistant and Pharmacy 
Technician.     
3) The Personal-Interest group is seeking classes for recreational enjoyment 
including cultural enrichment, physical fitness and arts and crafts.   
4) The Kid’s College group primarily participates in the Community Education 
department’s popular Kid’s College program, offered each summer for a six-
week period.  The Kid’s College program annually serves over 1,000 students, 
with one-or two-week sessions offered in reading, math, English, science, music 
and more.  Popular Kid’s College classes include SAT Boot camp (grades 11-12), 
Math Games Extravaganza (grades 1-2), CSI--Crime Scene Investigation (grades 
6-8) which includes a field trip to the LA Coroner’s office, Space Camp (grades 1-
3) which includes a tour of the ECC planetarium, Pirate Camp (grades 1-5), 
Learning with Legos (grades 1-5) and Learning How to Create Juicy Sentences and 
Paragraphs (grades 3-5). 

 
Other essential student demographic information that is considered in the development 
of Community Education classes and marketing materials includes targeting a primarily 
female audience between the ages of 43-60 who are well-educated, with 19% 
possessing Master’s degrees: 
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c. Student Participation Outcomes and Success 

At the end of each Community Education class, students are asked to complete a survey 
that asks them how they intend to use the information they obtained from the class.   
According to this data, 62% of Community Ed students plan to use the information 
received in a Community Education class for Personal Interest and the remaining 38% 
plan to use the information toward job/career-related endeavors:   

 
 
While Community Education does not track student outcomes after they leave the 
classroom, Community Ed is currently in the process of developing a procedure to 
follow-up with its top job-training programs such as Pharmacy Technician.  A special 
post-internship survey for Pharmacy Technician cohorts has already been drafted and 
created in partnership with ECC Institutional Research.   Community Ed will follow-up 
with participants after they complete their internship in order to track the percentage of 
students that obtain jobs after completing the program.  Plans to implement this 
procedure will begin with the next Pharmacy Technician cohort in 2014. 
 
Outcome data currently available about the 2010-2013 Pharmacy Technician classes 
indicates that 110 students participated in the program with a 62% completion rate 
(including successful completion of the post-course internship).  An additional 33% of 
the students completed the course without completion of the internship.  In line with 
Strategic Initiative D, Community Education helps support the workforce training and 
economic development needs of the community by developing partnerships with local 
pharmacies such as Walgreens pharmacy in Torrance and Kovacs – Frey Pharmacy in 
Redondo Beach to conduct the Pharmacy Technician internships.   
 
The best example of qualitative outcome information is provided by the positive 
comments received from students in the exit surveys.  These comments confirm that 
Community Education, via its class offerings and unique events, is living up to its 
departmental mission and the mission of the College.   Below is a sample of some of the 
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comments from class surveys completed by students upon completion of a Community 
Ed class, training program or event: 
 
“This class has changed my lifestyle physically, mentally and emotionally.”   
- Intermediate Yoga student 
 
“The class was informative. I feel very prepared to start my business as a supervised 
visitation monitor.”  
–Supervised Visitation Monitor student 
 
“The instructor was amazing. I would recommend this class to family and friends.”  
- Makeup Artist student 
 
“Love the class! It's helping me at my job.  Best instructor ever--she made it simple 
without all the extra frills.”  
–Medical Terminology student 
 
“The Ten Years After series are wide ranging in their topics, succinctly organized, 
cogently presented, with articulate and outstanding experts on the topic of each 
program. The format is very Old School—with an emphasis on substance rather than 
gimmicks, and it sets a high standard for others who produce and participate in topical 
programs in the community.”   
-Ten Years After student 
 
 

d. Achievements Linked to Strategic Initiatives   

 

Revamped Focus and Mission--Understanding the Community Education student 
population segments and specifically reaching out to them. 
 
Within the past four years, the Community Education department has completely 
transformed and expanded its focus and energies to more powerfully and effectively 
fulfill the College’s overarching mission and specifically align itself with the College’s 
Strategic Initiative B which calls for “quality educational and support services to 
promote student success” by identifying through research data (Lumens & ECC 
Institutional Research) the top Community Education student population segments: 

        Young@Heart older adults   

 Job seekers  

 Personal-enrichment seekers 

 Kids, who attend summer classes    
 
By providing educational programming that is specific to the needs and interests of each 
of these unique groups (rather than blanketed programming of “one size fits all”), 
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Community Education’s greatest achievement during the last four years has been its 
ability to deeply enrich each of these population segments with a quality and 
authenticity that has been recognized by the students, the media, and Continuing 
Education associations.   The strongest examples of improved group-specific 
programming are with the Young@Heart and Kid’s College programs: 
 
Young@Heart 
In 2009, Community Education was awarded ECC Special Contract Funds to help launch 
an Older Adult Education program.  The overarching goal/objective of obtaining the 
funds was to create what have evolved into the current Young@Heart program, serving 
seniors in the local communities through high-quality classes specifically designed to 
stimulate, challenge, maintain and improve the minds and bodies of students 55+.  
Through partnerships with local senior centers, affiliation with state-wide older-adult 
associations like CCCEOA (CA Community College Educators of Older Adults), and 
relationships with other dynamic older adult program managers at  North Orange 
County Community District and Riverside Community College, high-quality instructors 
were recruited to develop and teach classes expressly designed for older adults.   
 
