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HISTORY

Palau Community College (PCC) was founded in 1969 as a two-year post-secondary vocational/ technical institution.
It grew out of a trade school that had its beginning in 1927 during the Japanese administration prior to World War II.
PCC began with a small group of students enrolled in one vocational program on a campus with limited physical
facilities. It was known at that time as Micronesian Occupational Center.

The expansion of vocational education resulted from such factors as a growing political awareness, articulation among
the states/republics of Micronesia, and a greater commitment to educational and economic development by the United
States of America. Funding permitted the addition of facilities and staff so that by 1976, training programs were
provided in more than twenty specific vocational areas grouped into ten trade clusters. The goal of a post-secondary
institution for vocational education to prepare students with necessary skills and knowledge needed in a developing
and expanding economy has not changed through the years.

Until 1977, the Micronesian Occupational Center and the Community College of Micronesia were two autonomous
post-secondary institutions serving Micronesia. On March 29, 1977, Trust Territory Public Law No.7-29, amended
later by Public Law 7-130, created the College of Micronesia as a public corporation under its own Board of Regents.
The law, which took effect on October 1, 1977, joined into a single post-secondary educational system the Micronesian
Occupational Center and the Community College of Micronesia (which included the CCM-affiliated School of
Nursing). In May 1978, Micronesian Occupational Center officially became Micronesian Occupational College, a
distinct and complementary part of the College of Micronesia. In September 1987, a treaty among the Republic of the
Marshall Islands, the Federated States of Micronesia, and the Republic of Palau regarding the College of Micronesia
was executed establishing complete autonomy of each college in the COM system to local governments. The treaty
was terminated on March 31, 1993, which laid the foundation for Palau Community College. On March 1993, the
Republic of Palau enacted RPPL No.4-2, establishing Palau Community College.

GEOGRAPHICAL LOCATION

Geographically, Palau is part of Micronesia which was administered by the United States as the Trust Territory of the
Pacific Islands after World War |1, from 1955 to 1994. In 1994, the Republic of Palau entered into a Compact of Free
Association with the United States. Melekeok, the capital, is located about 500 miles east of Manila, 800 miles
southwest of Guam, and 10,000 miles west of Washington, D.C. Palau Community College is conveniently located in
downtown Koror, within walking distance of businesses and government offices.



VISION STATEMENT - Where We Want To Be

We strive to guarantee quality and excellence

MISSION STATEMENT - Who We Are and What We Do

Palau Community College is a comprehensive accessible public educational institution helping to meet the technical,
academic, cultural, social, and economic needs of students and communities by promoting learning opportunities and
developing personal excellence.

UNIFYING PRINCIPLES - (Semesemel a Ureor)

Unifying principles are highly valued statements or beliefs which form the basis for policy setting, planning, our daily
interaction with one another, and our decision making. They serve as cornerstones on which we build a successful
institution.

Palau Community College believes in:

Teamwork — Oba tal tekoi

Quality Services — Kot el ngarbab lomeruul

Open Communication — Diak a berrotel

Managing with Goals — Ulterkokl olengcheled

Promoting Leadership — Oldubech kedul a dereder

Integrity and Loyalty — Melemalt e melangesmad

Community Ownership — Tekoi el buai

Continuous Improvement — Ouelangch ra melemolem el klungiolel a tekoi
Creativity and Innovation — Sebrakl, ituuk, e melasm a tekoi

People & Respect for Others — Omengull ra tang ma tang el chad

GENERAL EDUCATION PHILOSOPHY

Palau Community College believes that education is the key to success by promoting the concept that learning is a
lifelong process. With this belief, PCC provides general education to give each student an opportunity to develop
an integrated overview of diverse fields of human knowledge, to become aware of skills and knowledge required to
comprehend the changing world, to acquire basic principles and concepts that are part of different disciplines, to educate
and enable students to cope with changing societies, and to prepare those interested in pursuing higher education beyond
PCC.

Outcomes:

Students will be able to:
e Critically think and solve problems.
e Communicate clearly, both orally and in writing.
e Use mathematical skills appropriate to our technological society.
e Appreciate knowledge about their own physical bodies, minds, physical worlds, and the
environment.
Be aware of different contemporary issues and cultures that affect their worlds.
e Appreciate different cultures and people.
Appreciate the world of arts.



INSTITUTIONAL LEARNING OUTCOMES (ILO)

Critical Thinking and Problem Solving: Analyze and solve problems by using informed judgment based
on evidence, sound reasoning and/or creativity to differentiate facts from opinions and to specify solutions
and their consequences.

Communication: Effectively communicate, both orally and in writing, thoughts in a clear, well-organized
manner to persuade, inform and/or convey ideas in academic, work, family and community settings.

Quantitative and Technological Competence: Use mathematical skills appropriate to our technological
society by analyzing and solving problems that are quantitative in nature and use technology for
informational, academic, personal and professional needs.

Diversity: Understand and appreciate differences in cultures and behaviors between the self and others by
demonstrating respect, honesty, fairness, and ethical principles in both personal and professional life.

Civic responsibility: Apply the principles of civility and morality to situations in the contexts of a healthy
family, work, community, environment, and world.

Aesthetics: Apply numerous means of inquiry to experience and appreciate the values of arts and nature.

ACCREDITATION

PCC is proud to have maintained its accreditation uninterrupted for three decades. Accreditation began in 1977 with
the College, initially known as Micronesian Occupational Center and later Micronesian Occupational College, and
now Palau Community College. PCC is accredited by the Accrediting Commission for Community and Junior
Colleges (ACCJC) of the Western Association of Schools and Colleges (WASC).




2025-2039

15 Year Institutional Master Plan

of Palau Community College

STRATEGIC DIRECTION 1:

INSTITUTIONAL EFFECTIVENESS AND CULTURE OF EVIDENCE - PCC will continue to
implement data-driven processes that generate accurate and reliable information, identify specific evidence
of its efforts in strategic areas, analyze that evidence, and use its findings to make planning and resource
allocation decisions as the basis for continuous improvement.

STRATEGIC DIRECTION 2:

STUDENT SUCCESS - PCC will intensify its effort to enhance existing programs and services, as well as
develop new ones, all in an effort to improve student success.

STRATEGIC DIRECTION 3:

RESOURCES - PCC will diversify and increase resources to provide quality programs and services,
facilities, technology, and human resources to support its mission and goals. The College will be prudent in
the allocation of resources to support operations and in support of its short, medium and long-range plans in
line with the strategic directions and mission of the college.

STRATEGIC DIRECTION 4:

GOVERNANCE AND INSTITUTIONAL CULTURE - The institutional culture of PCC will be one that
embraces planned changes to continually improve and link the mission and vision in guaranteeing quality
and excellence.



STRATEGIC DIRECTION 1

INSTITUTIONAL EFFECTIVENESS AND CULTURE
OF EVIDENCE

PCC will continue to implement data-driven processes that generate accurate and
reliable information, identify specific evidence of its efforts in strategic areas, analyze
that evidence, and use its findings to make planning and resource allocation decisions
as the basis for continuous improvement.



Goal 1.1 Strengthen institutional effectiveness, equity, diversity, and inclusion by collecting and analyzing data and information to aid in

decision-making and continuous improvement of academic programs, student support services, and administrative services.

improvement in education quality and student
success.

Review templates

¢. Conduct follow-up studies and ad-hoc
research

Updated Program Review
templates

o |nstitutional
Research and
Evaluation Office

Obiecti Procedure Deliverables People Needed
Jective /Activity /Outcome Responsible Resources
1.1.1 Enhance institutional data quality and reporting | a. Regularly review and update procedures, e Procedures, systems, and | e Executive e Financial
efficiency by ensuring effective data collection, systems, and practices related to data practices related to data Committee Resources
management, and reporting capabilities to management management are regularly | e Institutional e Technology
support the collection and analysis of data - Establish documentation of data reviewed and updated Research and Resources
across all areas of the institution. management processes Evaluation Office
e Unified and efficientdata | ¢  Computer Services
b. Enhance the data collection process and system where information | ¢  Departments and
integrate data from different sources and from different departments Divisions
systems. (i.e. admissions, financial | ¢ Technology
aid, academic affairs) is Resource
c. Implement Business Intelligence (BI) tools collected, integrated, and Committee
to enable data visualization and reporting easily accessible
d. Generate regular reports on the status of o Bl tools are utilized for
institutional data to keep stakeholders data visualization and
informed. reporting
- Course assessment report
- Service Area Outcomes assessment e Regular reports are
report provided to stakeholders in
- ISSAreport a timely manner
- Program Review report
1.1.2 Strengthen institutional assessment, research, a. Regularly review and update the e |nstitutional Effectiveness | e Institutional e Financial
and collaboration efforts to improve data-driven Institutional Effectiveness Survey (IES) Survey (IES) are updated Assessment Resources
decision-making, foster partnerships, and and aligned with Service Committee
conduct proactive research for continuous b. Regularly review and update Program Area Outcomes (SAOs) e Deans




Obiecti Procedure Deliverables People Needed
Jective /Activity /Outcome Responsible Resources
d. Enhance collaboration with external e Insights are gained from
agencies for research and assessment follow-up studies and ad-
initiatives. hoc research
o Strengthened
collaboration with external
agencies, leading to
improved research and
assessment initiatives.

1.1.3 Continue to ensure timely and accurate a. Compile and verify relevant institutional e Completed reports are o Office of the e Financial
reporting to federal and state governments, data required for each report submitted to federal and President Resources
accreditation, and other external bodies to government agencies, o Institutional e Technology
maintain compliance. b. Adhere to the deadlines for required reports accreditation, and other Research and Resources

- IPEDS external bodies. Evaluation Office
- NSLDS e Office of the
- Annual Fire Safety Report Financial Aid
- ACCJC Annual and Fiscal Report e Business Office
- Grant-mandated reports e Admissions &
Records Office
e Human Resources
Division
e Library
o Accreditation Office
o Grant-Funded
Programs Office

1.1.4 Institutional Research and Evaluation Office to | a. Upgrade and expand the database e Enhanced database o Computer Services | o Financial
continue to serve as the primary repository for infrastructure to accommodate the growing infrastructure enables e Deans resources
institutional data volume of institutional data (i.e. course efficient storage and o |nstitutional e Technology

assessments, SAO assessment reports, management of Research and Resources

program reviews, ISSA)
- upgrade and migrate to new assessment
software

increasing institutional
data

Evaluation Office




stakeholders

¢. Monitor and track the implementation of
action plans

Obiectiv Procedure Deliverables People Needed
jective [Activity /Outcome Responsible Resources
- accessibility to authorized users within o Improved accessibility of
the college institutional data promotes
transparency and
collaboration
Goal 1.2 Continue to coordinate institutional research and assessment practices to support decision-making processes.
Obiecti Procedure Deliverables People Needed
Jective /Activity /Outcome Responsible Resources
1.2.1 Continue to communicate the FAMED a. Provide training sessions and resources to | FAMED Assessment Cycle | e Office of the e Financial
Assessment Cycle to support the decision- educate new staff and faculty about the used in planning and President resources
making process. importance and implementation of the decision-making processes | e Institutional
FAMED assessment cycle. Research and
- Develop Training Manual Evaluation Office
- Incorporate FAMED Cycle into e Academic Affairs
Orientation Materials e Faculty & Staff
- FAMED 101 presentation during
convocation
1.2.2 Compile and disseminate comprehensive a. Review assessment reports to ensure that | Assessment reports are e Institutional e Financial
assessment reports the action plans derived from assessment utilized for continuous Assessment Resources
findings are practical improvement Committee
o Executive
b. Disseminate assessment reports to relevant Committee

10




STRATEGIC DIRECTION 2

STUDENT SUCCESS

PCC will intensify its effort to enhance existing programs and services, as
well as develop new ones, all in an effort to improve student success.

11



Goal 2.1 PCC will maintain a vibrant and diverse range of education and training programs/offerings that reflect the changing learning environment
to meet the needs of students and the community, through enhancing current programs and exploring new possibilities for program

development.

Objective Procedure/Activity Deliverables/Outcome People Responsible R’;'::nges
2.1.1 Ensure learning outcomes for programs, | a. Conduct regular reviews and updates of | e Approved current and relevant | e Dean of Academic Affairs ¢ Financial
degrees, and certificates remain current the existing courses and programs course outlines o Assistant Accreditation Liaison resources
and relevant to support student success Officer(s)
b. Align with industry and accreditation Approved academic programs | e Associate Deans of Academic Affairs
standards and certificate e Faculty
o Committee on Programs and
Curricula
2.1.2 Conduct systematic programs and a. Assess courses regularly through the Completed department and o Dean of Academic Affairs e Financial
department reviews based on Academic FAMED process to collect data program reviews e Associate Deans of Academic Affairs resources
Affairs three-year cycle to enhance e Faculty
existing academic departments and b. Assess academic departments and Improved academic e Institutional Researcher
programs programs every three years departments and programs
c. Use results and action plans from
department, and program reviews to
enhance departments/programs
2.1.3 Offer new and relevant programs or a. Follow CPC procedures for developing Approved new program o Dean of Academic Affairs o Financial
reinstate temporarily suspended and implementing new programs proposals o Associate Deans of Academic Affairs resources
programs that directly respond to the e Faculty
evolving needs and interests of students | b. Follow Academic Policy (AP) 01-2023 Meet the needs of prospective | ¢ Committee on Programs and
and the community “Temporarily Suspending a Curriculum students and the community Curricula
Course or a Degree Program” to
accommodate student needs
2.1.4 Use Career and Technical Education Lab school or adopted school
Lab School as a lab center for established
Education majors in Secondary
Education track
2.1.5 Strengthen partnerships with local a. Establish partnerships with local schools Established Memorandum of PCC President e Financial
businesses and organizations to offer or educational institutions Agreement/Understanding Dean of Academic Affairs resources

work-integrated learning experiences,
such as field studies and internships

b. Establish relationships with government

and non-government agencies

c. Conduct meetings with the programs’

Advisory Councils

with partner
agencies/organizations

Associate Deans of Academic Affairs
Faculty
Internship Coordinator

12




Objective

Procedure/Activity

Deliverables/Outcome

People Responsible

Needed

Resources
2.1.6 Collaborate with community partners or | a. Hold regular Advisory Council members | e Create and document a o Dean of Academic Affairs e Financial
industry experts to enhance courses meetings Memorandum of o Committee on Programs and resources
that are relevant to the current job Agreement/Understanding Curricula o Academic
market b. Work with community partners or experts e Faculty resources
to align course activities with currentjob | e Courses are kept current and
market expectations relevant
2.1.7 Investin new technologies and a. Follow the Technology Resources Plan e Enhanced student learning o Director of Physical Plan Unit e Financial
infrastructure to enhance students’ for technology updates and replacement experience o Dean of Academic Affairs Resources
learning experiences cycles
b. Maintain and expand infrastructure to
accommodate students and provide
conducive learning environments
2.1.8 Align and articulate courses with high a. Program/Department faculty work with o Articulated agreement o Dean of Academic Affairs ¢ Financial
schools high school teachers to align courses e Matriculated agreement e Faculty Resources

b. Establish articulation agreements

Facilitated agreement

13




Goal 2.2 To enhance recruitment strategies and initiatives to increase student enrollment and diversity.

.. .. . . N
Objective Procedure/Activity Deliverables/Outcome People Responsible Re::t?fges
2.2.1 Facilitate and increase enrollment of; a. High School Visits ¢ Increased enrollment o Recruitment Team ¢ Financial
a. Local high school students annually: resources
b. Returning students b. Campus Awareness ++High school students
c. Local workforce +»Returning students
d. FSMand RMI c. Media Blitz «+Local Workforce
+FSM and RMI
d. Direct Mailing
e. Community Awareness/ Participation
f. Off-Island Recruitment
g. PCC Alumni volunteers to help recruit
new students from FSM and RM|
h. Offer travel grants
i. Tuition waiver for employees and their
dependents (PRRM 10.2.3)

2.2.2 Recruit student participants of Upward a. As stipulated in the programs’ plans of e College Placement o Recruitment Team e Financial
Bound (UB), Upward Bound Math and operation o Upward Bound resources
Science (UBMS), and Educational o Upward Bound Math and Science
Talent Search (ETS) Program graduates o Educational Talent Search

2.2.3 Recruit and enroll prospective students | a. Recruit Adult High School graduates o Enroll Adult High School o Recruitment Team ¢ Financial
from the Adult High School (AHS) graduates e Director of Adult High School resources
College Preparatory Program

14



Goal 2.3 PCC will retain at least 60% of students from term to term and year to year (ISSA 2).

e. Academic Probation Sessions

f. Referrals from instructors

g. Student Progress Report (SPR)

h. Dialogue between faculty and counselors

i. Assess enrolled Individualized
Educational Plans (IEP)

j- Follow-up phone calls to continuing
students

e Reduced number of academic
probations

e Reduced financial aid
warning

¢ Increased retention rate from
year to year

(LRC)
¢ |nstitutional Researcher

Objective Procedure/Activity Deliverables/Outcome People Responsible Rl;lse :3 r('a((:jes

2.3.1 Continue hosting Day Care Center to a. Maintain a collaborative agreement with | e On-campus Day Care Center | o Academic Affairs e Financial

benefit PCC students PCAA and MHHS for students in need e PCAA resources

e MHHS

2.3.2 Increase success rate at the course, a. Counseling e Increased passing rate atthe | e Faculty e Financial

certificate, and degree level by course level e Counselors resources

enhancing intervention strategies to b. Advising o Dean of Academic Affairs

foster and ensure inclusion and e Increased graduation rate for | e Dean of Students

equi.table access to student support c. Tutoring certificate and degree e Director of Student Life

services programs e Director, Office of Financial Aid

d. 88100 Course e Director of Learning Resource Center

15




Goal 2.4 PCC will ensure that Learning Support Services are sufficient to support instructional programs.

b. Assist with financial aid, scholarship,
and loan application processes to four-
year colleges/universities

year colleges/universities

o Director of Learning Resource Center

. .. . . N
Objective Procedure/Activity Deliverables/Outcome People Responsible Reseoet?f((:jes
2.4.1  Continue to support the Learning a. Secure funding (write a proposal) to o Adequately funded student e Dean of Students ¢ Financial
Resource Center and Academic Tutoring support the program support services e Dean of Academic Affairs resources
Center services o . o Director of Learning Resource Center | e Academic
b. Administrative services o Adequate learning support resources
services to support
c. Provide office space and facility needs instructional programs
d. Support sufficient personnel, needed
equipment, and instructional materials
Goal 2.5 PCC will help students transfer to a four-year college.
.. .. . . Needed
Objective Procedure/Activity Deliverables/Outcome People Responsible RESOUTCES
2.5.1 Increase the transfer rate of PCC a. Provide transfer workshops to e Increased number of PCC e Dean of Students ¢ Financial
graduates graduating students graduates accepted into four- e Director of Student Life resources

16




Goal 2.6 PCC continues to strengthen programs and services in the area of student support services.