One of these instructors, Dale Fedderson, who teaches Community Ed’s popular 
Computer Basics Boot camp for Older Adults and his former student Michele Pinkston 
were featured in a heart-warming segment on Torrance CitiCable’s This Week in 
Torrance 21.10 (Part 5) http://youtu.be/cxYZcFACZls .  Before taking Mr. Fedderson’s 
class, Ms. Pinkston wasn’t able to use a computer and search the Internet. After taking 
the class, a brand new world opened up to her—she is now able to research old books, 
find recipes and send emails.  Through this type of class and others provided under the 
umbrella of the Young@Heart programming, Community Education is successfully 
strengthening the lives of seniors by providing quality educational services as aligned 
with Strategic Initiative B. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://youtu.be/cxYZcFACZls
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Photos from Young@ Heart classes and Young@Heart open house events: 

 
 
Kid’s College 
During the past four years, the previously titled “College for Youth” summer program 
has been reinvented and upgraded to better serve the needs of parents with children in 
grades 1-12.  The program was renamed “Kid’s College” with the slogan “Serious 
summer fun!” in order to be more appealing to kids.  The program schedule was altered 
to run from Monday through Friday (instead of Monday through Thursday) in order to 
better accommodate the typical working parent’s schedule.  In coordination with 
Campus Police, an assigned designated Kid’s College cadet is now provided each 
summer in order to secure the utmost safety for the kids.  Kid’s College staff is now 
uniformed with “Staff” designated shirts in order for the parents and kids to easily 
identify them for assistance and further safety.  In coordination with Facilities and the 
Parking Commission, a designated drop-off/pick-up location with a staffed Kid’s College 
tent-station now pops up each summer.  A procedure is now in place requiring 
parents/guardians to sign-in/sign-out their child (grades 1-5) every day.  A Kid’s College 
lounge area is now created each summer to serve as a location to safely supervise the 
Kid’s College students grades 1-5 during breaks and lunch.  Clear directional Kid’s 
College-specific signage is now implemented each summer for clear designation of the 
drop-off/pick-up location and directions toward the assigned Kid’s College classrooms.   
–All of these components of Kid’s College were not in place prior to 2009/2010.  
 
And while these summer courses are not-for-credit, there is now a strong emphasis on 
the quality of the education provided in the short one or two week classes; teachers 
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(who are accredited instructors from local school districts) are now required to submit 
course proposals that outline specific student learning objectives, and when subject-
matter-appropriate, show proof of alignment with the new California Common Core 
Standards.   
 
At the end of each session, there is a Kid’s College showcase at the Haag Recital Hall 
where the kids have the opportunity to show off what they learned during the past two 
weeks.  Presentations include performances by the dance and piano classes, 
demonstrations by the Legos classes and Mad Science classes and short plays by the ELL 
writing classes.   
 
Through these revisions and upgrades of the Kid’s College programming, Community 
Education is successfully strengthening the lives of kids grades 1-12 and future ECC 
credit-side students, by providing quality educational services as aligned with Strategic 
Initiative B. 
 
 
 
Photos from the Kid’s College drop-off/pick-up location, classes and showcase events: 
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Notoriety for Excellence in Community Partnerships 
The Community Education department exemplified the College’s mission statement and 

Strategic Initiative B and D which call for quality educational services and the 

strengthening of community partnerships by being awarded the 2013 Association of 

Community and Continuing Education (ACCE) award for Best Practice--Community 

Partnerships which support dynamic, high-quality, not-for-credit learning experiences.   

In reference to Community Ed’s various 2010-2013 partnerships developed with local 
cultural entities including museums, libraries and theatres, ACCE recognized ECC 
Community Ed for its ability to meaningfully and successfully share resources and 
energies through partnerships that powerfully engage the community in “civic intimacy” 
creating transformative and dynamic learning experiences.  
 
The Community Education department was further recognized for its excellence in 
Community Partnerships when department Director Betty Sedor’s article Civic Intimacy: 
Community Partnerships in Community Education Programs was published in the June 
2012 ACCE journal:  http://acceonline.org/files/journal51.pdf.  The Director was also 
invited to present on Community Partnerships at the CAM (California Association of 
Museums) 2012 conference and at the Sias University 2013 Women’s Symposium. 
 
 

e. Prior Program Review Recommendations Not Implemented 

Recommendation three of the prior program review calling for solving the class 
cancellation issue due to classroom double booking is the only prior program review 
recommendation that has not been achieved and that continues to be a serious 
detriment to the program. 

 

There continues to be various types of classroom booking difficulties in coordination 
with ECC academic programs, which frequently forces the cancellation of Community 
Education classes.  Cancelling classes causes loss of revenue and damages our 
reputation with our students (our community) as they consider returning for future 
classes or telling their friends about our classes.  Repeat customers and word-of-mouth 
business is critical to the fiscal vitality of the Community Ed program.   

 

As this continues to be an ongoing challenge for Community Ed, the following 
Community Education Room Reservations Report was developed to study the pattern of 
difficulties more in detail: 

 

Room Reservations Report 

 

1)  Scheduling Patterns   

http://acceonline.org/files/journal51.pdf
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On average, Community Ed schedules 170 classes per fall and winter/spring session(s) 
and 300 classes during the summer session. This represents multiple sessions/sections 
of the same classes.  Therefore, on average, we require 70 classrooms per fall and 
winter/spring session(s) and 110 classrooms during the summer session.  

Detailed Analysis 

  Summer  Fall  Winter/Spring  
TOTAL per 
year: 

Class Total 306 170 169 645 

Classroom Total 111 70 65 246 

 

 

 

Specialized Classroom 
Needs:       

  

 

 

Average per 
year: 

Computer Lab 7 5 5 6 

w/Sink 2 3 5 4 

Exercise/Dance 13 8 7 10 

Art Room 2 2 2 2 

Music Room 6 2 3 4 

w/out Tablet Tables 1 1 1 1 

Cosmetology 2 2 1 2 

 

2)  Scheduling Procedure 

The Community Ed Room Booking Process is as follows: 

a.) Review ECC building-classroom floor plans to determine the best ECC location as appropriate 
to the type of class being offered. 

b.)  Log-on to Datatel and enter reservation(s). 

c.)   Send E-mail-written request(s) for classroom usage to each division room-reservation 
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representative. 

d.)  Upon receipt of e-mail confirmations from room-reservation representatives, enter classroom 
assignment number(s) into Community Education’s class-management/registration system 
(Lumens).  Classroom information is then published in Comm Ed’s three times per year 
catalog/schedule of classes.   

 3)  Classroom Booking Challenges   

1.  Common booking challenge scenario:  Community Ed instructor and students arrive at the 
classroom and there is another class scheduled in the room.  Division instructor assumes priority 
and dismisses the Community Ed instructor and class.  Division room-reservation representative 
reports one of the following as the reason for the occurrence:   

 a.)  Division representative failed to record Community Ed’s class in their division scheduling 
book and booked another class (even after having sent written confirmation giving permission to 
Comm Ed to use classroom).  

b.)  Division representative has Community Ed class scheduled in division room-reservation book 
but ECC Catalog shows that there is an ECC class scheduled, that the representative failed to 
record in division book and Datatel; thus double-booking occurs. 

 

2.  Community Ed frequently receives an urgent call by division representative the day of or day 
before a Community Ed class is to commence advising Community Ed that they cannot use a 
room because of a division event or class that is being held that representative was not 
previously aware of as it was not recorded in their division scheduling book or Datatel.  Comm Ed 
must scramble for another room or often times must cancel the class or end up in a space that is 
not adequate for the type of class being taught.  Such situations generate a tremendous amount 
of student complaints. 

 

3.  Division room-reservation representatives frequently do not respond in a timely manner; as a 
result, Community Ed must scramble at the last minute for classroom space and are not able to 
print classroom locations in the catalog/schedule of classes. 

 

4. Comm Ed is advised that no room(s) is available; however, Comm Ed staff encounters several 
empty classrooms during the requested specified time/date(s).  In some cases, certain buildings 
are off limits to Community Ed.  Examples:  The Humanities building does not allow Community 
Ed to book rooms during evenings or weekends. The Social Sciences division, since remodeling, 
does not allow Community Ed to book classroom space in their building at all.  The PE and Arts 
divisions have certain areas/rooms blocked off indefinitely for dance/music rehearsals or sport-
team, cheerleading practice. 

 

5. Datatel indicates rooms are available; Division representative indicates the opposite, having 
failing to update Datatel, thus double booking occurs. 
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2-Service Area Outcomes (SAO) 
 

a. Personnel Involvement in Creation, Discussion, and Review 

Each staff member of the Community Education department is actively engaged in the creation, 
discussion, and review of the department’s SLO/SAO in day-to-day interactions with students, in-
depth discussions at monthly personnel meetings and involvement with collection of data.  
Community Education has developed two SLO/SAOs: 

 Students will be able to register online with ease after reviewing the “EZ Directions to 
Enroll Online” orientation in the Community Education schedule of classes. 
The success measurement goal is for 60% of registrations to be student-initiated online 
enrollments.  Evaluation is conducted by analysis of registration information as extracted 
by a Community Ed staff member from Community Education's web-based Lumens 
registration system.  

  
 

   Students will obtain valuable information to enhance personal and/or professional 
development after attending a Community Education class, training program or event.     
The success measurement goal is for 75% of respondents to indicate that they will use the 
information received from a Community Education class toward personal or professional 
development.  Evaluation is conducted on the last day of each Community Education 
class, training program, or event.  It requires the involvement of Community Ed staff or 
instructors distributing Community Education evaluation forms to students or 
encouraging them to complete the online survey (via a URL link accessible from the 
Community Education department website).  The forms are collected and organized by 
Community Ed staff and submitted to ECC Institutional Research department to generate 
triannual reports.    