Objective Procedure/Activity Deliverables/Outcome People Responsible AEBRLE
Resources
2.6.1 Use Service Area Outcomes (SAQ) a. Communicate results with e 90% of students are satisfied with e Dean of Students ¢ Financial
assessment results to maintain or make responsible personnel the Student Support Services o Student Support Unit Directors resources
improvements to student support services o Institutional Researcher
b. Conduct a regular Service Staff e 90% of Student Services staff
Satisfaction Survey at the end of the surveyed are satisfied with the
spring semester service area each year
2.6.2 Support a diverse student population through | a. Assist students in creating student o Maintained or increased the o Dean of Students e Financial
continued outreach efforts, programs, and clubs number of college activities that o Director of Student Life resources
College events/activities support diversity and students e Director of Learning Resource
b. Support students with state accessing support services Center
organizations (e.g., nomination, e Associated Students of Palau
elections, induction, swearing-in o Increased participation of a diverse |  Community College (ASPCC)
ceremonies, and activities) student population e Recruitment Team
c. Plan and conduct activities for
dormitory residents through retreats
and the Tuesday Night Program
d. Encourage and support diverse
student participation in sports
activities as well as campus
activities
e. Ensure that students are familiar
with LRC tutoring and counseling
services through New Student
Orientation
f. Assist Associated Students of Palau
Community College (ASPCC)
activities
g. Conduct regular student recruitment
2.6.3 Provide comprehensive counseling, a. Assess incoming student o Increased passing rate at course o Director of Student Life ¢ Financial
academic advising, and career counseling Individualized Educational Plans level, persistence/retention rate, o Director of Learning Resource resources

services to students

(IEP)

b. Assess continuing student needs

graduation rate, and students
graduating within the expected time
frame

Center
o Academic advisors
e Career and Transfer Counselor

17




¢. Advise and counsel students

d. Conduct career counseling, Career
and Transfer Workshops, and
Jobsite Visits

e Decreased number of students on
Academic/Financial Aid probation

e |nstitutional Researcher

Goal 2.7 The PCC Library will continue to support student success by providing equitable library services and accessibility to relevant resource

materials that support students’ needs.

Objective Procedure/Activity Deliverables/Outcome People Responsible Rtl:ggﬁges
2.7.1 Maintain a variety of relevant and accessible | a. Select and procure relevant print o Updated library collections o Director of Library Services e Financial
library resource materials and non-print resources that support e Library staff resources
College programs e Provided accessibility to a variety
of relevant resources
b. Manage collections to ensure the
relevancy and currency of resources | o Preserved selected Micro-P
resources through digitization
c. Continue to expand the Micronesia-
Pacific (Micro-P) Collection
d. Comply with copyright laws, digitize
selected Micro-P materials
2.7.2 Update the library webpage to reflect current | a.Conduct training for web page By 2029, the library webpage has | e Library staff e Financial
library services and provide access to development been updated to include the new e College Computer Technicians resources

relevant online resources

b. Add useful library links to the library
webpage: online service “Ask a
Library Staff,” keyword search box
for PCC Library online catalog, and
EBSCO online database link

c. Add a link to PCC Online LMS
d.Review and update the library

webpage once a year or as
necessary

webpage features

18




Needed

Objective Procedure/Activity Deliverables/Outcome People Responsible RESOUTCES
2.7.3 Provide and enhance library services and a. Conduct library instruction upon o Make the Library Procedures o Director of Library Services ¢ Financial
programs to support student needs request Manual an official document of the | e Library staff resources

b. Provide library services and
programs

¢. Use SAO and SLO assessment
results, including library survey
results, as a basis for enhancement
of library services and programs

d. Use the ACRL Framework for
Information Literacy for Higher
Education (see Appendix E) as a
guide for enhancing and developing
services and programs

e. Update the Library Procedures
Manual regularly

f. Support staff participation in
professional development
opportunities

g. Have library personnel possess at
least an Associate degree in Library
and Information Services or related
programs

h. Have the library be managed by a
librarian holding appropriate
credentials in Library Science
degree (minimum qualification is a
bachelor’s degree in Library
Science) from an American Library
Association’s (ALA) accredited
institution

College

90% of students who received the
library instruction through SS100
are familiar with the available
library services and resources

Maintained and enhanced library
services and programs so they
continue to be relevant and
equitable to meet students’ needs

Skilled library staff ensures ideal
services and improved delivery of
library services to students

Identified clear mission statement,
division goals, and library
procedures to meet service area
outcomes

¢ |nstitutional Researcher

19




Objective

Procedure/Activity

Deliverables/Outcome

People Responsible

Needed
Resources

2.7.4 Provide access to computers to support
student needs

a. Maintain computers at the Library
Computer Lab

b. Follow the technology replacement
cycle as outlined in TRC'’s
Technology Plan for library
computers and equipment

c. Support staff participation in relevant
technology training

o Available computers for student
use with accessibility to current,
relevant, and a variety of
information resources

e Followed TRC Technology Plan in
keeping computers and equipment
up to date

o Director of Library Services
o Library staff

e Financial
resources

20




Goal 2.8 PCC will ensure the continuity of non-credit programs through Continuing Education to accommodate the needs of students and the

community.
. .. . . Needed
Objective Procedure/Activity Deliverables/Outcome People Responsible B —
2.8.1 Develop learning outcomes (LOs) for a. Develop learning outcomes based on the o All CE courses clearly identify e Dean of Continuing e Financial
Continuing Education (CE), Professional requested training needs learning outcomes Education resources
Development, and Compensatory o Course Instructors
Education offerings b. Indicate learning outcomes in all course e Clear criteria, including learning
outlines, syllabus, and assessment reports for outcomes and assessments, are
every course conducted outlined for each CE Certificate
c. Use course evaluation results to make
recommendations for course improvement
2.8.2 Implement articulation of CE to Credit a. Seek guidance and approval from ACCJC for o Transferable CE course offerings to | ® PCC President e Financial
for advancement the articulation of CE to Credit Academic credits e Dean of Continuing resources
Education
b. Align eligible CE courses with PCC Certificate o Dean of Academic Affairs
courses
c. Develop a fast-track schedule for eligible CE
course
2.8.3 Conduct state visits to assess a. Contact individual state government offices to o The communities are informed and | e Dean of Continuing e Transportation
community training needs and set up a recruitment and training plan familiarized with the CE program Education o Facilities
disseminate information relevant to offerings o Director of Adult High School | e Financial
training opportunities b. Develop a recruitment and training plan to resources
address the needs of each interested state e Training needs are identified and
CE will respond to the identified
c. Prepare a calendar of state visits needs
d. Disseminate application forms and assist
interested applicants
2.8.4 Develop a working relationship with a. Solicit support from government and private o CE certificate program offerings o Dean of Continuing e Financial
government agencies, private sectors, enterprises to sponsor training programs align with the needs of government Education resources

and non-profit organizations to assess
training needs and establish program
sponsorship

b. Create a schedule of course offerings for
interested government agencies, private
sectors, and non-profit organizations

agencies, private sectors, and non-
profit organizations

o Mutually beneficial partnerships
with agencies and private
businesses result in sponsorships
for programs offered through the
CE

21




Needed

Objective Procedure/Activity Deliverables/Outcome People Responsible R —
2.8.5 Provide fast-track trainings or non-credit | a. Work closely with the Ministry of Education as o Fast-Track courses offered in: o Dean of Continuing e Financial
courses on the basics of teaching skills well as private schools in Palau to identify - Introduction to Teaching Education resources
to support in-service training of teachers teachers who need the training - Classroom Management e Instructors
- Teaching Methodologies/
b. Schedule and conduct the training Strategies
- Assessment and Evaluation
c. Develop content-specific course learning - Lesson Planning and
outcomes for each course offering Presentation
2.8.6 Develop learning outcomes for the Non- | a. Work with Master Navigator to develop learning | e Certificate for all levels of the Non- | e Dean of CE and Course e Financial
Instrumental Navigation and Sea-Faring outcomes for the courses Instrumental Navigation and Sea- Instructor resources

class

b. Assess and use assessment results to make
recommendations for improvement if needed

Faring class

¢ Micronesian Voyaging
Society (MVS) and
Traditional Navigation
Society in Yap

o Master Navigator
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Goal 2.9 PCC will ensure that all other Community-Based Programs are accessible and offered throughout Palau.

L .. . . Needed
Objective Procedure/Activity Deliverables/Outcome People Responsible ResoUrces
2.9.1 Implement and continue the a. Secure funding for continued funding of MAP e Certificated Programs in: e Dean of Continuing e Financial
Maintenance Assistance Program training programs - Water/Waste Water Pump Education Resources
(MAP) to the extent that external funding Training
is available b. Work with the Pacific Power Association (PPA) - Bus Maintenance Training
to support training programs - Air Conditioning Training
- CIP inspector’s Training
- Compact Road Maintenance
Training
- Building Maintenance
- Power Plant Operation
Training
- Pacific Lineman Training
Goal 2.10 PCC will strengthen and diversify its partnerships with external agencies to help with the achievement of its mission and goals.
Objective Procedure/Activity Deliverables/Outcome People Responsible Resources
2.10.1 Maintain formal partnership agreements | a. Create and document working Memorandum of | e Documented MOUs or MOAs e PCC President e Financial
with external agencies to support the Understanding (MOU) or Memorandum of o Vice President of resources

needs of students and the community

Agreement (MOA)

b. Recruit and enroll students who are already in
service

c. Collaborate with involved external agencies to
accommodate in-service students

d. Maintain a working relationship with Palau
Community Action Agency (PCAA) to continue
providing childcare services for PCC students

o Provided support to help external

agencies, students, and the
community

Administration and Finance
Dean of Academic Affairs
Dean of Continuing
Education
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Objective Procedure/Activity Deliverables/Outcome People Responsible Resources
2.10.2 Provide online learning opportunities a. Create and document working MOUs or MOAs | e Documented MOUs or MOAs e PCC President o Financial
through partnerships with other degree- o Vice President of resources
granting institutions b. Collaborate with the identified universities and o Provided students with Administration and Finance
institptions to determine the feasibility of opportunities to pursue higher o Dean of Academic Affairs
offering four-year degree programs at PCC education beyond a two-year o Dean of Continuing
college degree Education
c. Establish partnerships with other institutions to
provide bachelor’'s, master’s, and doctorate o Improved or expanded academic
degree programs through blended mode of facilities to support learning and
learning teaching
d. Secure funding to support the programs and
students
e. Provide academic facilities to accommodate
students and support teaching
2.10.3 Establish and maintain course a. Adhere to the Pohnpei Accord articulation o Updated MOUs and MOAs e PCC President e Financial
articulation agreements with other agreement o Dean of Academic Affairs Resources

institutions of higher education

b. Establish and maintain articulation agreements
with other institutions of higher education

o Compliance with the Pohnpei
Accord articulation agreement

Faculty

2.10.4 Maintain Memorandum of
Understanding with Penn Foster Career
School (formerly known as Thompson
Education Direct)

a. Revisit and update MOU

o Delivery of Certificated Programs
as stipulated on the PCC website
under Special Programs.

Academic Affairs

o Collaborating
Agencies
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Extracted from an approved plan of work from CRE

Goal 2.11 The Cooperative Research and Extension Division will collaborate with partners and clients to generate, develop, and disseminate practical, relevant, and
sustainable technologies and knowledge in agriculture, environment, food and human sciences to benefit the people of Palau.

Objective Procedure/Activity Deliverables/Outcome People Responsible R’;‘: gg f((:jes
2.11.1  Promote Small Island Agriculture Horticulture/Crop Production: o Improved agriculture production o Researchers ¢ Hatch
System that addresses sustainable a. Taro Production system, food security, and quality of | e Research Assistant Funds/Allocated
plant and animal production b. Evaluation of Cassava life. o Field Assistant resources
c. Evaluation of Sweet Potato e Human
d. Banana Production e Increased locally produced food, resources

e. Root Crop Germplasm Collection

f. Tissue Culture of Taro Varieties and salt
water resistant taro varieties

g. Orchard Nursery and field development-
map and management

h. Passiflora sp. Trials

i. Vanilla orchid trials

j. Integrated Agroforestry/Livestock

k. Mutation Breeding for important economic
plant varieties-yield and strength selection

. Animal Husbandry

family income, and sustainable
development.

2.11.2 Promote Integrated Pest Management
(IPM)

Biological Control:
a. Cassava Spider Mite
b. Taro Leafhopper
c. Siam Weed
d. Taro Aphid
e. Mimosa
f. Mikania
g. Sweet Potato Weevil
h. IPM Best Management Practice
i. Pesticides Applicators Training
j- CRB mapping, physical, and biocontrol

o |mproved crop yield
o Reduced dependency on chemicals

o Increased family income

e Protect the environment

o Extension Specialist
o Extension Agents

e Smith Lever
Funds/Allocated
resources

e Human
resources
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Needed

Objective Procedure/Activity Deliverables/Outcome People Responsible RESOUICES
2.11.3  Promote the development of the Develop hatchery protocol for seed production Improved production system Researchers Hatch
aquaculture industry of: Research Assistant Funds/Allocated
a. Rabbit Fish Protection of the environment Staff resources
b. Grouper Human
c¢. Milk Fish Improve the economy resources
d. Mullet
e. Shrimp
f. Trochus
g. Mangrove Crab
h. Stichopus
i. Live feed production
2.11.4 Disseminate research findings to the a. Publications Informed population of new Extension Specialist Smith Lever
communities knowledge and research findings Extension Agents Funds/Allocated
b. Marketing Staff resources
Human
c. Training resources
d. Workshops/Classes
e. Community outreach
2.11.5 Support the development of tissue a. Develop a protocol for tissue culture technique Improved tissue culture techniques Researcher Hatch
culture technology Tissue Culture Technician Funds/Allocated
b. Mass propagation of tissue-cultured plants Pest and disease-free planting Staff resources
materials Human
c. Distribution of plants resources

Increased farm produce

2.11.6

Promote the development of value-

a. Development of new products:

Reduced dependencies on foreign

e Food Technologist

Hatch Funds/

added/new product e Flour imports. o Staff Allocated
o Pastries resources
e Ice Cream Increased consumption of locally Human
e Pasta produced food resources
b. Improve product shelf life Improve the economy
c. Improve marketability
2.11.7  Support the promation of food safety Conduct food nutrition and food safety classes Increased knowledge and e Extension Agent Smith Lever
and nutrition awareness of food safety and o Staff Funds/Allocated
nutrition resources
Human
resources
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Needed

Objective Procedure/Activity Deliverables/Outcome People Responsible RESOUICES
2.11.8  Promote youth development of a. Courses in life skills o Increased knowledge and e Extension Agent Smith Lever
environmental awareness awareness of the environment o Staff Funds/Allocated
b. Marine Science Program resources
¢ Increased student interest in
c. Water Quality Management and Awareness science-related fields
d. Dry Litter Implementation and Management
Awareness
e. School Outreach Program
f. Geospatial Zoning of Agri/Aqua, Soil
properties, and Ecology
2.11.9  Work to identify locally grown plants Conduct bio-fuel research o |dentified plants and crops as bio- e Researcher Hatch
and crops as bio-fuel sources fuel sources Funds/Allocated
resources
2.11.10 Have the College Research and a. Collect and maintain all varieties of root crops | e Maintained and preserved Palau’s e Researchers Hatch
Development Station to serve as a endemic root crop resources « Extension Agents Funds/Allocated
repository for local root crops b. Preserve varieties of root crops using tissue o Staff resources
culture techniques Human

resources
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STRATEGIC DIRECTION 3

RESOURCES

PCC will diversify and increase resources to provide quality programs and
services, facilities, technology, and human resources to support its vision,
mission, and goals. PCC will be prudent in the allocation of its resources.
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Goal 3.1 Financial Resources - PCC will secure and allocate financial resources to support operations and activities.

.. Procedure . People Needed
Objective - Deliverables/Outcome PIe
[Activity Responsible Resources
3.1.1 Secure enough funding to support the Secure, at minimum, a level annual | e College receives, at minimum, a level o Board of Trustees ¢ Financial
annual operation of the College funding/appropriation from ROP annual funding/appropriation from ROP e PCC President resources

government

Insure and maintain insurance for
all college facilities

Increase revenue through
increased tuition and fees

Maximize auxiliary services to
increase revenue

Collect outstanding student
accounts

Obtain Indirect Cost Agreement
with federal programs

Settle $60K+ outstanding
balances/accounts from the 2005
Mini-games

Settle $32K+ outstanding
balances/accounts from MOE

Seek additional
federal/non-federal
funding

government
o College facilities in Koror are insured

o Revenues increased due to increase in
tuition and fees, auxiliary services, and
collection of outstanding student
accounts

o Indirect Cost Agreement with federal
programs successfully negotiated

o Collect outstanding balances from 2005
Mini-games and MOE

o Additional federal and non-federal
sources of funding secured

e Executive Committee
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Procedure

People

Needed

jectiv .. Deliverabl m -
SEEE /Activity SV B OUIEEITE Responsible Resources
3.1.2 Through 2039, seek to generate and | a.Continue to implement the e Increased bi-weekly o Board of Trustees o Financial
utilize effective use of resources to Endowment Fund Investment Policy contributions e PCC President resources

increase the PCC Endowment Fund toward
its ultimate goal of $30 million.