 
Triannual reports (respectively representing the three Community Ed sessions of fall, 
winter/spring and summer) generated by Institutional Research are reviewed and 
discussed as a group in order to implement new ideas for improvement or adjustments.  
This includes implementation of new class offerings or adjusted class offerings to better 
serve the personal and professional needs of our students.   
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b. Program Ensures SAO Consistent Assessment 

With Community Education’s Lumens registration system allowing for detailed reporting on 
student-initiated registrations per session (see below): 

 
 
-and the consistent triannual submission by Community Ed staff of student surveys to ECC 
Institutional research, the department assures consistent and continuous review and assessment 
of SAOs.   
 

 

c. Assessment Results and Changes Implemented  

After including the EZ Directions to Enroll Online SLO/SAO in the 2009 Community Education 
catalogs (see below), Lumens registration data reported a 6% increase in student initiated online 
enrollments compared to 2008:   42.65% of all enrollments were student-initiated online 
registrations compared to 36.59% in 2008. 
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2010 Lumens data indicated that student-initiated online registrations had consistently averaged 
out at 40% per session and it was assessed by staff that the original 60% goal may have been a 
lofty metric to obtain considering the percentage of older-adults that prefer registering in person 
or over the phone with a live person.  However, the 6% increase did warrant the temporary EZ 
Directions to Enroll Online ad campaign.  By 2010, this initial SLO was phased out and the 
development of the second SAO was created. 
 

The assessment measurement tool for the second SAO is based on the responses received from 
the Community Education evaluation form question that asks:  
 
“How will you use the information you received from this class?”    
The following response options are available:  
1) Personal interest/development   
2) To obtain a new job/career  
3) Upgrade current job skills  
4) Start own business  
5) Other 
 

2012-2013 data indicates that more than 75% of respondents to this question indicated that they 
will use the information received from a Community Education class toward personal or 
professional development. Community Ed actually exceeded the success measuring goal by 
18.65%.  As such, no action has been taken to change or modify components of the program 
other than ongoing maintenance and development of “high-demand” classes that reflect the 
needs and interests of the community in order to maintain the 75% response rate.    
 
With the success of the current SAO, Community Education has plans to develop a new SAO in 
2014.  Staff has already been advised to consider ideas for a new SAO to be discussed at the first 
staff meeting in January 2014. 
 
 

3- Program Improvement 
Proposed changes needed to be considered to improve the program:  The following challenges 
represent areas that need improvement in order for Community Ed to continue to prosper. 
 

 1)  Class cancellations frequently occur due to lack of access to classroom space as a 
result of double-booking with the academic programs (see Room Reservations Report).  
Development of a single clear and concise campus-wide classroom reservation system 
that all departments adhere to would be a tremendous improvement.  Also, assigning 
Community Ed a designated classroom space or spaces would allow Community Ed to 
consistently program classes day and night, as well as be able to store essential classroom 
teaching materials for such classes as Pharmacy Technician and Clinical Medical Assistant.   
With designated classroom space, Community Ed could better meet the needs of the 
Community, while maximizing revenue by programming classes day and night. 
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 2) Another challenging factor facing Community Ed is the lack of consistent access to or 
limited access to specialized classroom space (see Facility/Equipment needs).  For 
example, consistent access to a computer lab would allow CommEd to meet the not-for-
credit workforce training needs of the community by being able to offer courses in 
burgeoning job sectors that involve training time in a computer lab.   

 
A promising solution to the classroom reservation challenges (and in response to a 
popular not-for-credit education trend) would be the expansion of Community Ed’s online 
class offerings with online class content providers as well as development of new 
customized in-house offerings via Etudes. 

 

a. Activities Used to Improve Services to Students 

1)  Since Community Ed moved into its new temporary location (Tech Arts 101) with two dedicated 
classrooms, Community Ed has been experimenting with running a few job training classes during 
the day time.  The response has been overwhelmingly positive, with the day time classes 
experiencing more registrations than the evening or weekend training classes.  Also, students are 
showing preference for daytime expedited classes and as such expanded offerings in this format are 
being planned for the future.  

 

2) While Community Ed is not able to offer financial assistance or payment plans for its more 
expensive career training programs, Community Ed recently experimented with breaking down the 
cost of the Pharmacy Technician program by course modules, splitting the payments into 8 parts.  
The response has been extremely positive as it makes it easier for the students to pay as they go 
along.  Community Ed will explore this option for other large-summed career training programs 
offered.    

 

3)  Community Ed recently began expansion of online class offerings: For the fall 2013 catalog, 
Community Ed re-launched their Online Instruction Center partnership with ed2go, including a new 
ed2go online instruction center at www.ed2go.com/elcamino/ providing in-depth information about 
the online classes catalog with syllabi, instructor bios, and student reviews. It’s a one-stop shop for 
registration and classroom access.  In just three months of the re-launch, Community Ed has 
experienced an increase in online enrollments by 38%.  Also, in fall 2013, Community Ed started its 
first in-house online class offered through Etudes for Italian AP Exam Preparation.    

 

b. Metrics from Past Four Years Used to Improve Services to Students 

Community Ed staff consistently reviews and updates marketing/business strategies and class 
offerings based on enrollment trends extracted from the Community Education registration system, 
comments from student surveys, labor-statistic and socio-eco-cultural trends analysis.  