Statement

b.Increase PCC, NGO, and
Government bi-weekly allotments

c. Conduct annual fundraising-
Thanksgiving (i.e. business
partnerships, organizations, etc.)

d. Implement other fundraising
activities/options

e. Support Special Legislation, Statutes

f. Solicit US-based institutional
donations through 501 (c3) status-
establish 501(c3)

g.Bequeath Estates (plan) to
Endowment

h. Continue to invest 10% of PCC
Bookstore proceeds in the PCC
Endowment Fund.

i. Solicit support from College alumni

e Annual endowment
Fundraising

o Passage of
legislation appropriating funds toward
Endowment Fund

e Designated 501(c3) secured

¢ Expanded and/or privatized PCC
Bookstore/Snack Shop

o Executive Committee
o Development Office
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Goal 3.2 Facilities & Equipment - PCC will improve a system of acquisition and management of property, facilities, and depreciable assets
such as vehicles, information technology, and major equipment.

track of projects and accomplishments, to

o Completed work order requests

e Executive Committee

. Procedure . People Needed
Objective - Deliverables/Outcome Pie
[Activity Responsible Resources
3.2.1 Through 2039, provide adequate, Plan, build, renovate, and | e New academic building (Science/IT and general o Board of Trustees e Financial
safe, and accessible facilities to meet the maintain adequate classrooms) e PCC President resources
needs of a learning-centered institution number of classrooms to o Executive Committee
ensuring equity and inclusion. meet student needs. o New one-million-gallon water tank at Koror campus o Physical Plant
Plan, build, renovate, and | o Two-story building to be situated between Sebus
maintain adequate and Smuuch
number of offices to
support programs and « Functional baseball/softball field along coral reef
Plan and build new o Functional PCC wharf with floating dock and bigger
facilities to meet ramp
emerging needs of the
College. o As-built drawings prepared and filed for all PCC
buildings
o Fenced PCC campus for security
Purposes
o Installed and monitored security cameras around
campus
o PCC Rock Island (Metukerikull)
o Construct Assembly Hall 2.0
3.2.2 Continue to maintain existing a. Continue to conduct o Established to-do lists o Board of Trustees e Financial
maintenance working plan matrices to keep weekly campus walk- e PCC President resources
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Procedure

People

Needed

Objective IActivity Deliverables/Outcome Responsible RESOUICeS
assist in identifying areas of improvement, throughs and establish to- o Physical Plant
and to ensure safety and quality. do lists o Recorded services provided to keep track of projects
. Continue to perform « Implemented approved program review action plans
services requested and recommendations
through work orders
. Continue to utilize log
sheets/forms for services,
such as AC repair, vehicle
maintenance, and building
inspection
. Implement approved
action plans or
recommendations stated
in program reviews
3.2.3 Continue to maintain a complete and . Conduct inventory with o Straight-line depreciation method and disposal of old | e Vice President of e Financial
accurate inventory of equipment/facilities Serial Numbers equipment Administration and resources
- Facilities Finance
- Cars o Physical Plant
- Cooling/Air- Division
conditioning Finance Division
- Computers, etc. Executive Committee
3.2.4 Dispose equipment and hazardous . Dispose waste in o Safe disposal of equipment and hazardous waste to | e Physical Plant ¢ Financial
waste properly (Collaborate with Strategic accordance to policies and ensure a safe learning environment. e Executive Committee resources

Approach to International Chemical
Management (SAICM))

procedures from
appropriate agencies.
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Goal 3.3 Technology Resources — PCC will provide a framework to carry out technology enhancements through careful planning,
systematic organization, and coordinated implementation to support and promote the mission of the College.
(See Appendix C — Technology Plan)

Objective Proce:d_u re Deliverables/Outcome Peoplg NG
/Activity Responsible Resources
See Appendix C for the Palau Community Refer to Technology Plan Refer to Technology Plan Refer to Technology Refer to
College Technology Plan Plan Technology
Plan
Goal 3.4 Human Resources — PCC will recruit, hire, promote, and retain a diverse and qualified workforce needed to achieve
institutional priorities.
Objective F;rocgd_ure Deliverables/Outcome People Responsible NEsef
Activity Resources
3.4.1 Recruit and maintain diverse, a. Publicly advertise all e Diverse, qualified, and credentialed o Office of the President e Financial
qualified, and appropriately vacancies personnel o Human Resources Division (HRD) Resources
credentialed personnel. « Division/Department Heads
b. Review, select, and
recommend/hire personnel
c. Offer adequate
compensation and benefits
package
3.4.2 Periodically update the Personnel a. Review PRRM every four | e Updated Personnel Rules & Regulations | e Board of Trustees ¢ Financial
Rules and Regulations Manual (PRRM) years o Office of the President Resources

e Policy Review Committee (PRC)
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Objective P/roce.d_u e Deliverables/Outcome People Responsible N
Activity Resources
3.4.3 Improve and expand ongoing staff a. Offer professional e Faculty and staff attend trainings (i.e. in- | ® Human Resources Division (HRD) | e Financial
and faculty development programs development opportunities house trainings, on-island trainings, etc.) | e Division/Department Heads Resources
b. Evaluate Non-US graduate | e Associates, Baccalaureate and Master
credentials through World degrees offered on site
Education Services (WES)
o Authenticated credentials (US
equivalency) of Non-US graduate
employees
3.4.4 Periodically review the performance a. Beginning 2025, HRD will o Improved performance appraisal and  Office of the President
appraisal and evaluation process assess and update the evaluation instrument o Human Resources Division
performance evaluation o Policy Review Committee
instrument o Improved evaluation process
*Subsequent assessments
will be done by the PRC
when it convenes to review
the PRRM following their
established review schedule
b. Establish an ad-hoc
committee to plan and
implement procedures to
assess performance
evaluation process
3.4.5. Review, propose and establish a. Secure funding to support | e Established benefits o Office of the President e Financial
benefits for faculty and staff college salary adjustment ¢ Human Resources Division Resources

a. Salary increment

b. Life insurance

c. Employee recognition
d. Retirement package

initiatives

o Administration and Finance
Department
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Objective

Procedure
/Activity

Deliverables/Outcome

People Responsible

Needed
Resources

e. Dental and eye insurance
f. Badek (contribution)

b. Initiate dialog to re-offer
group life insurance for
employees

c. Implement established
employee recognition
program in the PRRM

d. Continue to implement
retirement package
program in the PRRM

e. Initiate dialog to offer
dental and eye coverage in
the current health
insurance benefit package

f. Establish a more efficient
badek collection process

3.4.6 Develop a succession plan

a. ldentify positions that would
require succession plan

b. Assess position
requirements for succession
planning

¢. Announce vacancy and hire
successor at least 6 months
before the end of the term
of the current position
holder.

e Succession plan in place

o (ffice of the President
e Human Resources Division
o Division/Department Heads

e Financial
Resources
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Goal 3.5 PCC is committed to protect its human resources and safeguard its physical resources. It will develop a systematic
approach of emergency preparedness to facilitate current responsive and recovery measures to address health, safety, and
emerging environmental threats, including, but not limited to, terrorism, natural disasters, and pandemic situations in order to
ensure a safe and secure learning and working environment for college faculty, staff, students, and community members.
(See Appendix D — Emergency Procedures Manual)

Objective P/rocgd_u e Deliverables/Outcome People Responsible N
Activity Resources
3.5.1 Protect the well-being of students and a.Periodically review o Updated Emergency Procedures Manual e Campus Emergency and Safety | e Financial
faculty and staff through an intensive awareness current Emergency Committee resources
campaign of emergency preparedness (PEr;(,i/T)dureS Manual o Well-informed college community o Executive Committee

b. Educate the college
community of the EPM
through the following
but not limited to:

- Conduct a systematic
process of orienting
students, faculty and
staff

- Create and post
emergency
procedures
infographics

- Create and post
campus map showing
safe areas

- Create and
disseminate
emergency quick
guide
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Objective

Procedure
/Activity

Deliverables/Outcome

People Responsible

Needed
Resources

c. Attend emergency
preparedness
trainings/workshops

d.Actively participate in
National Emergency
Committee meetings
and activities

3.5.2 Establish effective college-wide system of
communication in emergency situations

a. Continue to assess

and improve campus
emergency
communication
systems

b. Secure funding to

procure college-wide
emergency
communication
systems such as:

- Ultra High Frequency
(UHF) / Very High
Frequency (VHF) or
similar equipment

- Upgrade telephone /
intercom system

- Establish campus
alarm system

- Establish public
address system / voice
messaging system
-Establish regular
practice drills

e Improved system of communication

o Office of the President

o Administration and Finance
Department

e Campus Emergency and Safety
Committee

e Financial
resources
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STRATEGIC DIRECTION 4

GOVERNANCE AND INSTITUTIONAL
CULTURE

The institutional culture of PCC will be one that embraces planned changes
to continually improve and link the mission and vision in guaranteeing
quality and excellence.
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Goal 4.1 The leadership and governance of PCC will continue to be transparent and collaborative in order to foster a positive institutional culture

that instills confidence and trust.

RPPL 4-2

culture of excellence through improved
Board effectiveness and as mandated in

program for new board
members, including the budget,
capital projects, outcome/quality
reports (accreditation, annual,
audit, Fact Book), Protocol
Manual, policies and procedures
manuals, General Catalog

b. The Board annually assesses its
membership and recommends
necessary legislative actions

c. Develop and publish CEOs
search and selection process

d. The Board continues to conduct
regular evaluations for all Board
members, including analysis,
interpretation, and use in
professional development growth

e. The Board continues to attend
ACCT-sanctioned and ACCJC-
sponsored trainings

f. The Board schedules and hold its
annual retreat no later than June

Manual

¢ Annual attendance of Boardmanship
Training

o Attend ACCT meeting

o A prospective board member is
recommended to the ROP President when
a board seat becomes vacant

o Search and selection process developed
and adopted
o Process published in Protocol Manual

o Annual evaluation completed, analyzed,
and interpreted

o Professional development programs
identified/implemented

o Renewal of Membership
o Attendance in
trainings

o Board Calendar

o Retreat records of meetings

o Support organizational strength and team
leverage

o Protocol Manual reviewed and revisions
made.

e Vice President of
Administration and
Finance

o |nstitutional Researcher

. Procedure . . Needed
Objective - Deliverables/Outcome People Responsible
Activity Resources
4.1.1 The college leadership and governance a. Continue to implement a o Orientation program and procedures o Board members e Financial
continue to contribute to the institution’s comprehensive orientation adopted and published in Board Protocol o PCC President resources
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of each year. The retreats will
include key college staff

g. The Board continually assesses,
the effectiveness of its policies
and procedure every three years

4.1.2 Continue to engage in decision-making a.Regularly review the current o Updated policies and publications e Board of Trustees (BOT) | o Financial
structures and processes as stipulated under decision-making structure and standing committees Resources
RPPL 4-2 processes (Organizational chart | e Updated Organizational Chart with Ad hoc members

depicting the current e Board of Trustees (BOT)
administrative structure; o Office of President
President's Cabinet;

informative/consultative steps in

decision-making process)

4.1.3. Utilize, assess, and enhance clearly defined a.Regularly review and update o Updated the General Catalog, o Task Force —appointed | e Financial
communication channels and methods in major College publications Administrative Procedures Manual, by the President Resources

which instructions, ideas, and concerns are
openly communicated throughout the
institution and the community to ensure
inclusion and equity

Technology Plan, Personnel Rules and
Regulations Manual, and Emergency
Operations Plan that allow meaningful and
informative communications at and
between all levels, including upward and
downward, and feedback system

o Director of Development
Office

4.1.4 Regularly and effectively communicate the

values and expectations regarding ethics,
equity, social responsibility, and community
involvement

a. Continue to implement an
orientation program to every new
staff member of the College

b. Regularly evaluate the
effectiveness of the program,
starting in 2025

o Every new personnel will receive a packet
that includes the College’s mission and
vision statements, the ten unifying
principles, institutional learning outcomes,
code of ethics, and the sexual harassment

policy

o Starting in 2025, assessment results are
available and used in decision-making

e Director of Human
Resources
o |nstitutional Researcher
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Goal 4.2 PCC will strengthen its effort to instill a sense of common purpose among its employees of diverse backgrounds, values, and

experiences.

sense of belonging and promote school spirit.

such as but not limited to the
following:

. School song

. Mesekiu night

. Charter Day

. Endowment Fundraising

. Convocation
End of Year Get together

. Holiday luncheon

. Service recognition system
(PCC logo Pin, Retirement
package)

i. Recreational Activities

(Utilization of Mesekiu Gym)

oQ SO o0 oL

assessment results

Finance
¢ Education and Training
o Cooperative Research
Extension
o Board of Trustees

Objective Proce;d_ure Deliverables/Outcome People Responsible NeBeee
[Activity Resources
4.2.1 Continue to communicate effectively the a. Continue to print flyers, posters, | e Continuous reaffirmation of shared college | o Office of the President ¢ Financial
Mission, Vision, Values, Institutional Learning and banners to be displayed in identity (Development Office) resources
Outcomes, Strategic Directions, and all offices and other strategic o Mission, Vision, Values, Institutional e Ad Hoc Committee/Task
Institution-Set Standards for Student locations throughout the campus Learning Outcomes and Strategic Force
Achievement to the college community and on the College website Directions are accessible online
o Reaffirmed Mission and Vision
b. Review Mission and Vision
statements on a five-year cycle
for currency and relevancy
4.2.2 Develop and improve activities that foster Continue to plan and implement e Increased sense of belonging and o Office of the President | e Financial
institutional culture and inclusion to instill a activities among staff and students, inclusion achieved as reflected in o Administration and Resources

e External Grant
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Goal 4.3 PCC will enhance and build upon the positive image of Palau Community College in Palau, the region and the world.

Procedure Deliverables/Outcome People Needed

Objective [Activity Responsible Resources

4.3.1 Foster a positive image and perception to the | a. Continue to increase the use of | e Positive perception of Palau Community | e Board of Trustees e As

community social media, print, radio College locally, regionally and globally e PCC President needed/required
broadcast, and television to o Executive Committee o Facility
promote programs and e Special time periods for PCC promotional | e Development Office
services, and to keep programs and services o Faculty & Staff
constituents informed of o Students
College activities. (Book e PCC is featured permanently in local

regular spot on the radio telephone directory
program, spot in local

newspaper, college hour,
television Program)

b. Collaborate with NPR (National
Public Radio), to establish
radio program to be housed at
Ukall Building

c. Continue to increase the
circulation/distribution of
Mesekiu News locally,
regionally and globally

d. Ensure online copy of
newsletter to be available
online through e-media

e. Continue to maintain PCC
advertisements in PNCC
telephone directory

4.3.2 Establish and Strengthen MOC/PCC Alumni a. Establish contact in each State | e Established Alumni Association to o Refer to Recruitment
Association and Territories support the school in fund raising, Plan

recruitment, promotion matters, alumni

b. Establish contact on each of training needs, homecoming, etc. ¢ Development Office
the FSM, RMI, must have been
to PCC so he/she can update
prospective students about
PCC
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. Update Alumni booklet

. Establish Alumni Drive
(Mesekiu news
distribution/Social Media)
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Appendix A- Recruitment Plan

October 28, 2024
TO: Patrick U. Tellei, Ed. D
PCC President

FROM:  Dean Hilda N. Reklai :g

SUBJECT: Proposed Palau Community College Recruitment Plan

The Student Scrvices Managers Team met, reviewed, and finalized the proposed PCC
Recruitment Plan. After thorough discussions and careful consideration scveral times over
several months, we are excited to present you with the plan with a strategy aimed at increasing
student enroliment at our college.

The primary goal of this Recruitment Plan is to enhance our outreach cfforts by targeting the
high schools in Palay, the Federated States of Micronesia (FSM), and the Republic of the
Marshall Islands (RMI). By diversifying our recruitment efforts, we aim to not only increase
enrollment numbers but also foster a richer and more diverse student body.

By expanding our recruitment efforts, we will be able to reach out to more potential students
and increase our corollment numbers. This will also benefit the college in terms of revenue, as
more students enrolled means more tuition money for the College.

In addition to the plan, we will also need a Recruitment Team to oversee the program and
ensure that the goals and objectives are met and that the timeline of activities is followed. We
believe that this team will be integral to the success of the plan.

We appreciate your consideration of this Recruitment Plan and look forward to your feedback.
Together, we can work towards increasing our student enroliment and enhancing the diversity
and vibrancy of our college community.

2

Thomas Borja. Dir. LRC/AANAPISI

Dir. Office of Financial Aid

Affer reviewing the plan, please indicate your decision by choosing one of the options below

50 that the ittee will know the next step to take:
is Approved Plan is Disapproved
PlolAp?
Patrick U. Tellei, EdD
President

Attachment: Recruitment Plan
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PCC Student Recruitment Plan

Statement of Commitment

Palau Community College (PCC) is committed to providing an aggressive recruitment strategy
aligned with the 15-Year Institutional Master Plan. The College also recruits returning students
and the local workforce to increase and maintain the college’s enrollment.

Finally, PCC will continue to expand its recruitment efTort to accept interested and qualified
students from the region including the Federated States of Micronesia (FSM) and the Republic of
the Marshall Islands (RMI) to maintain the diversity of its student population as required by
accreditation,

Recruitment Strategics

I. To arrange visits to all local high schools in spring semesters for recruitment purposes,

2. Communicate with the Federated States of Micronesia (FSM) and the Republic of the
Marshall Islands (RMI) Department of Education (high schools).

3. To support the organization and activities of the college Carcer Technical Education
Week on campus that will introduce potential students to the college academic programs,

4. To work with the College Development Office Lo develop and disseminate information
through fyers and different types of media about the college’s programs and services,
and encourage prospective students to apply and enrol! at the college.

5. To contact state governments for possible meetings/recruitment of potential new and
returning students.

6. To expand and increase the dual enrollment program 1o all high school juniors and
SCnors.
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ACTIVITIES

High School Visits: This activity is the regular recruitment session with the high school seniors.
It will be conducted throughout the high schools in the ROP. The recruitment session is designed
to inform prospective students of academic programs and services, benefits, and advantages of
attending PCC. All potential students will begin the application process for admissions and
financial aid.

Off-Island Recruitment: The activity is to recruit high school seniors from the FSM and the
RMI. The Dean of Students will send a letter of request to the Department of Education
requesting assistance in recruiting interested high school students o begin their application
process for admission,

Campus Awareness: This activity will include career/technical education week and the College
expo. This will promotc awareness and understanding among students and the community about
the college programs and the available opportunities. It will also include outreach to state
governments to promote availuble training opportunitics.

Media Blitz: This activity is simed mainly at high schools and communitics within the Republic
of Palau. This activity is designed to inform the community of services, programs, and events
that are taking place at the college.

Direct Mailing: This activily is designed to cultivate ongoing communication between College
and high school seniors throughout the Micronesian island nations. It will begin carly in each
school year with the Admission Counselor acquiring the names and addresses of all high schools
throughout FSM and RML Communications will be established through contact people with all
high schools to complete applications and enrollment processes for all interested students.

Community Awareness: To contact state governments for possible mectings/recruitment of
potential students and reach out to PCC students who did not complete or did not return to
school, The Recruitment Team of the college will be involved in this activity. This is designed
to inform the community of the programs and services available at the college.

PCC Alumni: This activity is designed to utilize the experiences and support of alumni in
recruiting potential students from their communities.
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Activities & Timelines

brochures and information,

HIGH SCHOOL VISITS TIME FRAME PERSON RESPONSIBLE
1. Schedule local high school visits. October
2. Prepare recruitment packets and confirm October
transportation,
3, Meet with the recruitment team to finalize November - * Director of Admission
the schedule (date, time & school). December and Records
————— * Recruitment Team
4. High School Recruitment Begins February
5. Begin inputting and processing March-May
applications for admissions
6, Correspondence with applicants regarding April
missing documents/information for the
admission application package continues.
7. Mailing of acceptance letter to accepted May
student with copies to the Office of
Financial Aid.
CAMPUS AWARENESS TIME FRAME PERSON RESPONSIBLE
1. To disseminate college brochures and March « Recruitment Team
information during the Carcer Technical
Education Week on campus.
2. Campus Expo February « Recruitment Team
3. Conduct state visits to disseminate college April * Recruitment Team
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MEDIA BLITZ /MARKETING

TIME FRAME PERSON RESPONSIBLE

1. Publish timelines of college major
activities & events.

June - November

2. Schedule radio talk shows

June - November " Do

3. Advertise to the community through all
appropriate forms of media.

June - November

DIRECT MAILING

TIME FRAME PERSON RESPONSIBLE

1. Acquire names and addresses of all high

school principals/contact people from FSM

and RMI and establish communication 1o
recruit prospective students.