 

The primary metric tool used in determining Community Education improvements is generated from 
registration reports from Lumens.  The following reports show overarching statics on Community Ed 
from the last four years (see next page).  Community Ed also extracts similar reports by session, by 
demographic category (i.e. Young@Heart, Job Training, and Kid’s College) and by class to analyze 

http://www.ed2go.com/elcamino/
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enrollment trends or fluctuations to determine if additional sections of a class should be offered or if 
a class should stop being offered due to low enrollments. 

 

2010-2013:  4-Year Average Per/Year Community Education Registrations Statistics  
*Sources:  Lumens Registration Statistics (see next page) 
Registrations/Students 4,856 

Class Fees Collected $598,000  

Number of Classes Run 4,850 

   

      Fiscal Year:  2010 
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      Fiscal Year:  2011 

 
        Fiscal Year:  2012 
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     Fiscal Year:  2013 

 
 

c. Patterns in Student Success, Retention, and Persistence 

Patterns of Community Education student success, retention and persistence are unique to each 
segmented demographic group (per Student Population Section).  Community Education’s ability 
to maintain student success, retention and persistence is dependent upon the continued 
effectiveness of providing desirable classes segmented by specific demographic groups and 
recognizing trends within those segmented groups along with properly marketing those classes, 
implementing and fulfilling those classes as well as providing excellent customer service that 
responds to student’s requests quickly and efficiently.   
 
Reasons and levels of student success, retention and persistence vary from group to group.  For 
example, a Young@Heart participant may feel that ECC is not “senior friendly” because there is a 
cost for parking; learning facilities are too far from the parking lot etc.  They become frustrated 
and stop attending a class.  However, for job training students, their motivation level tends to be 
higher and they find that registering for a Community Ed class is much easier than registering for 
a credit-side-class so they continue and successfully obtain their certificate of completion 
through Community Ed. 
 
Community Ed continually monitors the motivations and patterns of success, retention, and 
persistence for each of the demographic groups and works to respond to the varied needs of 
each of these groups recognizing that each group is unique. 
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4- Program Environment 

 
a. Staff and Student Involvement and Relationships 

 
Office Staff 
The Community Education department is an entrepreneurial, multi-tasking, fast-paced 
environment committed to stellar customer service with the following basic representative 
duties: 

 Provide excellent customer service to students,  instructors, and the general public 

 Assist students over the phone and in person:  High volume calls and walk-ins 

 Assist students by processing registrations and collecting payments 

 Assist with creating, maintaining and distributing marketing materials/campaigns 

 Maintain, create and update departmental data systems and worksheets including 
financial analysis Excel sheets and mailing lists. 

 Process Daily Balance and reconciliation reports 

 Process payments, credit vouchers and refunds 

 Assist with preparing instructor contracts and payroll 
 

Maintaining an office environment that produces high levels of student-satisfaction ratings in 
order to encourage repeat and word-of-mouth business is imperative for program sustainability.   
 
Factors involved with achieving high student-satisfaction ratings include the quality and appeal of 
class offerings (responding to student requests and market trends), the ability to assemble and 
produce an effective and timely marketing campaign/schedule of classes (assuring the catalog is 
mailed out to students in a timely manner) and the ability to process registrations rapidly while 
providing excellent customer service. 
 
The program support staff’s ability to deliver good customer service and properly elucidate 
information regarding Community Ed offerings is an integral part of achieving profitability.  
Program support staff meets, greets, and assists customers at the front desk, over the phone or 
via email, answering questions, registering students, preparing mass-mailings, preparing and 
delivering instructor packets, and processing refunds.  Community Education receives over 100 
calls per day during the first month of registrations and 50-100 registrations via mail, email, fax, 
or phone on a daily basis.   
 
The department is responsible for all aspects of its enterprise including marketing (3 catalogs per 
year, website management, email blasts, mass mailings, flyers, print ads, Social Media, etc.),   
course development, admissions/registrations, cashier, data analysis, contracts, payroll, event 
planning and all aspects of production.  This one department represents four different subset 
programs— 1.  Young@Heart (older adults)   2. Kid’s College (grades 1-12)   3.Personal 
Development   4.Professional Development/Career Training.   
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Instructors--Hiring and Evaluation 
The majority of Community Education instructor hires are initiated by the instructors themselves, 
but also through internal ECC recruiting (i.e. by contacting an ECC Dean to request forwarding  a 
recruiting notice to his/her adjuncts), via local community or governmental-entity connections, 
by posting recruitment notices on Craigslist or as recommended by Community Ed colleagues at 
other colleges. 

Prospective Community Education instructors must satisfy at least one of the 

following requirements:   

A master’s degree or bachelor degree related to course subject 

 

Minimum of 2 years of work experience related to course subject 

 

Minimum of 5 years of personal experience related to course subject 

After visiting the teaching link on the Community Ed website 
http://www.eccommunityed.com/index.cfm?fuseaction=1065&, prospective instructors submit 
an email to the Community Education Director indicating their proposed subject matter along 
with their resume or CV.  If the idea represents a good fit for the program (fulfilling the needs 
and interests of our community), a similar class is not being offered, and the instructor’s 
qualifications meet the above requirements, prospective instructors are sent an information 
sheet outlining the Community Ed payment fee structure and course requirements along with a 
course proposal form to complete.   
 
The proposal form includes the following course outline questions: 
1. General course description (What will be covered in this course?  How do you envision the 
course being delivered?  What will your approach be to teaching this content? (e.g. lecture style, 
discussion format, case study, problem-based learning, collaborative learning or a combination 
etc.)   
2. General course goals/objectives (List 1-2 statements regarding student learning outcomes: 
What do you hope students will know, be able to do, or have experienced as a result of taking 
the class?)   
3. Outline of overall course structure (i.e., What lessons/topics will be covered at each class 
meeting?) 
 
For job training courses, subject-matter experts or contractors are recruited usually via 
recommendations from other Community Education colleagues at other colleges or from 
professional associations (i.e. AAPC--American Academy of Professional Coders for the Medical 
Billing and Coding courses) to assist with interviewing, hiring and ongoing evaluation of 
instructors as well as developing, maintaining or updating the training program curriculum. 
 

http://www.eccommunityed.com/index.cfm?fuseaction=1065&
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For Kid’s College classes, a California teaching credential is required.  New instructors are 
recruited via recommendations from current Kid’s College instructors, via EdJoin.org or internally 
(i.e.  by contacting an ECC Dean to forward recruiting notices to his/her adjuncts).    
 
The Community Education Director reviews the course proposals and qualified submissions are 
first considered by conducting a preliminary telephone interview with the instructor by the 
Director or the assigned subject-matter expert.  The Director then checks the instructor’s 
references.  Next an in-person interview and information session regarding El Camino College 
Community Education instructor procedures is scheduled.  
 

Community Education classes and instructors are consistently evaluated by students who 
complete end-of-class surveys.  The students are asked the following questions pertaining to the 
quality of the instructor: 
1)  Was the instructor well prepared? 
2) Was the instructor qualified and enthusiastic? 
3)  Were the handouts clear and understandable? 
4)  Did you learn what you expected to learn? 
5)  Did the instructor provide individual attention as needed? 
6)  Was the instructor willing to respond to questions and comments? 
7)  Was the class useful and did it cover applicable information? 
 
The Director monitors the results of the survey responses.  In instances when response levels are 
low, especially with Job Training courses, the Director will contact the instructor and review some 
of the negative responses, comments or calls received to obtain the instructor’s feedback and 
investigate how improvements can be made.   The Director will also advise the instructor that a 
planned class observation may occur.  The Director would then attend the class and complete a 
basic Class Observation form to share with the instructor and keep on file.      
  

b. Number and Type of Staff and Faculty 

The Community Education department has one permanent program director, one permanent 
program assistant and one to two temporary, part-time casual employees (with an additional 10 
casuals hired during the summer for Kid’s College).  The addition of a permanent director and 
assistant is a tremendous improvement from the previous program review and as such, the 
average annual revenue generation has increased by almost $50,000.  However, this staffing 
structure is still lean in comparison to other successful Community Education programs that 
operate with a permanent staff of 3-5 people and a couple of part-time employees.  Without an 
entire permanent support staff, it is difficult to maintain proper staff commitment, morale and 
management of the high attrition rate that is the result of revolving staff, including the process of 
ongoing interviewing, hiring and training.  This inevitably disrupts the daily operations of the 
program.  Casual/part time staff is often not as invested and as such are sometimes damaging to 
the program; dependable personnel with a higher level of skills and a deeper commitment to 
their employment is a preferable match for Community Education. 
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Organizational Chart  
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c. Facilities & Equipment Needs for Next Four Years  

In June 2013 the Community Education department moved to temporary space in the Tech Arts 
building. The following photographs show how Community Ed has repurposed and reorganized the 
former Nursing area to dramatically improve the facility needs of the Community Education 
department.  Community Education was formerly housed in a small two-room bungalow; the new 
space is a dramatic improvement to the program and the purpose of showing these photos is to 
provide a clear vision of Community Ed facilities needs for the next four years, as master planning is 
under way for the new Student Services Center Building that Community Ed will be housed in. 

 

Each photo includes a caption detailing the unique Community Ed facilities-need quality that is 
captured by the photo: 

Street Access     

 

Front Office w/3 work stations (1 private)  

 

Seated Registration Area  
 

 

Semi- Private Desk 
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Private Office (Secured/No one to see into office—as cash is kept in office) 

  
 
Temporary Staff Work Area (up to 10 additional staff) 

 
 
Conference Room/Additional Written-Exam Proctoring Area 

 
 

 

 Exam Proctoring Area (5 Computers)/ Tutoring Area w/inside 
windows to view in/out 
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The following is a list of classroom needs during the next four years in order to be able to continue 
and to expand Community Education offerings.  Specialized type classrooms as listed below are often 
difficult to book and thus Community Education is often unable to offer the associated high-demand 
classes: 
 
Computer Lab (20 computers) to continue and/or to start up the following classes: 
-Medical Billing and Coding (Medisoft software) 
-Food Manager Certification  
-Computer Basics Boot Camp Classes 
-AutoCAD Classes 
-Photoshop Classes 
-Graphic Design Classes 
 