September

2. Correspondence and mailing of required
Admissions & Financial Aid materials
1o prospective students,

October - November | , pyirecior of Admission

3. Correspondence with applicants regarding

missing documents/information for
admission and financial aid spplication
packages continue

4, Mailing of acceptance letters 1o students.

and Records
* Director of the Office of
Financial Aid
December
April - June
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COMMUNITY AWARENESS TIME FRAME PERSON RESPONSIBLE
1. Mail request letter to set up meetings with January * Director of Admissions and
State Governments, Records
2. Meet with the recraitment team to finalize February
the schedule (date, time & veaue).
3. Recruitment Begins « Recruitment Team
4. Correspondence with applicants regarding April e Director of Admissions and
missing documents/information for the Records
admission application package continues.
5. Mailing of acceptance letter 1o accepted May * Director of Admissions and
student with copices to the Office of Records
Financial Aid.
PCC ALUMNI TIME FRAME PERSON RESPONSIBILE
1. Identify/contact potential alumni to assist November
in recruiting prospective students, * Director of Admissions and
Records
December

2, Mail recruitment packets to alumni,

RECRUITMENT TEAM:

Dean of Students
Director, Admissions and Records
Director, Office of Financial Aid

LRC/AANAPISI

Business Office Representative
ASPCC Representative
Faculty

Associate Dean of Academic Affairs
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Appendix B- Retention Plan

October 21, 2024
TO: Patrick U, Tellei, Ed. D
PCC President

FROM: Dean Hilda N. Reklai \ g
Chair, Retention Commi
SUBJECT:  Proposed Palau Community College Retention Plan

The committee on Retention has successfully completed a druft of the Retention Plan for
your review. The Committee met several times over a period of severs] months and is
proud to submit the finalized Retention Plan, which is based on the College's Institution-
Set Standards for Student Achievement (ISSA) as the goals, Activities and Tasks to support
cach of the goals are identificd and delineated in the Retention Plan,

These tasks and activities are aimed at increasing the students’ course complction rute,
retention, graduation, transfer, and job placement. 1t is also aligned with the College's
15-Year Institutional Master Plan. Once the plan is approved, the Retention Committee
will work twward the achievement of the goals through the implementation of identified
tasks/objectives,

and the Committee looks forward to hearing from you soon.

at Jay Olegeriil Marianne | emaungil

Co-Chair Member

lmmﬁmﬁkl %‘m

Member Member
Thomas Bocja WM E%hﬂ Cruz
Member Mem Member

Iixgrslo l,}chCCOng
Mem!

After reviewing the plan, please indicate your decision by choosing one of the options
below so that the Committee will know the next step to take:

Plan is Approved Plan is Disapproved
. See Notes in Plan for further Review
o
Lk Yy ]2\ 2o

Patrick U. Tellei, LdD Date
President

Attachment: Retention Plan
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PALAU COMMUNITY COLLEGE
o= RETENTION PLAN

T 2022 - 2025

/ g
[ \
Q

The College Retention Plan is the responsibility of every institution
cemployee regardiess of title and position.

&

oy

Mission - Palay Community College is an accessible comprehensive public educational institution
helping to meet the technical, academic, culturnl, soclal, and economic necds of students and
communities by promoting learaing opportunities und developing personnl excellence.

Vigion - “We strive to gunrantee quality und excellence™

Developed Aug. 2021 e a
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Purpose — The purpose of this Plan is 1o help the College evaluate its services according to its mission, to
use evaluation results to drive its decisions, and to identify well-developed strategics that will be
implemented to increase student retention until graduation, The Retention Plan is also designed 1o increase
the number of students trunsferring from PCC to a four-year college/university as well as to enter the
workforce, This Plan should encourage a learning environment where the student-instructos-advisor
relationship guarantees and supports individual success,

Statement of Commitment to Student Retention

Palay Community College is committed 1o providing a learning environment and support system that
encourages students to achicve their educational goals. Whether a student is engaged in a single course or 2
full program of study, PCC is dedicated to student success and retention,

Furthermore, PCC is committed to cnsuring that the following Institutional-Set Standards for Student
Achievement are met or exceeded:

* ISSA I - Atleast 70% of registered students will complete enrolled courses (course completion) in
any given semester with a stretch goal of 85%,

¢ IS5A2-PCC retains at least 60% of registered students [rom term to term; fall to fall; and fall to
spring until completion of degree/certificate programs with a stretch goal of 70%.

* ISSA 3 - At least 70% of registered students will complete enrolled gencral education courses in uny
given semester with a stretch goal of 80%.

¢ ISSA 4 - Atleast 25% of enrolled students will graduate within the 150% normal time to completion
(3 years) with a stretch goal of 35%,

o ISSA 5 - At least 20% of students who completed degree programs will transfer 1o d-year
colleges/universilies with a stretch goal of 25%.

*  [SSA 6- At least 50% of students who completed degree/certificate programs will enter the
workforee (job placement) with a stretch goal of §5%.

Retention Committee Charge (Organization)

The charge of the committec is to;
¢ Provide leadership that increases scasitivity and awarceness of student retention issues;
Idearify College-wide goals for student retention (ISSA);
Select key strategies for campus implementation;
Monitor outcomes for documentation of retention success: and
Provide support and guidelines to enhance academic advising which assists students to become
effective ageats for short-term program success and long-term personal lifelony learning and
development

Committee meetings are to be held twice a semester and when the need arises. Minutes of mectings should
reflect progress toward a current plan of work. Minutes are to be kept on file and posted on the college
website by the committee chairperson with copies submitted to the Executive Committee of the College.

Definition
Retention Rate: A measure of academic progress of a cohort of students from one term or year o the next.

First-Time-Full-Time: The cohort of full-time degree-seeking students in the fall, including students
enrolled in the fall term who enrolled as first-time-full-time in the prior summer term.

Adjusted cohort is subtracting the student exclusions from the original cohort prior w calculating the
retention rate. Allowable exclusion are students who left the institution for any of the following ressons:

Devaloped Aug. 2021 %’:Dw
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Deceased or permanently disabled
To serve in the armed forces (including those called to active duty)

To serve with a foreign aid service of the federal government (c.g. Peace Corps)
To serve on ofticial church missions

Goal 1, At least 70% of registered students will complete enrolled courses (course completion) in any
given semester with a Stretch Goal of 85%.

Task Responsibility | Timeline | Outcomes | Resources
1.1 Implement different On-going At least 70% of | Financial
strategies 1o ensure that every registered
T0% of registered students semester students
will complete enrolled and complcted
courses in any given academic enrolled courses
semester. year inany given
L.L1 Academic advising | 1.1.1 Advisors semester
1.1.2 Counseling 1.1.2 Counselors
1.1.3 Carcer/Transfer 1.1.3 Learning
Counseling Resource Center
Counselor
1.1.4 Acedemic tutoring | 1.1.4 Leaming
Resource Center
Tutors,
Academic
Twtoring Center
115 Stwudent Referrals 1.1,5 Teaching
and Student Progress Faculty, Student
Reports {SPR) Life
Advisor
1.1.6 SSI00: Introduction | 1.1.6 Academic
to College Affairs, Student
Services,
Library Services

Goal 2. PCC retains at least 60% of registered students from term to term; fall to fall; und fall to spring until

54

completion of degree/certificate programs
with 1 Stretch Goal of 70%.
Task Responsibility | Timeline | Outcomes | Resources |
Financial
2.1 Implement different
strategics to cnsure that 60%
of registered students will be
retuined in any given
semester.
2.1.1 Continue hosting Day | 2.1.1 Maintain & 2.1.1 On-Campus
Care Center to benefit collaborative Daycare
PCC students agreement with Center for
PCAA and students in
o sz MHIS need
Developed Aug. 2021
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2.1.2 Continue to offer 2.1.2 Development 2.1.2 Students
PCC-Based Office, Office of have
Scholarships and Financial Aid financial
Federal Grants assistance

fo continue
taking
courses

2.1.3 Continue to offer 2.1.3 Academic 2.1.3 Students
hybrid and online Affairs, Student can take
courses to allow for Services classes

remaole learning remotely
olf<campus

2.1.4 Allow students with 2.1.4 Student Account 2.1.4 Students
outstanding balances to can
register with an continue
agreed-to srungement/ taking
payment plan courses

2.1.5 Transfer 2,1.5 Leaming 2.1.5 Incentives
Services Travel Resource for students
Scholarships Center, Student 10 complete
L Life __degrees
2.2 Increuse sucoess rate at the Financial
course, certificate, and

degree level by cahancing

intervention strutegies 10

foster and ensure inclusion

and equitable access 1o

student support services

2.2.1 Counseling and 2.2.1 Student Life » Increased
advising passing rate at
222 Tutoring 2.2.2 Learning the course level
Resource Center, « Increased
Academic graduation rate
Tutoring Center Tor certificate
223 Academic Probation 2.2.3 Student Life and degree
Sessions progrums
2.24 Referrals and dialogue 2.2 4 Academic « Reduced
between faculty and Affairs, Student number of
counselors Life academic
225 Student Progress 2.2.5 Academic probations
Report (SPR) Aflairs, Student » Reduced
Life financial sid
2,26 Assess carolled 2.2.6 Swudent Life waming
Individualized « Increased
Educational Plans retention rate
(IEP) from year to
22.7 Follow-up phone calls 2,27 Student Life, year
to continuing students Admissions and
Records
Developed Aug. 2021 g =
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Goal 3. At least 70% of registered students will complete enrolled general education courses in any given

semester with a Stretch Goal of 80%,
Task Responsibility | Timeline | Outcomes | Resources
Financial
3.1 Implement different On-going Afier Academic
strategies to ensure that 70% every Year 2024-2025
of registered students will semester (summer/fall
complete enrolled general and 2025)-
education courses in any academic
given semester year
3.1.1  Counseling and 3.1.1 Student Life At least 80% of
advising registered
312 Twtoring 3.1.2 Learning students will
Resource complete enrolled
Center, general education
Academic courses in any
Tutaring Center given semester.
3.1.3  Academic Probation | 3.1.3 Student Life
Sessions
3.1.4 Referals and dialogue | 3.1.4 Academic
between faculty and Affairs, Student
counselors Life
315 Student Progress 3.1.5 Academic
Report (SPR) Affairs, Student
Life

Goal 4. Atleast 25% of enrolled students will graduate within the 150% normal time to campletion (3

years) with a Stretch Goal of 35%,
Task Responsibility | Timeline | Outcomes | Resources
4.1 Implement different | On-going | At least 25% of | Financial
stritegies 1o ensure that at every enrolled students
| least 25% of enrolled semester will graduate
students will gradunte within and within the
the normal time to academic normal time o
completion. yeur completion,
4.1.1 Counscling and 4.1.1 Student |ife
advising
4.1.2  Tutoring 4.1.2 Leaming
Resource Center,
Academic Tutoring
Center
4.1.3 Academic Probation 4.1.3 Student Life
Sessions
4.1.4  Referrals and dinlogue | 4.1.4 Academic
between faculty and Affairs, Student Life
counselors
415 Swmdent Progress 4.1.5 Academic
Report (SPR) Affairs, Student Life
Developed Aug, 2021
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4.1.6 Maintain a 4.1.6 PCAA, MHHS,
collaborative PCC
agreement with PCAA
and MHIIS for
Daycare Services

4.1.7 Transfer 4.1.7 Learning
Services/Travel Resource Center
Scholarships

Goal 5. At least 20% of students who completed degree programs will transfer to 4-year
colleges/universities with a Stretch Goal of 25%.

Task Responsibility | Timeline Qutcomes Cost
S.1 Implement difTerent strategics On-going At least 20% of Financial
to ensure that at least 208 of every students who
students who completed semester completed degree
degree progrms will transfer and programs will
to 4-year colleges/universitics scadeniic transfer o 4-year
5.1.1  Counseling/advising S00 Stodent Life yoar colleges’
512 Transfer Services/Travel . universities
p 5.1.2  Leaming
Schaiarships Rébonice
Center —

Goal 6. At least 50% of students who completed degree/certificare programs will enter the workforce (job

placement) with a stretch goal of 33%.,
Task Responsibility | Timeline Outcomes | Resources

6.1 Implement different On-going | At least 50% of  Financial
strutegies 1o ensure that at least cvery students who
50% of students who semester completed
completed degree/certificate and degree/certificate
programs will enter the academic | programs will
workforce (job placement). vear enter the

6.1 Counscling/advising | §,1,1 Student Life workforee (job

6.1.2  Carcer Counseling 6.1.2 Leaming Resource placement),

Center

Developed Aug. 2021
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Basic Assumption (Rationale)

*  Student-instructor-advisor interaction has a strong impact on student satisfaction and retention.
Research studies correlate successful retention with students who feel that the College is committed
to his/her academic success und well-being,

¢ Contacting the student early in the semester of classes may be the key timeframe in assisting and
retaining students.

¢ “Student First” environment can improve retention.

Attendance and grade point averages correlate with reteation,
Students on peobation or suspension are at risk of dropping out and need targeted retention strategies.

Strategies

1. Academic Advisement - Academic advising assists students in formulating Individual Educational
Plans (IEP) and Individual Program Requirements (IPR) to achieve students’ goals. Advisors
discuss with students personal matters, carcer gouls, educational expectations, academic progress,
and any issues that may be hindrances to student learning and success, Academic advisors should be
knowledgeable in the following: degree program requirements, scademic policies, and student
support services.

PCC recognizes that academic advising is essential 1o student success, Academic advisors should
use [EP and IPR as cheeklists to cnsure consistency and aceuracy during advising. Copies of
the student’s IEP and 1PR are provided to advisees.

Academic advisors should work closely with faculty and other student support service staff 1o
manitor and assist students who are on academic probation or are ot risk of failing.

Academic advisors attend professional development activities and trainings to increase awareness of
the importance of advising and become {amiliar with other advising techniques and models as well
5 1o evaluate the effectiveness of current practices. Effective advising strategies promote student
satisfaction with PCC and provide them with encouragement and support to fullill their educational
goals.

2. Customer Service — Another key factor in student success at the college is the relationship with
faculty and seafT, PCC employees should continue to build and strengthen strong professional
relationships with students by encouraging all units to cultivate a “Students First™ environment.

Exemplury customer service should be a college goal. PCC will focus on the importance of excellent
customer service by providing needed training sessions to both full and pari-time faculty and stafT,

3. Strengthening the Role of Faculty in Student Retention — Since faculty plays a major role in
student success, the Academic Affairs Division should ensure that all faculty, whether fulltime, part-
time, or adjunct, arc well-informed of and enlurce the policics, procedures, and reyuirements of the
college. Faculty should work closely with academic advisors and other student support service staff
to monitor and assist students who are at-risk of failing.

Faculty attend professional development activities and training 10 increase rigor and quality of
instruction that emphasizes retention through active learning and student cngagement.

4. Partnering for Adjunct Faculty Development - With the increasing reliance on adjunct
instruction, it is critical that connection/early information for adjuncts is made availuble. The
Academic Affairs Division should provide an online delivery format (in addition to onc-on-one
orientution) for adjunct faculty, This will ensure that adjunct faculty arc well-informed about
policies, procedures, and requircments,

Developed Aug. 2021 % Wz
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5. Teaching/Learning/Assessment — PCC faculty are required to use active leaming strategies within
the classroom, With these activities, students are allowed to become more engaged and take a more
active role in the Jeaming process. Purthermore, this active learning style encourages a positive
attitude of students toward themselves, peers, und the institution in the learning process.

There are numerous ways to use active leaming in the classroom, varying from activities taking only
minutes to ones laking entire class periods. Some examples include but are not limited to case
studies, role-playing. muddiest point, and four corners,

Active leaming strategies encourage students to develop personal insights, to experiment with ideas,
and to interpret and integrate concepts, These strategies build community within the classroom,
thereby helping to strengthen the student’s connection 1o the leaming concepts and learming
outcomes.

Assessment involves both faculty and students in the continuous monitoring of student learning and
provides feedback to guide faculty and students in improving learning. PCC's Institutional
Assessment Process is called “FAMED”™. FAMED is to [opmulate leaming outcomes or service
outcomes; asscss them: measure the assessment; eviluute the assessment; and develop strategics 1o
be implemented o improve leaming outcomes or service outcomes should the need arise.

6. Key Performance Indicators (KPIs) — The success of the Retention Plan will be evaluated through
the foliowing Key Performance Indicators (KPls). At the end of the plan cycle, data will be collected
and analyzed 1o assess the eflfectiveness of the plan, with adjustments made as necessary,

+ Course Completion Rate: Attain 70% of the registered students who successfully complete
their enrolled courses in any given semester,

* Retention Rate: Attain 60% of the registered students from term 1o term; fall to fall; and fall
to spring.

+ General Education Course Completion: Attain a 70% completion rate of student who
completes their enrolled general education courses in any given semester.

«  Graduation Rate: Achieve a 25% graduation rate within 130% of normal time (3 years).

» Transfer Rate: Attain 20% of students who complete degree programs und transfer to a four-
year college or university,

« Job Placement Rate: Attain 50% of students who complete degree or certificate programs
and enter the workforce within six months of graduation,

« Advising Program Satisfaction: Attain 80% student satisfaction with the mandatory
advising program, as measured by survey responses as reflected from the Institutional
Effectiveness Survey (IES).

« Instructor/Class Sutisfaction: Attain 80% student satisfaction with instructors and ¢lasses,
as Indicated by instructor evaluations,

« Overall Student Satisfaction: Attain 80% student satisfaction, as reflected by the
Institutional Effectiveness Survey (1ES).

7. Continuons Improvement — Feedback — The Annual Retention Report will be compiled by the
Retention Committee with data analysis and assistance from the Institutional Research and
Evaluation Office (IREO). The report will indicate PCC's progress fowards these performance
indicators. The report will be distributed to the President, Vice Presidents, Deans, Accreditation
Liaison Officers, and appropriate divisions/departments for review and recommendutions. The
Annual Retention Report will be shared at the Annual PCC Coavocation and made available on the
college websile and in the PCC Library,

Developed Aug. 2021 \0-;2)!1

59



Appendices:
o Student Progress Report summary
o Instructional withdrawal data and analysis report
o Student withdrawal data and analysis report (¢.g. reasons why they withdraw)
o Institutional-Set Standards for Student Achicvement Report

References:

o PCC 15-Year Institutional Master Plan 2009-2024/ Annual Report Card
o PCC Fact Book

o Litcrature Rescarch (REL 2021-059) Using High School Data to Predict College Success in
Palau, puge 9
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5-YEAR TECHNOLOGY PLAN
1/2025 - 12/2029

I INTRODUCTION AND OVERVIEW

Overview

Technological mnovation in a dynamic educational setting requires careful planning, systematic
organization, and coordinated implementation. With this in mind, Palau Community College
established 1ts first 5-Year Technology Plan to provide a framework 1o carry out technology
enhancements to support and promote the mission of the College. The plan provides a structure that
identifies the relationship between student access to information technology and faculty and staff access,
training and support. To meet the educational and workforce demands. through the plan, the College
provides students, faculty and stafl with access, integration, and application of current and emerging
technologies and methods of conducting research,

Background

The first cyele of the 5-Year Technology Plan was initiated in December 2005 with the start of a
campus-wide computer inventory and needs assessment. As recommended by the accreditation team, the
College created the Technology Resources Committee (TRC) to address specific technology needs and
identify goals, tasks and timeframes to address those needs.