Classroom w/Medical Supply Cabinet  to continue and/or start up the following classes: 
-Pharmacy Technician  
-Clinical Medical Assistant (room w/sink) 
-Phlebotomy (room w/sink) 
-IV Certification (room w/sink) 
 
Classroom w/Sink/Art Room (long tables) to continue and/or start up the following classes: 
-Bartending  
-Floristry 
-Candle Making 
-Soap Making 
-Make-Up Certification 
-Clinical Medical Assistant 
-Painting 
-Life Drawing 
 
Exercise/Dance Room to continue and/or start up the following classes: 
-Yoga 
-Tap Dance 
-Island Fit 
-Belly Dance 
-Tai Chi 
-Zumba 
-Matter of Balance & Chair Exercise Classes for Older Adults 
 
 
Music Room to continue and/or start up the following classes: 
-Piano  
-Guitar 
-Drums 
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Kid’s College 6 weeks per summer 8:30am-4:30pm M-F 
 

Kid’s College Classroom Classes:  3-yr 
average (2011-2013)  

 

Total # of students registered p/y  1055 
Total # of Classes p/y 104 

 
-Designated car port area drop-off/pick-up location (parents to drive up/sign-in) 
-Lounge area for Kids breaks & lunches (storage for bags) 

 
-6 side-by-side classrooms (grades 1-5) 
-4 side-by-side classrooms (grades 6-8) 
-4 side-by-side classrooms (grades 9-12) 
 

  
 
 

d. Program Hours 

The Community Education department primarily offers class scheduling during the evenings and 
weekends; however recently Community Ed has been experimenting with running a few job training 
classes during the day time.  The response has been overwhelmingly positive, with the day time 
classes experiencing more registrations than the evening or weekend training classes.  Also, 
students are showing preference for daytime expedited classes and as such expanded offerings in 
this format are being planned for the future.  

  

The Community Education office is open during normal business hours from 8:30am-5:00pm 
Monday-Friday to serve the information and registration needs of students.  The current office 
hours of operation work well as students may also obtain information about Community Ed and 
register online 24/7 at www.ECCommunityEd.com and instructors are able to pick up their class 

http://www.eccommunityed.com/
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packets at Campus Police and are able to register students themselves and gain access to 
classrooms via ECC Cadets.  During orientation evenings or special weekend events (when certain 
members of the staff are required to be present), temporary schedule adjustments are made, i.e. 
off Monday to work Saturday or start work at 12 noon to work until 8pm.   
 
 

e. External Factors and How They are Addressed 

 

1)  Due to high unemployment rates during the past four years, strengthened relations with job 
services agencies (Such as One-Stop Centers and EDD locations) have proven important toward 
generating enrollments for Community Education.  Dedicated outreach to unemployment agencies 
has resulted in increased enrollment numbers for our career and professional development classes 
such as Pharmacy Technician & Medical Coding.  The need to increase such popular offerings has 
become evident, specifically, with day time and expedited formats.   

 

2)  The business of Kid's College is competitive:  There are numerous Kids’ summer class offerings 
throughout the South Bay area.  Parents actively seek high-quality, affordable and safe 
environments for their kids to have remarkable summer experiences.  In order for ECC Community 
Ed Kid's College to continue to thrive in popularity, it must be able to continue to provide safe and 
convenient classroom locations and continue to embody the "Serious Learning Fun!" slogan, and 
clearly market the programs unique selling points. 

 

3)  The Young@Heart series of classes for older adults has continued to be a worthwhile entity.  
With the majority of our constituency above the age of fifty, the concept of being Young@Heart 
resonates with our clientele and fulfills a vital need within the community.   

 

4)  In 2012,  the California Community Colleges Chancellor’s Office undertook a comprehensive 
information gathering project that included surveys to all of the Community Education programs 
across the state in order to properly respond to the last line of Education Code Section 78300:  The 
board of governors shall adopt guidelines defining the acceptable reimbursable costs for which a fee 
may be charged and shall collect data and maintain uniform accounting procedures to ensure that 
General Fund moneys are not used for community services classes.  As a result, in September 2012, 
the CCCCO published the first official document that provides guidelines for establishing and 
maintaining Community Services Offerings: 
http://extranet.cccco.edu/Portals/1/AA/Miscellaneous/CommunitySvcsOfferingGuidelinesFinal10.2
4.12.pdf  El Camino College is referenced in this document on page 6.  The sense of urgency in 
producing this document was brought on by the state’s recent fiscal crisis that forced some 
academic courses to be eliminated or be considered for transition into a fee-based, Community 
Services format.  ECC Community Ed has been able to fulfill some of the cancelled academic classes 
(such as Italian Conversation,  Adapted Fitness and French Conversation) either permanently or 
temporarily by absorbing or converting them into not-for-credit offerings.  
 