II. TECHNOLOGY RESOURCES COMMITTEE

Overview
The Technology Resources Committee (TRC) is a standing commitiee established by the College for the
coordination of campus-wide computing. It oversees all technology resources for the College, The
committee is comprised of management personnel, faculty, staff and a student leader from the student
body association, The committee meets when the need arises to discuss and review activities related to
computing resource plannmg and management as well as network connectivity issues. TRC will not
only assess campus computer resources but will also update the 5-Year Technology Plan annually for
the coordmation of campus-wide¢ computing inline with the following objectives:
o The 3-Year Technology Plan will use the budget or allocated funds for technology for each fiscal
year.
+ The College will use the 5-Year Technology Plan for annual fiscal decisions made for the
acquisition, deployment, use, and support of information technology on campus,
e 'The College will use the 5-Year Technology Plan to set strategic directions for the use and
support of information technology and to provide standards. guidelines, and procedures needed
to implement and support information technology on campus effectively.
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Mission Statement

Based upon the goals and objectives of the College, the Technology Resources Committee shall address
all issues pertaining 10 maintaining a user-friendly and accessible networked system of computers that
provides reliable and secure information for the management functions of the College. The committee
shall review, recommend and approve all computer related activities relative to hardware, software,
consulting, training, services and products that support the computer resource and/or its users.

11, 5-YEAR TECHNOLOGY PLAN 2025-2029 GOALS AND PLAN OF ACTION

Overview

This plan will be the 4™ cycle of a S-year plan. Most of the previous plan’s goals and tasks were carried
over with a few newly added tasks and others removed, Some tasks that were carned over were
reworded to better align with this plan while others were renumbered to accommodate additions as well
as deletions. This plan’s goals are:

Continue to monitor funding and process for purchasing of college technology

Continue (o acquire and assess needed software for college use

Continue to upgrade college local area network (LAN)

Continue established replacement of hardware on a systematic cycle

Nk W N

Continue to increase technology support

Continue to support distance education activities

Implement online registration for all students

Continue to support the IT laboratory classroom technology needs
Continue to provide adequate technology training for appropriate personnel
10, Continue to monitor ind assess technology plan and equipment

N S

Newly added tasks are:

Goal 1. Task 1: Annually review. update, and approve the process for requesting technology needs and
disseminate the information throughout the College.

Goal 1, Task 4: Open a bank account with a debit card to use for technology purchases and online
subscriptions,

Goal 4, Task 2: The following areas were included: Program/Department faculty workstations,
Academic Tutoring Center, Career Technical Education Lab School, Upward Bound Classic, Upward
Bound Math and Science. and Academic Affairs Student Laptops for Sign-Out
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5-YEAR TECHNOLOGY PLAN 2025-2029 GOALS AND PLAN OF ACTION (4TH 5-YEAR CYCLE)
Last updated on:

echnology

Continue to Momtor Funding and Process tor Purehasing of College g\
Tasks Responsible Person Timeframe Status Costs
1.1 Annually review, update. and approve the process for TRC 125 - 12729 | Ongoing $0
requesting technology needs and disseminate the
mformation throughout the College.””
1.2 Include the process for requesting technology needs in the APM Chair; 125 - 12725 | TRC Chair will $0
Administrative Procedures Manual (APM) © Director, Computer & write memo to
Data Processing APM Charr
and/or Director,
Finance
1.3 Conduct annual review of Technology, Online, and Hybrid | TRC 123 - 12729 | Ongoing S0
fee statements at the end of the fiscal year
L4 Open a bank account with & debit card to use for technology | TRC; Business Office; 125 - 3728 | Immediate action S0
purchases and online subscriptions.” Computer Services needed

* A

Continue to Acquire and Assess Needed Software tor College 1ise
Tasks Responsible Person Timeframe Status Costs
2.1 Continue to identify needed software through annual surveys | Institutional 1251229 | Ongoing S0
for employees Researcher, Computer
Systems Analyst, TRC
2.2 Continue to purchase needed software with educational TRC 1125 12729 | Ongoing Varies
discounts ($1,000-
2.2.1 Pay for license. maintenance, support. and upgrade $20.000)
fees for software used at the college ~
2.3 Continue to rescarch and make usc of free or open source TRC 1125 - 1229 | Ongomng $0
software
24 Make use of cloud computing and palau.edu Google user TRC 1125 - 1229 | Ongoing Varies
accounts and apps (S0-
$20,000)

**added goaltask tor 2013-18 plan
*Carried over from 2007-12 plan

" added goaltask for 2025.2029 plan
" Carned over from 3 Cycle

+4+ ndded goul task for 2019.2024 plan
4+ Caried over fram 2% Cycle
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Continue to Upgrade College Locul Area Network (LAN

Tasks Responsible Person Timeframe | Status Costs
3.1 Continue to purchase/replace network devices based on Computer Services 1725 - 1229 | Ongoing Varies
needs and technology trends to keep them robust, secure, and | Staff ($1.000-
current. (e,g. firewall, switches, network cables, access $20,000)
pointhubs}
3.2 Continue 1o subscribe as necessary to hardware and network | Computer Services 1125 - 1229 | Ongoing Varies
device services for technical support and assistance Staff ($1,000-
$20,000)
3.3 Involve TRC with the planning of any new building or TRC Chairperson; 125 -12/29 | Ongoing $0
relocation whead of time to plan for needed network Physical Plant Director
connection devices
3.4 Continue to tram technical support staff to oversee and Computer Services 1/25 - 1229 | Ongoing Varies (S0-
maintain the network $10,000)
3.5 Increase Internet speed. if necessary, to accommodate TRC Members 1/25 - 1229 | Ongoing Vares
campus-wide needs ($1,000-
$20,000)
“ ndded goultask for 2025.2029 plan +4+ ndded goul task for 2019.2024 plan **added goaltask tor 2013-18 plan
" Carmied over from 3 Cycle + Caried over fram 2% Cycle *Camed over from 2007-12 plan
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ontinue Established Replacement ol Hardware on a Svstematic Cyele

Tasks

Responsible Person

Timeframe

Status

Costs

4.1 Upgrade or replace servers every Five Years or as
necessary

Business

Network Monitor Controller Server

DHCP Server

Fmancial Ad

On-line course server

NS server

URB server

Talent Scarch

LRC server

TracDat

o College-wide Network Access Storage (NAS)

Computer Services
Staff’

Department/ Division
Heads

1/25 - 12129

Ongoing

Varies
($5.000 -
$20,000
per server)

4.2 Replace computers and power surges every THREE

YEARS or as necessary (purchase date in parentheses)

e Room 6]

e Room 62

e On-lme lnb

o Learning Resource Center

o Continuing Education

e Staff computers

e [Faculty laptops

e Program/Department faculty workstations ©*
® Library computer lab

e Academic Tutoring Center

e Carcer Technical Education Lab School
e Upward Bound Classic **

e Upward Bound Math and Science *°

.

Academic Affuirs Student Laptops for Sign-Out

TRC;
Department/Division
Heads

Ongoing

Varies
($1,000-
$35,000)

" ndded goultask for 20252029 plan
" Carmied over from 3 Cycle

4 ndded goul task for 2019.2024 plan
+ Caried over from 2% Cycle
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4.3  Maintain an updated Computer Technology Equipment
Inventory *

Computer Services,
Department/ Division
Heads; Physical
Resources

1/25 - 12729

Ongoing S0

5. Continue to Increase Technology Support
Tasks Responsible Person Timeframe | Status Costs
3.1 Continue to equip the library with technology equipment to | Director of Library 1/25 - 12729 | Ongoing $5.000/yr.
support teaching/lenming needs as necessary (¢.g. smart tv. | Services:
projectors, security gates, efc.)” TRC
5.2 Continue to provide support for weh-based conferencing” Computer Services 125 - 1229 | Ongoing $2,000/yr,
Staff’
5.3 Continue to provide training for computer technology Director HR Division: | 1025 - 12729 | Ongoing TBA
support personnel Dean, CE Deptz
Dean, Academic
Affairs Dept:
TRC Members
5.4 Continue o maintain a quarterly repository of all network Director of Data & 125 - 12729 | Ongoing $1.000
server backups at the Library and in Cloud storage Processing: Computer

Services Division

6, Continue to Support Distance Education Activities

Tasks Responsible Person Timeframe | Status Costs
6.1 Continue to support Distance Education Committee (DEC), | TRC; DEC 1/25-12/29 | Ongoing N/A
as a subcommitice of TRC, to develop and review policies | (Revigit DEC
and procedures necessary for the implementation and membership)
evaluation of the distance education program”
6.2 Continue working with the Accreditation Liatson Officer TRC (through DEC): /25 -1229 | Ongoing TBA
(ALO) to ensure, through DEC, that distance education ALO
activitics comply with accreditation standards”

" added goaltask for 2025.2029 plan
" Carned over from 3 Cycle

+4+ ndded goul task for 2019.2024 plan

4+ Caried over fram 2% Cycle
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6.3 Continue to ensure dedicated server, computers and other | Dean, Academic 125 -12:29 | Ongoing S1,000-
necessary equipment to support online and hyvbrid courses | AfYairs Dept: $50,000
are purchased, maintained and upgraded as necessary Computer Services

stafl’
6.4 Continue to train faculty and other necessary support staff’ | Instructional Media 125 -12/29 | Ongoing TBA

in developing and’or overseeing distance education
courses

Specialist:
Computer Services
stafl’

Implement Onhine Registration for AU Students
Tasks Responsible Person Timeframe | Status Costs
7.1 Establish an online payment system so that the online VP of Administration 125 - 12729 | Ongeing TBA
registration system is possible & Finance: Director of NOTE: Check with
Finance Bank of Hawaii
regarding PayPal
7.2 Pilot online registration and provide traming as needed Computer Services 1125 - 1229 | Ongomng TBA
StafT. Director of
Admissions & Records
7.3 Continue to rescarch a new Student Information System Computer Services 1/25 - 1229 | Ongoing TBA
(SIS) that 15 affordable. secure and reliable Stafl; Director of

Admissions & Records

8, Continue to Support the IT Laboratory Classroom Technology Needs
Tasks Responsible Person Timeframe | Status Costs
8.1 Continue to upgrade or replace 1T Program laboratory TRC: 125 - 1229 | Ongoing
classtoom{s) computers and equipment as needed IT Instructors: $40.000
Dean, Academic
Affairs DepL
8.2 Continue to upgrade or replace needed software for the IT | TRC: 125 - 1229 | Ongomng
Program laboratory classroom(s) IT Instructors;, $10,000
Dean, Academic
Alfairs Dept.

" added goaltask for 2025.2029 plan
" Carned over from 3 Cycle

+4+ ndded goul task for 2019.2024 plan

4+ Caried over fram 2% Cycle
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9. Continue 1o Provide Adeq

1ate Technology Traming {or Appropnate Personnel

Tasks Responsible Person Timeframe | Status Costs

9.1 Continue to conduct surveys for staff/faculty on an annual | Human Resources Ongoing S0
basis and analyze survey results and recommend needed Division; 1725 - 12729
technology trainings” Department/Division
Heads:

Computer Systems
Analyst: Instructional

Media Specialist
9.2 Continue to provide appropriate technology training as Director, HR; 1/25 - 12729 | Ongoing TBA
needed for faculty and staff” Dean of CE:
Instructional Media
Specialist;
Computer Services
Staft
10, Continue to Momtor and Assess Technology Plan and Equipment
Tasks Responsible Person Timeframe | Status Costs
10.1 Continue to conduct and unalyze survey resulls used to Institutional 1/25 - 12/29 | Ongoing S0
identity technology needs” Researcher, Computer

Systems Analyst:

Instruction Media

Specialist;

TRC

10.2 Continue to annually assess faculty computers used to Institutional 1125 - 1229 | Ongoing 50
support teaching” Rescarcher:

Instruction Media

Specialist;

Computer Services

Stafl

" ndded goultask for 20252029 plan ++ ndded goud task for 2019.2024 plan **ackded goallask tor 2013-18 plan
" Carned over from 3 Cycle + Caried over fram 2% Cycle *Camed over from 2007-12 plan
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10.3 Continue to semesterly assess student computer labs used | Institutional 1125 -12729 | Ongoing S0
1o support leamning’ Rescarcher:
Instruction Media
Specialist;
Computer Services
Stafl’
10.4 Continue to annually assess stafl computers to support Institutional 125 - 1229 | Ongomg s0
work related needs Researcher;
Department/Division
Heads:
Computer Services
Stafl’
10.5 Continue to review and develop appropriate technology- TRC 1/25 - 12729 | Ongoing S0
related policies and processes ©
10.5.1 TRC Technology Processes
10.5.2 Cyber Security Policy
10.5.3 Technology Use Agreement
10.5.4 Student Wi-Fi User Agreement
10.5.5 Assigned Technology Responsibility Agreement
10.6 Continue to monitor. review. and revise this Technology TRC 1/25 1229 | Ongomng S0
Plan”
* ndded goultask for 2025.2029 plan 4+ ndded goultask for 2019-2024 plan **acded goal/task for 2013-18 plan

" Carmied over from 3 Cycle

+ Caried over from 2% Cycle
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IV. APPENDICES

A. TRC Technology Processes

B. Cyber Security Policy

C, Technology Use Agreement
D. Student Wi-Fi User Agreement
E. Distance Education Manual
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APPENDIX A
TECHNOLOGY RELATED PROCESSES
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e d a v

Approved in February 7, 2011; Revised as part of this cycle

[ PCC President

I

VP of Administration and Finance/Director of Finance

Purchase of $5,000 or above require the Division Head, Department Head,
and the President’s Signature before submission to the Business Office as
stated in the Administrative Procedures Manual.

TRC Chairperson Technology Resource Committee
o Reoquest of less than $25,000 e $25,000 or more
e Miscellancous'common items *  Major items

3 3

Division/Department Supervisor Approval

|

{ ™
Requisition form with justification that refer
to specific Technology Plan goul(s)

NOTE:

o Any software and hardware technology requests must be reviewed and approved by TRC.
Requests of less than $25,000 will be reviewed and approved by the TRC
chairperson, TRC review and approval may be necessary depending on requested
items,

Request of $25.000 or above will be reviewed and approved by TRC.
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'St S8 C

Developed as part of this cycle

Computer Services Personnel establishes access and
communicate directly with user .

[} \

Appropriate Division/ Department Supervisor
submils request to Computer Services Division
¥

-

User requests access or change of access 1o -
appropriate Division/Department Supervisor

NOTE:

¢ To ensure that the College’s computertechnology related operational systems are secure,
only department/division supervisors from the offices directly responsible for these
svstems may determine the following: access to the systems, specitic roles, and/or the
users’ rights.
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alau.ed il Ac
Developed as part of this cycle

STUDENT EMAILS

Computer Services Division staff will create email
addresses for new students by the end of the fourth
week of instruction

Director/Staff from the Office of Admissions and
Records will email list of enrolled students to
Computer Services Division stall by the end of the
second week of instruction

EMPLOYEE EMAILS

Computer Services Division staflf will create revise
emplovee email address/access and notify Human
Resources Division

Director’Staff from the Human Resources Director/Staff from the Human Resources
Division will email list of new hires to Division will email list of employees with
Computer Services Division staff before new changed employee status to Computer Services

employee orientation Division staff immediately after approval of

personnel action or end of contract
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APPENDIX B
CYBER SECURITY POLICY

(Approved on September 14, 2018)
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Palau Community College
CYBER SECURITY POLICY

1 PURPOSE OF CYBER SECURITY POLICY

Cyher Secunity Policy 1s a formal set of rules by which those people who are given access to
Palau Community College (PCC) technology and information assets must abide.

The Cyber Security Policy’s main purpose is to inform college users (emplovees, contractors,
and other authorized users) of their obligatory requirements for protecting the technology and
mformation assets of the college. It describes the technology and information assets that the
college must protect and identifies many of the threats to those assets. Tt also deseribes common
security threats and user responsibilities for accessing secured and controlled Internet services,

2 WHAT THE COLLEGE IS PROTECTING

It 1s the obligation of all users of the college to protect the technology and mformation assets of
the college. This information must be protected from unauthorized access. theft and destruction.
The technology and information assets of the college are made up of the following components:

* Computer hardware, CPU, discs, Email, web, application servers, PC systems,
application software, system software, etc,

o Svstem Soflware including: operating systems, database management systems, and
backup and restore software, communications protocols, and so forth.

«  Application Software: used by the various departments and divisions within the college,
This mncludes custom written software applications, and commercial off the shelf’
software packages.

e Communications Network hardware and software including: routers, routing tables, hubs,
modems. multiplexers, switches, firewalls, private lines. and associated network
management software and tools.

3 CLASSIFICATION OF INFORMATION

User information found in computer system files and databases shall be classified as either
confidential or non-confidential. The college shall classify the information controlled by them.
The_college department/division heads are required to review and approve the classification of
the information they control and determine the appropniate level of security to best protect it
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Admingstrators must be responsible for maintaining the integrity of computer systems and data
held on them and for ensuring the syvstems are pot misused. The college and administrators will
wdentify who should have access to the computer systems and data held on them.

3.1 Data Classification System:

Public - Information that may or must be open to the general public, It is non-confidential. It is
defined as information with no existing local, national, or international legal restrictions on
access or usage. Examples include:

Publicly posted web site
Publicly posted job announcements

Internal - Information that must be guarded due to proprietary. ethical. or privacy
considerations and must be protected from unauthorized access, modification, transmission,
storage or other use, It is afso confidential. This classification applies even though there may
not be a civil statute requiring this protection. Internal data is information that is restricted to
personnel who have a legitimate reason to access it Examples mclude:

General employment data (e.g.. excluded SSN, salary)
Contracts

Confidential - Highly sensitive data mtended for limited. specific use by a workgroup.
department. or group of individuals with a legitimate need-to-know. Explicit authorization by a
specific college personnel (administrator or other designated college personnel ) is required for
access because of legal. contractual, privacy. or other constraints. Confidential data has a very
high level of sensitivity. Examples include:

Social Security Number

Student ID number (if it is the same as the Social Security Number)
Credit card number

Personal identity intormation (PIT)

4 THREATS TO SECURITY

In computer security, a threat is a possible danger that might exploit a vulnerability of breach
security and therefore cause possible harm. A threat can be ether intentional, accidental. or
otherwise o circumstance, capability, action, or event. There are different Kinds of security
threats, both internal and external, including the following common ones:

62



4.1 EMPLOYEES
One of the biggest security threats are employees, This is mitigated by the following being done:

v" Authorizing rights 1o systems for appropriate users

¥ Discouraging sharing of accounts and login information unless authorized

v Removing or limiting access to systems when employees are separated or disciplined

v Physically securing computer assets, so that only statt with appropriate need can
access

v Ensuring the Technology Resource Use Agreement is understood and followed

4.2 AMATEUR HACKERS AND VANDALS

These people are the most common type of attackers on the Internet. The probability of attack is
extremely high and there ix also likely to be a large number of attacks. These are usually crimes
of opportunity, These amateur hackers are scanning the Internet and looking for well-known
sccurity holes that have not been plugged. Web servers and electronic mail are their favorite
targets. Once they find a weakness they will exploit it to plant viruses or Trojan horses, or use
the resources of vour system for their own means. If they do not find an obvious weakness, they
are likely to move on to an casier target.

This 1s mitigated by the following being done:

v Installing up-to-date security programs. including antivirus, anti-malware software, or

anti-spyware

Subscribing the college to updated Network Firewalls (every three vears)

Encouraging employees and students to logout from any site when not in use

Considering hosting options for commonly accessed intemnal services (ex. Web &

email service)

v Educating employees and students not to click on links. open emails and files or run
programs that they did not expect to receive

v Assisting employees to update their OS and other software frequently

SSsS

4.3 CRIMINAL HACKERS AND SABOTEURS

The probability of this type of attack is low, but not entirely unlikely given the amount of
sensitive information contained in databases, The skill of these attackers 18 medium to high as
they are Tikely to be trained in the use of the latest hacker tools. The aftacks are well planned and
are based on any weaknesses discovered that will allow a foothold into the network.

This is mitigated by the following being done:

v Encouraging employees and students to create strong passwords
v Keeping web application firewalls and anti-virus and other software updated
¥ Limiting access at the administrator level
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5 USER RESPONSIBILITIES

This section establishes usage policy for the computer systems, networks and information
resources of the college. Tt pertains to all employees. students, and contractors who use the
computer systems, networks. and information resources as business partners, and individuals
who are granted access to the network for the business purposes of the college,

All users are expected to have knowledge of these security policies and are required to report
violations to the Computer Services Office where the Computer Service Director will take
appropriate action.

5.1 TECHNOLOGY RESOURCE USE AGREEMENT

All students and employees must agree to and sign the Technology Resource Use Agreement.
All students must agree to the Student Wi-Fi User Agreement upon connecting to the Student
Wi-F1.

6 ACCESS CONTROL

A fundamental component of the College's Cyber Security Policy is controlling access to the
critical information resources that require protection from unauthorized disclosure or
modification. The fundamental meaning of access control is that permissions are assigned to
individuals or systems that are authorized to access specific resources. Access controls exist at
various lavers of the system. including the network. Access control is implemented by logon ID
and password, Al the application and database level, other access control methods can be
implemented to further restrict access, The application and database systems can limit the
number of applications and databases available to users based on their job requirements.

6.1 USER SYSTEM AND NETWORK ACCESS - NORMAL USER
IDENTIFICATION

All users will be required to have a unique logon 1D and password for access to systems, The

user’s password should be kept confidential and MUST NOT be shared with any other employee

whatsoever. All users should comply with the following rules regarding the creation and

maintenance of passwords:

¥ Avoid words that can be found in an English or foreign dictionary. That is. do not use
any common name. noun, verb, adverb, or adjective. These can be easily cracked using
standard “hacker tools™. Instead, passwords should be at least 8 characters long and
should be a combimation of uppercase and lowercase letters, numbers and svmbols,
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v Passwords should not be posted on or near computer monitors or towers or otherwise be
readily accessible in the area around the computer.

v Itis strongly recommended that passwords be changed every 6-12 months or as
NECeSsary.

v User accounts will be frozen after 3 failed logon attempts.

v Logon IDs and passwords will be suspended after 30 davs without use. except for those
svstems being used once a semester,

Users are not allowed to access password files on any network infrastructure component.
Password files on servers will be monitored for access by unauthorized users, Copying, reading,
deleting or modifving a password file on any computer system is prohibited.

Users will not be allowed to log on as a Svstem Administrator. Users who need this fevel of
access 1o production systems must request a Special Access account.

Employee Logon 1Ds and passwords will be deactivated s soon as passible if the employee is
terminated, fired, suspended, or otherwise leaves the employment of the college. Student
accounts will be deleted cach semester.

Supervisors / Managers shall immediately and directly contact the college Human Resource
office personnel to report change in employee status that requires terminating or modifying
employee logon access privileges. The Human Resource office will inform the computer service
personnel to take appropriate action.

Emplovees who forget their passwords must call the Computer Service office to get new
passwords assigned to their accounts, The emplovee must identify himselfherself to the
Computer Service office.

6.2 SYSTEM ADMINISTRATOR ACCESS
System Administratoss, network administrators, and security administrators will have full access
rights to host systems, routers, hubs, and firewalls as required to fulfill the duties of their jobs,

All system administrator passwords will be changed immediately afier any employee who has
access Lo such passwords is terminated. fired, suspended. or otherwise leaves the employment of
the college.

6.3 SPECIAL ACCESS

Special access accounts are provided to individuals requiring temporary or permanent system
administrator privileges in order 1o perform their jobs. These accounts are monitored by the
college and require the permission of the college department/division heads. Special accounts
may expire or be renewed as directed by department and’/or division heads,
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6.4 CONNECTING TO THIRD-PARTY NETWORKS

This policy is established to ensure a secure method of connectivity provided between PCC and
all third-party companies and other entities required to electronically exchange information with
the college. When third —party entities need to be connected, the appropriate personnel will
notify the Computer Services Office for connection and the third-party entity must sign the
Technology Resource Use Agreement.

“Third-party” refers to vendors, consultants and business partners doing business with the
college, and other partners that have a need to exchange information with the college. Third-
party network connections are to be used only by the employees of the third-party, only for the
husiness purposes of the college, The third-party company will ensure that only authorized users
will be allowed 1o access information on the college network. The third-party will not allow
Internet traffic or other private network traffic to flow into the network. A network connection
will terminate right afler the third-party has completed its business with college.

This policy applies to all third-party connection requests and any existing third-party
connections.

6.5 CONNECTING DEVICES TO THE NETWORK

Only authorized devices may be connected to the College network(s), Authonzed devices
include PCs and workstations owned by the college that comply with the configuration
guidelines of the college. Other authorized devices include network infrastructure devices used
for network management and monitoring. Connection to the network will be completed by the
Computer Service office personnel.

NOTE: Users are not authorized to attach any device that would alter the topology characteristics
of the Network or any unauthorized storage devices, ¢.g, thumb drives and writable CD’s.

6.6 REMOTE ACCESS

Only authorized persons may remotely access the college’s systems. Remote access is provided
1o those employees, contractors and business partners of the college that have a legitimate
business need to exchange information, copy files or programs, or access computer applications,
‘The authorized connection can be remote PC to the network or a remote network to the college
network connection. The only acceptable method of remotely connecting into the internal
network 1s using a secure 1D assigned by the college Computer Services.

6.7 UNAUTHORIZED REMOTE ACCESS

The attachment of any devices (e.g hubs) 1o a user’s PC or workstation that is connected to the
college LAN is not allowed without college permission. Additionally, users may not mstall
personal software designed to provide remote control of the PC or workstation. This type of
remote access bypasses the authorized highly secure methods of remote access and poses a threat
to the security of the entire network.
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7  PENALTY FOR SECURITY VIOLATION

The college takes the issue of security seriously, Those individuals who use the technology and
information resources of the college must be aware that they can be disciplined if they violate
this policy. Upon violation of this policy, an employee of the college may be subject to
disciplinary procedures as stated in the Technology Resource Use Agreement.

In n case where the accused person is not an employee of the college. the matter shall be
submitted 1o the appropriate college personnel. The appropriate college personnel may refer the
information to law ¢nforcement agencies and/or prosecutors for consideration as to whether
criminal charges should be filed against the alleged violator(s),

8 SECURITY INCIDENT HANDLING PROCEDURES

‘This section provides some policy guidelines and procedures for handling security incidents.
The term “security incident” is defined as any irregular or adverse event that threatens the
security, integrity, or availability of the information resources on any part of the college network.

Some examples of security incidents are:

o Illegal access of a college computer system. For example, a hacker logs onto &
production server and copies the password file.

e Damage to a college computer system or network caused by illegal access. Releasing a
virus or wormt would be an example.

e Denial of service attack against a college web server. For example. a hacker mitiates a
flood of packets against a Web server designed 1o cause the system to crash,

*  Malicious use of system resources to launch an attack against another computer outside
of the college network. For example, the computer service office notices a connection to
an unknown network and a strange process accumulating o lot of server time.

Employees who believe their computer systems have been subjected to a security incident, or has
otherwise been improperly accessed or used should report the situation 1o Computer Service
immediately. The employee shall not turn ofF the computer or delete suspicious files. Leaving
the computer in the condition it was in when the secunity incident was discovered will assist in
identifying the source of the problem and in determining the steps that should be taken to remedy
the problem.
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APPENDIX C
TECHNOLOGY USE AGREEMENT

(Approved on February 7, 2011)
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Palau Community College
P.O. Box 9

Kaorar, PW

Republic of Palau 96940

Technology Resources Use Agreement

This agreement 1s made between Palau Community College and the employee (print name)

for the duration of hisfher employment. This agreement in its
entirety covers electronic rights and responsibilities. Members of the faculty and staff have the right to
the computer related technology at the college. This right and the resulting right to the college
technology services and application carry the responsibilities that attach to the use of any college
computer related technology. Any revocation of any of these rights is subject to the normal due process
available to any member of the faculty and staff. The college expects members of the faculty and staff
to become familiar with individual and institutional responsibilities for the use of the college computer
related technology and to protect its electronic information.

Electronic Rights and Responsibilities
Terms and Agreements

The college owns and is responsible for all computer related technology, and, therefore, all
communications and activity conducted over it. Authonzed use of the computer related technology shall
be consistent with the mission of Palau Community College and its technology policy. For each college
employeewho is assigned a specific computer to use, one Internet Protocol (IP) number is assigned
for one employee, whether it is a desktop or laptop computer he or she uses. Any moving or
replacement of college computers requires contacting the staff at the Computer Service and filling out
the computer inventory form, to be used for keeping track of the college computer related technology.

This policy defines the acceptable usage of the computer technology resources for the college
employees. The computer systems should be used for work purposes; with an addition of privileges
such as:

To send and receive necessary and occasional personal communications;

To prepare and store persona data in a reasonable manner

To access the Internet for brief personal research and inquiries outside of working hours,
provided that employees adhere to all other usage policies.

This policy also defines unacceptable uses of computer technology resources of Palau Community
College. The college reserves the right, upon reasonable cause for suspicion, to access all aspects of its
computing systems and networks, including employees’ login sessions to determine if a user is violating
this policy.

Misuse of Palau Community College computer technology resources is prohibited, but not limited to:

. Prohibited use
Employees may not use any of the college computer technology resources for any illegal
purposes or violation of any project’s policy, in a manner contrary to the best interests of the
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college. in any way that discloses confidential or proprietary information of the college or its
emplovees and students, or for personal gain.

Copyright Infringement

Any download on the college Internet line that will infringe a copyright of a material. audio or
video is totally prohibited and will be subject 1o a suspension and termination of the offender’s
Internet connection at the college,

Damage of POC property (laptops/desktops/printers)
Employees may not misuse PCC property or let their family members play with their computers,
If the property is damaged, they are liable and will be responsible for the damage.

Harassing, Discriminatory, and Defamatory

Under no circumstances may employees use the college’s computer technology resources to
transmit, receive, or store any information that is discriminatory, harassing, or defamatory in any
way. The college does not tolerate discrimination or harassment based on gender, pregnancy,
childbirth (or related medical conditions), race. color, religion, national origin. ancestry. age.
physical disability, mental disability, medical condition, marital status, sexual orientation., family
care or mental leave status, or iy other status protected by Republic of Palau Public Law
(RPPL) and PCC Personnel Rules and Regulations.

Game Playing
Computers are not 1o be used for recreational game plaving during working hours.

Gambling
Computers are not 1o be used for Internet gambling at any time.

Music and Movie download
Computers are not to be used to download music or movies through the Internet.

Online Shopping
Computers are not to be used for Intemet online shopping for personal purposes.

Private Commercial Purpose
Computer resources shall not be used for personal or private commercial purposes or for
financial gam.

Political Advertising or Campaigning
Computer resources and networks shall not be used for political purposes.

Pornography

Computers are not to be used to visit sites that are considered obscene. In the event that an
emplovee disregards this policy and continually visits unauthorized sites. it will be grounds for
disconnection from Internet after o wamning has been issued to that employee. The college has
the right to view private files that have been downloaded to check for the propriety of
downloaded files and monitor bandwidth usage, The college prohibits employees from using its
computer resources 1o send sexually oriented images or messages,
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Unlicensed Software and Software Piracy

The use of unlicensed software on college computers is prohibited. All sofiware in use on the
college computers must be officially licensed software. College emplovees are prohibited from
distributing college owned software to individuals or agencies outside of the college.

College E-mail usage

E-mail is a working tool for the college emplovees and the use of e-mail s primarily for official
purposes; therefore, passwords are given to employees that are assigned e-mail accounts. Only
authorized employees are permitted to use the password of another employee to access that
emplovee’s e-mail account. Misuse of passwords and the unauthorized sharing of passwords are
prohibited.

FORWARDING E-MAILS

Users may not forward e-mail to others without the expressed permission of the sender. The
expressed permission is necessary since frequently e-mail contains confidential or proprietary
information. All employees must consider that e-mail messages meant for a single reader may
not be meant for widespread distribution.

CHAIN LETTERS
Employees are prohibited from initiating or forwarding chain letters via e-mail.

SPAMMING

Employees are prohibited from sending spam (unsolicited ¢-mail).

SPOOFING

Employees are prohibited from hiding their identity (spoofing) when sending e-mail. Any
anonymous or pseudonymous e-mail messages are prohibited,

Misuse of Palau Community College computer resources will be subjected to these disciplinary

procedures:

First Oflense - waming from the Technology Resources Committee

Second Offense - computer will be disconnected from the Internet for one week

Third Offense — employee will be subject to disciplinary action pursuant to PCC Persormel Rules
and Regulations manual

Agreement Signatures

o o _ . hereby agree 1o the terms of this agreement
Please sign your name and the Cyber Secunty Policy.
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APPENDIX D
STUDENT WI-FI USER AGREEMENT
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STUDENT WI-FI USER AGREEMENT

FALAL
COMMUNITY
COUEGE

The purpose of this agreement is to set forth terms and conditions, as well as standards and guidelines, for
the acceptable uses of Palau Community College Student Wi-Fi Service. The college expects student to
become familiar with individual and institutional responsibilities for the use of the college student Wi-Fi
and also to protect its electronic information. By choosing to use student Wi-Fi service, the user agrees
to abide by the college Student Wi-Fi User Agreement. All relevant School rules, regulations and policies
apply including the Cyber Security Policy.

Student Wi-Fi Terms & Conditions

You must be registered Palau Community College student.

The student Wi-Fi network can be accessed using any Wi-Fi-enabled device, such as a laptop
computer, PDA or smart phone.

Though the student Wi-Fi network 1s designed to cover all of the campus common areas, no
guarantee 1s made for signal strength or availability.

For security reasons, time limit for connectivity is three (3) hour. The connection will disconnect
by itself so you have to login again if you need more time in the internet.

Printing is not available via student Wi-Fi network. Printing is available at Open Lab or Online
Lab located in Btaches building.

The School assumes no responsibility for any alterations or interference with a computing device's
configurations, operation or data files resulting from connection to the student Wi-Fi network
The School is not responsible for the content, accuracy or availability of any extemal sites the
student want/need to go in.

The School is not responsible for any loss of data, or for theft or damage to personal equipment or
software.

Although wireless connections are secured with encryption, school is not responsible for users
who transmit credit card information, passwords or any other sensitive personal or business
information over the student Wi-Fi network Anti-virus and secunty protection are the
responsibility of the user and not the school.

The School reserves the right to terminate a wireless Intemnet session at any time.

Student Wi-Fi User Agreement
The use of the Service for the following activities is prohibited:

1.

Sharing Username and Password — Sharing username and password to anyone is unacceptable.
User who provides such information to others to gain internet access will be subject to disciplinary
action depending on the number of offense.

Copyright Infringement — Any download using the service that will infringe a copyright of a
material, audio, video or document is totally prohibited and will be subject to disciplinary action
depending on the number of offense.
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3.

Spamming and Invasion for Privacy - Sending of unsolicited bulk and/or commercial message
over the internet using the service or using the service for activities that invade another’s privacy
is prohibited,

Private Commercial Purpose - Using the service for personal gain; for example, by selling vour
username and password to others. or by performing work for profit with school resources in a
mamner not authorized by the School.

Defamatory or Abusive Language - Using the service to transmit, post, upload, or otherwise
make available defamatory, harassing, abusive, or threatening material or language that
encourages bodily hamm, destruction of property or harasses another is prohibited,

Hacking — Accessing illegally or without authonzation to computers, accounts, equipment, or
networks belonging 1o another party. or atlempling (o penetrate security measures of another
system is prohibited.

Pornography - Student Wi-Fi is not to be used to visit sites that are considered obscene, The
college prohibits users from using its service to send sexually oriented images or messages. In the
event that a student disregards this policy and continually visits unauthorized sites, it will be
grounds for internet access loss after a warning has been issued to that user.

Supervision and Monitoring

The college reserves the right, upon reasonable cause for suspicion, 1o access all aspects of its computing
systems and networks, including students” login sessions to determine if a user is violating any agreement
mentioned above. The college has the right to determine which uses constitute acceptable use and to limit
aceess 1o such uses, The college has the right 1o limit the time of access and priorities among competing
acceptable uses, The college also reserves the right to view private files that have been downloaded to
check for the propriety of downloaded files and monitor bandwidth usage.

Consequences for Violation
Violations to any of these rules may result in disciplinary action depending on the degree, seventy and
number of times the rule is violated.

First Offense — waming from the Computer Services

Second Offence — user will lose access to the service. Computer Services will need valid reason
for reactivation

Third Offence — user will lose intemel access permanently

(print and sign name)

hereby agree to the terms of this agreement and the Cyber Security Policy.