 

http://extranet.cccco.edu/Portals/1/AA/Miscellaneous/CommunitySvcsOfferingGuidelinesFinal10.24.12.pdf
http://extranet.cccco.edu/Portals/1/AA/Miscellaneous/CommunitySvcsOfferingGuidelinesFinal10.24.12.pdf
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5-Customer Service 

 
a. Customer Service Survey Major Findings 

Community Education office staff are consistently evaluated on their customer service skills by 
students who complete end-of-class surveys.  The students are asked the following questions 
pertaining to the quality of the customer service provided: 
1) Was El Camino College Community Education staff knowledgeable? 
2) Did the El Camino College Community Education staff address your questions promptly and to 
satisfaction? 
3) Was El Camino College Community Education staff courteous and helpful? 
4) How would you rate your overall experience with El Camino College Community Education 
staff? 
2010-2013 survey results: 
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There is also a section where students may enter comments about the Community Education 
staff.  Some of the comments received: 
 
“I can’t say enough about how welcoming your staff is.  It is so easy to register—simply a phone 
call.  I plan to continue at ECC Community Education not only because the class I took was so 
good, but also because registering was so simple.  Many thanks.” 
 
“Always a great experience with Community Education staff.  Keep up the great work!” 
“Terrific!” 
 
“Very nice and helpful.” 
 
“Very helpful.  Called to remind us about practice tests and classes.” 
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b. Addressing Improvements to Services 

 

Community Education closely monitors class survey results along with other forms of feedback 
received from students, parents, staff and community partners.  The following is a list of internal 
training elements that have been implemented to better respond to the small percentage of 
people that were not satisfied with Community Education’s customer service: 
 In order to increase staff knowledge and their ability to properly answer questions, 

weekly (and sometimes daily) catalog and class update briefings are conducted by the 
Director to assure that staff is up-to-date, and able to properly speak on various 
Community Ed topics easily and effortlessly. 

 A portion of monthly (more lengthy) meetings is devoted to problem solving and 
discussion on concerns and issues raised by students in order to improve Customer 
Service. 

 New-hire training now includes a whole day of training on Customer Service skills. 
 Professional development training provided to key staff to better equip them with 

providing optimal customer service.  i.e. Community Ed Assistant recently completed a 
one-day professional development seminar on how to provide better customer service. 

  

6-Conclusions and Recommendations 

 
a. Summarization of Program’s Strengths and Weaknesses 
 

The Community Education department is an award-winning program dedicated to providing quality, 
dynamic and inspiring lifelong learning opportunities for individuals of all ages and of all socio-
economic segments of the community, whether one is new to academic endeavors or a seasoned 
intelligentsia.   It is an important complement to the College’s academic side, providing alternative 
scheduling and educational opportunities to assist individuals in reaching their professional and/or 
personal development goals.   

 

Community Education helps individuals who may not have the time or desire to complete a 2-year 
AA degree (or who may have already completed a higher-education degree).  Also, in many cases, 
Community Education is a student's first introduction to El Camino College- serving as a springboard 
towards advancing to the credit side.   Community Education’s partnerships with community-based 
organizations and businesses provide important service to the community and help financially 
sustain the department.  Students do not need to matriculate through the credit-side of ECC in 
order to enroll in a Community Education class, making registering for a Community Education class 
a simple, turn-key process managed entirely by the Community Ed office. 

 

Some of the former weaknesses of ECC Community Ed have recently been greatly alleviated with a 
move to Tech Arts 101A that is close to the street, providing easy access for the general public 
(especially the older adult constituency) along with dedicated classrooms close to the registration 
area.  The Community Education constituency has provided overwhelmingly positive response to 
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this new set-up.  It dramatically changes their overall experience of Community Ed, making it easier 
to interact with staff, register, obtain books and go to class all within one location.  Additionally, 
Community Ed is better able to manage the needs of Community Ed instructors and schedule 
classes day and night for consistent, ongoing class offerings and increased revenue. 

 

Weaknesses that still plague Community Ed include class cancellations due to classroom double-
booking on the academic side, or lack of access to classrooms.  Cancelling classes is not only lost 
revenue, but provides little reassurance to customers that are considering whether to return to El 
Camino for future classes. 
 
 

b. Prioritized Recommendations 
 

Recommendation 1: 

Continue to work to solve the class cancellation challenges due to classroom double-booking and 
lack of access to specialized classrooms by maximizing and optimizing the use of Community Ed’s 
new dedicated classroom areas in Tech Arts 101A, scheduling classes day and night. 

 

Recommendation 2: 

Continue efforts to further develop new classes/programs that reflect the needs and interests of the 
community with an emphasis on expanding online classes either via partnerships with high-quality 
online content providers or the creation of new in-house customized Etudes classes. 

 

Recommendation 3: 

Continue to expand marketing and community partnership efforts for increased enrollments, 
especially targeting the Young@Heart, Kid’s College and Career Center(s) constituencies.   This 
includes continuing to develop strategic partnerships for development of new classes/programs 
that reflect the current needs and interests of the community.  These efforts will continue to 
position El Camino College Community Education as one of the top extended learning/community 
education programs in the region in terms of profitability, quality, and reputation. 
 
 

c. Program Recommendation:  Continue Program 

 

 

 

 

 

 

Sources:  Data presented in this document is based on a four-year fiscal-cycle average of 

registration statistics derived from Lumens enrollment management software and demographic 

data extracted from Institutional Research class surveys 2009-2013. 