Date:
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APPENDIX E
DISTANCE EDUCATION MANUAL

(Developed on April 29, 2016; Revised in 2018)
{Checklists revised in 2020)
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Distance Education Manual

Developing Hybrid/Online Courses
or
Resource Repositories

(Revised 2020; 2018)
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This Distance Education Manual is designed to teach faculty the steps to make the transition to
online/hybrid from a face-to-face environment smoother and more problem free for you and your
students. Keep in mind that the difference between face-to-face traditional instruction and online hybrid
instruction is in the method of delivery. The course material presented to online hyvbrid students should
be the same as in the classroom which uses the traditional face-to-face delivery method. This manual is
also designed to assist faculty with creating resource repositories for traditional courses,

According to the United States Department of Education (USDOE), “Distance education means
education that uses certain technologies o defiver instruction to students who are separated from the
instructor, and to support regular and substantive interaction between the students and the instructor,
The interaction may be synchronous (student and instructor are in communication at the same time) or
asynchronous. The technologies may include:

« the Internet,

* audio conferencing, or

» one-way and two-way transmissions through open broadcast. closed circuit, cable. microwave,
broadband lines, fiber optics. satellite, or wireless communications devices,”

(https://ifap.ed.gov/fsahandbook).

Definitions as used by Palan Community College (PCC):

+  Omline - Course contenl. activities and interaction are [ully online except for major exams or course
activities (e.g presentations, midterm and final exams), Good study and technology skills are
recommended for student success. Students MUST access the online course material through a required
login and password (no open sccess). Student use of the online materials is a required element of the
course,

Online courses require the instructor to check students’ progress and participation in all activities
through the online platform. Instructors must check the course site on a daily basis 1o see how students
are progressing through the course content and 1o communicate with students on a regular basis.
Instructors may schedule optional synchronous sessions which could include the possible use of chat
rooms, Skype, FB messenger, Zoom meetings and other similar technologies or meet with students if’
requested by them.

+  Hybrid - class meets face-to-face for some number of instructional hours. However, some portion
of instructional hours s scheduled to be replaced with online hours. The mstructor may or may not
meet with students during online sessions (Onlime hours can be synchronous or asynchronous or a
combination of both so long as students are informed of the requirements ahead of time). Good study
and technology skills are recommended for success. Login and password are required.

Hybrid courses combine the traditional face-to-face classroom with an online environment also. The

traditional classroom time is reduced as some classroom activities and resources are placed online
giving students more flexibility with time but still allows for face-to-face instructor guidance. The
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instructor is able to follow student progress more closely with the traditional classroom setting vel
assign work and research to be done either with instructor’s presence or as outside classroom activities.
The online activities need to be such that cover the remaining contact hours, (For example, if a 3 credit
lecture course which requires 3 contact hours a week meets one hour in the classroom, the activities
online should take approximately two more hours to complete, In this way, 3 contact hours are
covered,) Face-to-face meetings have a set day and time for students to attend, However, it is important
to note that the online work can be at the student’s convenient time provided the work is completed by
the instructor’s set deadline,

Instructors must conduct at least one in-class session per week in the assigned classroom for hybrid
courses, More may be scheduled as needed. Instructors are encouraged to meet with students in the on
e computer lab as needed. It 1s advised to do this for the first week or two for student understanding
of a hybrid student leaming style.

Faculty teaching online/hybnid courses are expected to check online/hybrnd course sites daily for student
messages and are expected to reply to all messages or emails within 24 hours. Assignments are
expected to be retumed with comments/grades in a timely manner. usually within a week period at the
most. Faculty must inform students of their progress on a regular hasis and are expected to comply with
all academic policies, procedures and requirements whether in a full time or adjunct position.  An
orientation for students conducted by the instructor of the hybrid online course s mandatory,

¢ RESOURCE REPOSITORY

Faculty may also choose 10 use the LMS as a repository for resources for traditional classes, Should an
instructor choose to do this, he/she needs to consult with the Distance Education Chairperson or
Instructional Media Specialist for training. Orientation for students is mandatory as students need to
have a username and password.

Procedures for developing an online/hybrid course:

This document outlines the steps for faculty in the development of online courses,

—_
s

Discuss the idea with your department/program head, Nore: Courses must be approved by the
curriculum committee (CPC) before they can be considered for online/hybrid resource repository
development. New courses go through the process for proposing new courses.

Complete the Online Hybrid Course/Resource Repository Development Proposal Form.

Submit the form to Distance Education Committee (DEC)

Take part in course training prior to developing course

Develop course completely from [irst day of instruction to final exam a month before the first
offering of the course online. If used as a Resource Repository, major resources should be ready
for use.

Inform DEC when development is completed and ready for students

Have course approved by DEC

Uoh W

N
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Training will be provided by the Distance Education Committee (DEC) chairperson and’or

Instructional Media Specialist. Faculty must work with the DEC chairperson and or Instructional Media
Specialist when designing the course and also agree to be orientated to teaching online.  All technical
issues and problems with the course site should be directed to the PCC Online Administrator.

Basic Online Course Requirements:

10.

11,

12,

13.

14.

Course must use the PCC approved leaming management system (LMS).

Course design must include Online Course Building Checklist but can be further developed if
faculty developer wishes.

Courses need 1o be completed and approved by DEC at least a month before semester being
offered begms,

Courses need to have major assignments scheduled and proctored by instructor in the PCC
Online Lab (¢.g. midterm and final ¢xams)

Courses need to include at least two discussion boards/forums where students post to each
other’s postings,

Courses need to have course evaluation with final exam if possible and should have this done
prior to start of final exam. Course evaluation will be developed by the Institutional Research
and Evaluation Office (IREO). If there is no final exam, the course evaluation needs to be done
before the submission of the last assignment or activity of the course,

Major assignments need to be changed each semester to prevent copymg by students from
semester to semester. This can be as minor as just changing topics for essavs to changing
multiple choice or true false questions 1o using completely new short answer guestions for
midterms and final exams,

Once a course is developed, it will be cloned for alf sections,

Adjunct faculty and full time faculty new to teaching on line must undergo online teaching
training prior 1o the first day of instruction,

Full time faculty are responsible for course content and development, PCC Online
Admmistrator for technical support. and DEC chair and Instructional Media Specialist for
course development training.

PCC Online Administrator does not develop or design courses. When assistance is needed,
contact the DE chairperson or Instructional Media Specialist. PCC Online Admimstrator is
responsihle for technical support only,

Student/course orientation must be offered cach semester for students who wish to attend.
Orieatation must be done by the end of the first week of instruction.

Onentations must be conducted by the teaching faculty of the course sections. Online courses
will conduct the ortentations at $:00pm or later to accommodate working students. If
necessary, due to full time slots, 4:00pm should be the earliest time scheduled for orientations.
Courses with labs will conduct orientation in the Online Lab during the first course lab.
Faculty are expected to log in at least once a day to check for student messages and student
participation. Faculty should refer students to advisors if regular participation is not occurring,
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Basic Hybrid Course Requirements:

1. Course must use the PCC approved and implemented leaming management system (LMS).

2, Course design must include Hybrid Course Building Checklist but can be further developed il
faculty developer wishes,

3, Courses need to be completed and approved by DEC at least @ month before semester being
offered begins.

4. Courses need to have major assignmenis scheduled and proctored by instructor in the on line
computer lab if on the course site {midterm and fmal exams at least). Instructors may wish to
conduct major exams and quizzes during in-class sessions instead,

5. Courses need to have course evaluation completed as with traditional course delivery method.
Course evaluation will be done at a scheduled time during an in-class meeting.

6, Major assignments need to be changed each semester 1o prevent copying by students from
semester to semester. This can be as minor as just changing topics for essays to changing
multiple choice or true/false questions to using completely new shost answer questions for
midterm or final exam.

7. Once a course is developed, it will be cloned for all sections, Online courses will be used for
hybrid courses with instructor deciding how much will be used in hybrid mode.

8, Adjunct faculty and full time faculty new 1o teaching on line must undergo hybrid teaching
training prior (o the first day of mstruction.

9. Full time faculty are responsible for course content and development, PCC Online
Administrator for technical support. and DEC chair and Instructional Media Specialist for
course development traming.

10, PCC Online Administrator does not develop or design courses. When assistance 1 needed,
contact the DE chairperson or Instructional Media Specialist. PCC Online Administrator is
responsible for technical support only,

11, Student/course onentation must be offered each semester for students who wish to attend,
Onentation must be done by the end of the first week of instruction.

12, Orientations must be conducted by the teaching faculty of the course sections. Hybrid courses
will conduct the orientations during the already scheduled course time. Courses with Jabs will
conduct orentation n the Online Lab during the first scheduled course lab,

13, Faculty are expected to log in at least once a day to check for student messages and student
participation. Faculty should refer students to advisors if regular participation is not occurring,

Training will be provided by the Distance Education Committee (DEC) chairperson and/or

Instructional Media Specialist. Faculty must work with the DEC chairperson and/or Instructional Media
Specialist when designing the course and also agree to be orientated to teaching online.  All technical
issues and problems with the course site should be directed to the PCC Online Administrator.

All courses, whether hybrid or online must be up to date with current dates and information.

Resources and links should be checked prior 1o cach semester taught 1o ensure they are current.
Resource Repositories need to also check resources and links for currency.
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g ONLINE, HYBRID OR RESOURCE REPOSITORY PROPOSAL

mw Today’s date;
Proposing Facully: Progrum/Depl.:
Course Title and Number:
Contact Information: Email: Telephone:
Chedk appropriate request: [] Online Ou yhrid [ Resource Repository

Proposed Semeser/Year Delivery Date:

Proposing Faculty Signature:

Program/Department Chair Approval: (print/sign)

Distance Education Committee Use
Request Reccived Course Approval (date): Approved by DE Chair / Deagnee:
(date):
[ Approved [ Disapproved Print/Sign:
Date:
State reason for disapproval below:

Detached and submit the top to Distance Education Committee Chairperson.
ML K

Tohave your request appeoved by the College Distance Education Committee, please ensure the following.

Course must be 8 Committee on Programs and Curricula (CPC) approved course

™

G begm,

1E 7 new course, the CPC prooess for approval must be comp leted before designing as hybnd or online course

3 Course offered in online or hybrd delivery must be consistant with face.to-face delwery 1 terms of content.

and course rigor.
4 For proper course development, follow requirements outlined in the Distance Education Manual.

]

Course needs to be fully developed and ready for review at least one month proe to the semester being offered

6 Importart Note: All onlme and hybrid courses including resource repositery undergo monitonng by the Dean

and/or the Associate Dean of Academic Affars twice a semesten/session. Monitoring ensures guality of
leaming and teaching

81



ParAv CommuniTy COLLEGE
Online Course Building Checklist

Course:

Overview: As vou're developing your course on PCC Online, here is a checklist to ensure that the
necessary imformation is included in your course.

Course Overview/Introduction Section

This section contains (or links to) the following:

Required items Yes | No Comments

Course number

Course name'title

Course description

Course delivery mode (¢.g. online or hybrid) and clear
explanation of what it means

Instructor name. contact mformation (MUST include
email, phone number, extension number, office). and
office hours. Include mstructor's expected response
time for responding to student inquiries. questions. or
emails,

Syilabus (must include disability disclamer and a
section on plagiarism/cheating including
CONSCYUEnCes )

Netiquette guidelmes for students

PCC Academic Policy — Attendance

PCC Academic Policy — Academic Integrity

Course fearning outcomes with rubric

Course schedule of activities

For courses that requires writing and or research,
include appropriate MLA/APA resources/references

Instructional Design and Delivery

Required items Yes | No Comments

All weekstopics are fully developed and visible,

Each week/topic is clearly identified labeled with an
overview of what will be covered.

Organization and sequencing of the course content is
logicul and clear.

Revised Dec. 2020
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e [nstructional materials are casily located.
clearly labeled. and are accessible.

e Instructional materials are appropriate {c.g.
relevant, clear, ete.).

o Instructions for assignments’activities including
rubrics and submission methods are logical and
clear,

® ue dates for course activities are correctly set,

Course content is “chunked” for more manageable
leaming.

Multiple methods for assessing and evaluating student
leaming is used. Students are not assessed solely on
tests/quizzes but are provided other opportunities to
demonstrate proficiency in different ways.

Course includes a way for students to introduce
themselves (¢.g. discussion boards forams) and
requires students to respond to other students”
introductions,

Course includes a minimum of 2 discussion
hoards/forums that offer thought provoking answers
and requires students to respond to other students’

posts.

Instructional materials can be reviewed repeatedly (no
close date for resource material) and is available for
printing,

Fonts, colors, and images/videos used are appropriate,
clear, and legible.

All weekstopics are consistent in layout and design.
e Visually and functionally consistent.
o Spelling and grammar are consistent and
accurate,
o Sentences and paragraphs are brief,

Course includes an online course and mstructor
evaluation administered managed by Institutional
Research and Evaluation Office (IREO)

Revised Dec. 2020
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PaLAv CommuntTy COLLEGE
Hybrid Course Building Checklist

Course:

Overview: As you're developing your course on PCC Online. here is a checkhist to ensure that the
necessary information is included in your course.

Course Overview/Introduction Section

This section contains (or links to) the following;

Required items Yes | No Comments

Course number

Course name title

Course description

Course delivery mode (e.g. online or hybrid) and clear
explanation of what it means

Instructor name. contact information (MUST include
email, phone number, extension number, office), and
office hours, Include mstructor’s expected response
time for responding to student inquiries, questions, or
emails,

Course meeting days, imes, and room number(s)

Svilabus (must include disability disclaimer and a
section on plagiarism/cheating including
Consequences)

Netiquette guidelines for students

PCC Academic Policy — Attendance

PCC Academic Policy -~ Academic Integrity

Course learning outcomes with rubri¢

Course schedule of activitics

For coursey that requires writing and’or research,
include appropriate MLA/APA resources references

Instructional Design and Delivery

Required items Yes | No Comments

All weekstopics are fully developed and visible,

Each week/topic is clearly identified/fabeled with a
brief overview of what will be covered.

Revised Dec. 2020
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Organization and sequencing of the course content is
logical and clear.
o Instructional materials are easily located,
clearly labeled, and are accessible.
o Instructional materials are appropriate (e.g
relevant. ¢lear, etc.),
o Instructions for assignments/activities
including rubrics and submission methods are
Togical and clear.

o Due dates for course activities are correctly set.

Course content is “chunked” for more manageable
leaming.

Multiple methods for assessing and evaluating student
leaming s used, Students are not assessed solely on
tests/quizzes but are provided other opportunities to
demonstrate proficiency in different ways.

Instructional materials can be reviewed repeatedly (no
¢lose date for resource material) and is available for
printing,

Fonts, colors, and mmages/videos used are appropriate,
clear, and legible.

All weeks/topics are consistent in layout and design.
e Vizually and functionally consistent.
o Spelling and grammar are consistent and
accurate,
o Sentences and paragraphs are brief.

*Instructor evaluation for all hybrid courses will follow the schedule set by the Institutional Research
and Evaluation Office (IREO)

Revised Dec. 2020
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PavLAv CommuniTy COLLEGE
Resource Repository Building Checklist

Course:

Overview: As you're developing your resource repository on PCC Online, here 15 a checklist to
ensure that the necessary information is included i your site.

A resource repository is a dedicated site on PCC Online that contains or links to resources that support
traditional classes. Like online and hybrid courses. access to resource repositories requires a username
and password. As such. orientation on how to access PCC Online is strongly recommended for
traditional courses with resource repositones.

Repository Overview/Introduction Section
This section contains the following

Required items Yes | No Comments

Course number

Course name title

Repository description

Instructor(s) name(s ). and contact information (MUST
include email, phone number, extension number,
office).

Repository Organization and Design

Required items Yes | No Comments

All sections of the repository are complete and visible.

e Fach section is clearly identified labeled.

e Resources are easily located, clearly labeled.
and are accessible,

e  Resources are appropriate (e.g. relevant, clear,
ele. )

e Resources can be reviewed repeatedly (no close
date for resource material) and textual
resources are available for printing,

Fomts, colors, and images/videos used are appropriate,
clear. and legible.

All sections are consistent in layout and design,
e  Visually and functionally consistent.
e Spelling and grammar are consistent and
accurate,
o Sentences and paragraphs are brief.

Revised Dec. 2020
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COURSE READINESS
All hybnd and online courses need to be prepared for offering by the assigned faculty whether
courses are newly designed or being repeatedly offered. When a hybrid or online course has
already been designed and approved for offering. it is the responsibility of the faculty assigned to
teach such course 1o prepare it for the semester being offered. Courses must be ready for
commitlee review one month prior to the beginning of the first day of mstruction. Major exams,
quizzes, assignments, and discussion forums need to be revised if course is a repeated offering
and all semester dates of student activities (assignments and examinations of all tvpes) need to
be in place. In addition, if' a course outline has undergone revisions, the revisions must be
reflected in the online/hybnd delivery of the course as well,

Courses are usually designed by weeks. However, courses can also be designed by topics or
course learning ontcomes (CLOs). All weeks, including the final exam week, must be
available for students to view. Quizzes and exams need 1o be properly set to start and end at
specific times and should be visible as activitics to be completed and not hidden from student
view. While an assignment, such as the actual final exam may be hidden, there should be some
indication that the assignment is required and the date. In like manner, all topics or CLOs
should be displayed for students to view and not be hidden.

TEACHING THE COURSES
Faculty must follow the PCC Attendance policy for online students, Therefore, imstructors must
log on at least once a day to ensurc that students are actively participating in academic related
activities. According to USDOE, conceming academic related activities for distance education
COUTSES:

*  Documenting that a student has logged into an online class is not sufficient by
itself.

+  School must demonstrate that a student participated in class or was otherwise
engaged in an academically related activity such as contributing to an online
discussion or initiating contact with a faculty member to ask a course related
(uestion,

Faculty are expected to grade in a timely manner, and for online courses, use course site o
collect student assignments, record grades and student feedback, and give additional assistance
as needed for course content,  Assignments for hybrid courses may be collected during the face-
to-face mecting time.

COURSE ASSESSMENT
Course assessment is a requirement of faculty whether teaching in the online delivery mode or
face-to-face, Online courses will be assessed in the same format as face-to-face courses
following the established course assessment schedule and the institutional assessment process,
FAMED. Fall courses will be assessed in the fall and spring courses will be assessed in the

spring,
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A faculty teaching for the first ime will be required to attend an orientation training for course
assessment; however. trainmg for course assessment can be requested at any ime. There may

also be other required training sessions that will need to be attended, such as when revisions or
updated are mcorporated into the assessment process,

FACULTY EVALUATIONS
Student evaluations will be conducted cither by using the PCC created student evaluation for
online courses or {as for hybrid courses) by the PCC student evaluation used for traditional
courses  Student evaluations will be done prior to the final exam if final exams are required by
the course and the PCC created online student evaluation is being used.

Best Practices for online courses
(Tips for successful teaching and learning)

1. Create a “welcome™ for your students, Students need to be introduced 1o both the
learning style and the course right from the start of the semester. Create an introduction to the
course and a summary of what the student “will know and be able to do™ at the end of the
course. List the course leaming outcomes. give tips for online leaming success and provide
important information, such as the syllabus and grading rubrics in this section.

2. Organize your course by units or weeks to make it easy for students to follow.
Students need 1o see the organization of the course clearly. It should be casy for the students 1o
navigate through the learning objectives throughout the semester and for students to clearly
understand the leaming outcomes of each unit or week

3. Have a varety of assignment types, Students need variable ways to leam and show they
have understood the learning outcomes of the course. Online courses can have different
assignment designs including matching, multiple choice, short answer and essay type
assessments, Quick assessments can be gotten through the use assignments that are taken on the
coursc site with grades gencrated immediately at the end of the assignments while longer writing
assignments can be uploaded with time allowed for instructors to comment and grade.

4.  Create clear expectations for students. Students need clear expectations for how to
communicate with their instructor, where 1o find course information, what assignments need 1o
be done, how they need to be completed and when assignments are due. All of this information
should be clearly communicated o students through the course design. assignment instructions
and teacher communications.

5. Give clear guidelines for grading. Students need to understand what is expected of them
for writing assignments especially. Have rubrics for assignments that guide the students and
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clearly explain the grading of the assignments, Post rubrics on course site for students to view
before beginning assignments,

6.  Prepare discussion posts that invite guestions, discussions, reflections, and responses.
Students need to mteract with one another and have meaningful class discussions just as in fuce-
to-face classroom settings. Pose questions that will lead to enitical thinking and thought
provoking discussions, Require students to respond 1o each other’s postings 10 encourage
discussion of topics.

7.  Keep online text to a minimal amount. Students need to be able to have printable
resources that would represent the lectures that would be given in a fiace-to-face class setting,
Keep text information from being pages to read. Use bullets, PowerPoint presentations., and
other creative ways to convey information that student can print for study later, Many students
find it hard to read from the computer screen only so make resources so that they are easily
printable and encourage students to primt for keeping in folders or binders.

8.  Provide samples and examples whenever possible. Students leamn casier by following
examples, especially when writing, A sample introduction or an example of a good thesis
statement will help students apply the concepts to their own writings or get a better
understanding of what is expected with that particular assignment.

9. Make your presence felt. Students need to know that vou care ahout who they are, care
about their questions and concerns. and are generally "present” to assist them as needed.
Students need to “feel” your presence several times a week. Respond to messages, emails and
other forms of communication within 24 hours,

10. Provide effective feedback. Students need to know how well they performed and what
they can do to make improvements. They need to understand what errors they made and how to
correct those errors. Provide automatic feedback for assignment types that allow it and
comments for writlen answers.

11.  Keep up with grading of submitted work. Students need and expect to have their work
retumed in a timely manner. Tumaround time should be no later than a week if possible.

12, Change tests and assignments each semester, To ensure that students are not using work
from previous semesters, make revisions to tests, quizzes and assignments each semester, These
changes do not need to be replacements of established coursework: rather changes can be made
to make true questions false or simply change topics for writing assignments,
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Appendix D- Emergency Procedures Manual (EPM)

cOLLESE
Emergency

Procedures
Manual

April 2006, September 2018, March 2025
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Major Emengency Responders (911)
PCC Operator (0)
Campus Security (488-1178)

Dir. of Physical Plant (488-2470) or Ext. 268
Vice President for Admin. (Ext. 263 or 775-3290)
President (kxt, 222 or 775-2243)

Asstst, 10 President (Ext, 225 or 775-2258)

VI CRE (188-2746 oc 775.3827)

Diean of Students (Hxt, 234 or 775-2236)
Dean of Academic A ffars (Ext, 2457263 or 775-5290)
Dircctor of Student Lifo (£88-3036/26%0 or 775-2236)

Scan QR below to access e-copy of the
Emergency Procedures Manual

Accredited by the Accrediting Commission for
Community and Junior Colleges (ACCIC) of the
Western Association of Schools and Colleges {WASC)



Pec Emergency Procedures NManual

The procedures contained herein, are essential for all employees and
students to know and be familiar with wpon assignment and
enrollment at PCC. Itis highly recommended that each person read
and understand in detail, the contents of this manual so that together
we can make our campus not only conducive to learning but also a
safe place.

Onwner of this manual:

Titke:

Contact No,:

Date Issued:
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Appendix 3 Homh Threat Checklist.
Apgendix 4 Emergency Incident Repoet Form.
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BOARD POLICY: 18- 01

LUmergency Management l'olicy: Utdization of Incident Camznand
System (1CS) for Emerpency Mamagement
College Finding(s)
Palis Community Coliege, s a residential instinution of highes
learning, cperates around the clock for the sntive yeae. Xt Is commit-
ted to protecting the lives and salety of is costomers and guests and
Iss properties. Based on this comunttment, 1 has its own emergency
plumlmmdh.bumxmmmyupcmmhwm
| prarticipation in natioml v manageenint

lmmnﬂ and uuvnin. In March of 2015, PCC sent o feam of aght
staff 10 a Federal Emergency M. Agency- sp d L0363
Multi-Hazard Emergency Manag t for Higher Ed Teain-
Loy i Guem. Upan thelr return, the Leam mvmmenda.l Impouve
ments to the college’s P g utilimbon
of Inciden! Comumand System (ICS) w aystem thal is w«cﬁully de-
signod to provide an integratod otgenizational structore for cmergen-
civn, both Large sml amsald ws vewllus i planmed evants s wctivities
of collegs. It can grow ar shzank to reflect the magritude of a partscular
emergeacylevent.

The President of the Colcy coocnrred with the tecommendations
and created an paredness Task Foroe and tasked it wich
(1) preparation of the cnllrp' o wiilize Incident Cammand System
(VCS), (2) establishment of Emergency Op Center and (3) re-
view of the college’s B v Provedures Marmial. The result of the
task farce’s work indl ““!Nl" pency Mumagy Policy and its
Implementation guidelines.

This Emengency Manag Policy i3 of Palas Commu
tity College's commitment bo fireverding. prepasing foe, and respomding
o and recoverbig frome an emergency through the wse of an Incident
Commsand Systeml 1CS).

Pakas Community Calloge wall ensure that emergeney preparedncss
plans, proceves and rescurces ane in place in ordér to protect indi-

vidualy snd property and feciltme response, recovery and busines
wantiomity i the event of sn sawrgency.

The following priociples govern the Emergency Managensent o the
College:

. Urilize the Incident Command System(3CS) structure and ap
provch L manage emergencies.

. Maintan a primary and/or altesmate Emergency Operations
Centerl EOC) for the ICS Team to work from during an emer
gerey

pec Emergency Procedures Manual
Faghan 0. Ngir- « Respoad 10 emergencles or ugnificant peeplanned events and
activats its FOC based on the emergency/event Level of Impact
i 1o aperatings or life-safely.
D Ptk U Telled by o sais
. Mai lans for: RENCY resp recovery and business
continsdy.
. Review hazards snd ey resp plans regulacty.
o Trin it ICS p dl in Emergency Manag princi-
ples and exerci ency phass regulary

. Carry out regular fire evocuatioo drifls.

. Wherever oppoctusitien exist, work with first Yesponders and
wther government agencies 0 learn from wsd gain expertise
Emergency Management,

. M dhle capacity and 10 effectively Im
\ plans, procedures and infl to responil to and
m(mmm

. Enstare all s employoes fully understand their roles and re-
sponsibddities reganding plans and procedures, 1CS structuee

and thelr requised actions relating to resy cecovery and
hesiness continulty,

Definitions

In oeder 10 fully leze the M.

s Emergency
demmhlawmmmmm
erties andd 10 recover from emergencies, it is important for everyone to
speak the same language.

mmmudunmmmdhml&lh:mwdmsl

of 10 pratect
lheh:hh.ufrwarwdﬁndwkummtmamnhmpm
peoperty and environment.

Emergency planning, g, preparing for, ne.
spmdhqh.mdm'lmmndmhbtmnwhmlh
potential to threaten life-safety or property and to mani b
lmﬁmdwmmdtﬁ«mm

Emergency Operutions Center: a room/space sssigned to the [CS
Team during an emergency from which 1o plan and manage the emer-

gency respanse and recovery.
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lncident C I Sy apwllndusuvsunlniuuume.
all haxard incident dulunlu:u-undmdluﬂ
ovpmln-dmucumndm ch in cles o
mynewusl(hudamwmwwlhnnk(omthfmmm
of the emergency/event. [CS Is the common strecture used by emer.
gency responders, wid communities, including colleges thmugbum
tiw United States and ris afiliatos.

Iimpact Levek: the level of smengency I based on its potential 10 im-
pact college operatians or life-safery. There are three levels:

Level 7 o it incident that has Eittle potental to affect op
erasions or has e or o ek o Bfe-safety. Typically nuan-
aged by In-house resources. EOC |s mot activated.

Lewel 112 an incident that bus potential 1o affect operations
andior whach possess moderste risk to life safety, Emengency
sapombers me callial in, BOC may be partiully activasnd o
EOC pessonnel placed an slert,

Level I o suapor incdent or multiple mcdents having sagalf
want potentsal to affect operations and/or which possess high
risk b Nilesalety. Emvrgency tonpomders ase called in. EOC
s fully sctivated,

Benetite

Lrilization of 105 1o manage emergencies and major planoed events

emibles the college 10 effeciivedy manage #s resuurces in the preven.
lloen, profection ugalanl, respanse Lo, recenery from, wmd nlulpum
f the effects of emergencivs, mmajor plannad events and incidents, re

wardless of cause, slze, locstion, or comyplexity, In order ta save lives,
prevent and redoce nfuries und loss and harm o propertics and the
snvisoniment.

Effective Date
Bowrd of Trisstees adaption date.
Tard Adoption

%{, e A—

/2012
Masa- Akl N, Tmeshoch! 7 Date
Charrmn, Board of Trustees
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I INTRODUCTION

Thas infoamation is being dissarmnated to assist management, facuty, staff wvd stodents m
resporcing 10 defTerent emergencies that sy ccour danng the course of their studies and/ce
duties or BCC This Ml shoald be disseminased to all students snd employees of POC
Copies will be distnbuted to shudants durirg pew student onertation and to mew emgloyees
durng their anentstion of on their Girst day ot work

1. OBJECTIVES OF THE MANUAL
The mumn cbpecaves of ths pln e to!
1. Raise awarsness of the diverse emengeney situations that can cceur on of

umtbecollqeumpm
Assist facuilty, stafl, students, and ity 02 10 sespond
quickly and effectively to emengency sitmtions.
3. Prosect the life and safety of students, faculty, staltand gussts
4 Protect collage property and environment.
S Facilitate the use of the college as an emergency facdity

(e, abwelter site) ot v direction of lawfid authenty.
Allow for sesumpaion of nommal operation in & tmedy tanner

1L DEFINITION OF TERMS
Please familiacize yourselt with the tenms and procedures herein.  The effectivencss of
POCs response 10 emergencies is dependent on undersanding the following definitions:

mergency Operations Center (EOC) Specmnyeqmm:dfauhm from which colleg
oﬁudsmdﬂ:cﬁmuﬂmﬂﬂd courdimate nscessary résources in an

emergency.

Hazardous Materials (HazMat), Ammmoqmﬁwwhmm-m&lc
nisk to health, sefety, and'or peoperty when munufactged, stoeed, or transpocted. The
mnmc.b)lumnnc.mmmm uldmmvm' Insuucnpahmyofmﬁmmhnnn
It is tovac, i unmmnuou
mmﬁmxﬂmnﬂuﬂwhﬂlﬁuﬂﬂu ert when
mumged  HagMar mnclodes toxde substances, certmn wnfechious agents, Molcg:cd
matenals, and other related matenals such s off, wsed ail, petrolenm products, and
industnal solid wiste substances.

o

Incldent,  An mexdent is o sitgion that is limitad in scope and poternial effects
Clusactensties of an imctdent indude.

(1) Involves o linuted arca and'or limited popedation

(2) Evactmbion or inplace sheltening 1s tygocally lireted %o the immediate area
of the incddent.

3) Waming and public instruchons are provided m the chiatz area, not
coemmamty-wile.

“4) Onconmolocdmsptmngmmuordep-ﬂmuhn;mdsmmdal
cormmander normally hande inadents. R are
mnllytmdledmrwmolm’ynm’adqammml channeds

€5) May require lmstad externsl assstance trom other local response agencees
OF COMRTactons.

AU
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Emergency. A sinwtion in which nommal operations cannot cootings sred immeadiate
OO are y top ack ltuhgammcg-ﬂmscvmmlams
of actual of polentsel diamsnges o unpact than an mncidend. Chanct, i
1. Inwolves 3 large ira, ssginificant popolation, of impoctant thelities.
2. May roquire implementation of lange-scale evacuation of in-place sheltenng
and implementation of tampocury sheltes and mass care operations
3. May require commumity-wide wirning and pubdic lmmu&om
4. Rogqures a szable muti-igency resp g g ke an inadent
cognmander.
5. May requare some external assistince from other local response agencies.
cmxlu&udlmnuduuﬂmoeﬂmnmufcduim
o, The BOC will be led o provid icl and &
cocedknate external amt.amip«m& moucvapmhﬂbemu!em

l)lmnn A disaster iwolves the occurrence or theest of significant casmmlties and'or
wi mw!y‘ﬁ,ﬂmulwymdﬂ:em-hhwcflltcdkseuddt
anundug comprennty to handle with its own
Inwvolves a large area, a dzable populaton, aM’on important facilities.
2. May roquire implementstion of Tuge-scale evacuaton or in-place sheltering
and implementation of tempocary shelter and muss care operations
3. Requires commurnty-wide ng and pulise 1 |
4 Requires & response by all Jocal response agencies operating under one of
more iﬂ:uln comemanders.

i 6 )

n

from other kxal response igences,
cmﬂamemafmﬂmm

6. The EOC wall be fully acts 1 to pr ndance ard di
prmdoanagmcymfmmmlohpﬂu coordinsate state and federal
suppoet, and coordinate resource support for smergency operations,

Incident Commesnd Sy stom

The Inciderst Commumd System (1CS) grovides chear gindelines Sor responses to diferent
emergencies. I the ICS, the nadent Commander s given the authodty 1o assime
command, initiate the approprise emergency plins snd procedures, sctivate internal and
external resources, and order an evacuabion, both insds and outside o facility

Phuases of Fmergency Management
The four phases of an
meligation’peevention. The Cm-_tguuc, Ptooeaum Marasal (EPM) is dmgmd 10 nddmo
pamanly the first two of these phases - preparsdness and response. To be more spealfic,

this EPM is to be used to prepare for emergencies by pre-designating roles, resporsibaities,
and procedures to be tsed 10 fespond 10 an emergency. Examples of Key tsks associated
with the four phises of smergency management include

Pec Emergency Procedures Manual

Proparedness
*  Establishan gency 2 t=am and describe the roles and
ponsshilsties of cach memb
o Annually review anxl update this EOP.
. Crukshephlmwofmmmxss)xmmc\mmnm
mbl)-'vhﬂhma, tica of ¥

L)

. blish and  document 'y é\lls l’ot five, casthquake,
Tockdomn, et
Responw
o Evaluate mahe of penvy and d appropiate i di ¥
actions.

o Nouly appropriate loval !
*  Actvate emergency mngmlammdpafm“sh‘adln)nb

descrptions and whide awimiting arnval of profiessioenal ROy 1Os]a
then continie to wssist #s neadad
o lmplemes specific emergency procadanes described in secwane 1 oand 1T as
appropoate,
Recovery

o Coss counseling and stress mansgement

*  Restoration of damaged facilitics

o Determining and recovenng costs

o Applying foe state and fodeml assistunce prograns

o Filing for insurance wssistancs
Mitigation Prevention
*  Conduct safety andts and vulnerability
- 1 J sl —'3 1

. Pn.:plm and mdm;c with local a;aiaw_v respondars
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Muulkﬂh

The s wency and Safety Commitiee will review urxd update the
mnlp:ﬁodnly m&fmom:antdugme(u)ghﬂlndﬂ:mmaumcm
following is done:

Updating faculty and statl assipmd roles

Verifymng the status and location of supplies and equipment

Modifying emergency procedumes

Planning for faculty s staff in-seevice metivinies and raning

Reviewing emergency signsls for evecuanion through the coordination of
emergency personnel, and supenvisory persarmel.

Thes will b subrstied o the collage Presicent in the form of recommendation(s).

Incident Commander (1C)

Thee KC s tesponsibde for the overnl] conmand of the incident and the estabilishment of the
goals and objectives ot the seene The 1C assesses the emengency based on nformation
peovsded to the Incdent Commuand Teum

Incident Commeand Team

To support e [T, the following Incdent Conenand Tesm (1CT) posstions are established.
Adminastrative Officer, Logistics Officer, Planning Officer, Opetations Officer, Safety
Offioss, and Lisison/Public Information Officers.

Administrative Officer

The Admirsstrative Officer (AO) who hends the Administrative Um is
respomstble for all costs and Financial 1decations of te i
mmmmmmmmldwcwmdcm
Tecovery

The AU will keep recapts and procsss payment of expenses chuped 1o the
meident. maommmmnwmm«mmsdm]
anxd provides an indc with the Plarzu

L

Admenistrative Offices’s chaties include:

*  Usne Emetgency paymert melbod as needed 10 obtam sh to
parchase, 1ok or lease anergency’ supplics i moomal channes are
umavailahle.

* Asssting fhe Logsstics Saction to keep track of experdinres.

« Az mixh as possble, fitlomang established policies and procedures
contained in the Admimstrative Procedures Manual

Logistics OMcer

The Logisties Officer (LO) will act as an a3 1o the Incident Commmander  The
Lo Urst tesponsebilsties include, but ure not Bted to. acquesition of
noc&dmwm(mnndmdmmmtm&wmuw
record of all acbors tken, 2l p P arel any deviaty &omlhu
polx)wto«dlmasmﬂmd quests wilh from ext

agenwics responding o the emergency. The L s rcswmblc tor mmm wand
stagirg all y sspport including sapy care, and

Trarspoetalion
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The LC will mobihize, order and distribuse i and supplies,

pond 10 e incident as & “byﬂulC.addupIO)mm
10 assare that essenial m'lmm avilabdo during an emengency meident. In
addition. the LO will update the campus Opemtions Officer regulmty ca the

status of sssigned sctivities, peesonmel, aquepmment and fesources.

The LO will provide do io of and ok to the
Admenistrative Offices danng and ralkmx\e the incident.

Planning Officer

The Planming Oflicer (PO), who heads the Plarmung Urnit 53 resporsibie for the
collection, svaluation, dissemination, and use of information abeut the

develoy of the gency and the status of resources. The PO and support
¥ 1 wall grepare the csmpos emagency schion plan.

The PO wall barges m the arsd idensty sndlor anticipale
fhatuee noacks in the short-term tange (-2 days) wnd long-tenm mnge (3 days sl
bevond) o as appropmae 1o the incident. The PO will also provide
documentation of the expenses to the Admimstmtive Officer daring snd
following the inciders,

Planning Officer:

*  Contumally gathers mfimanon from the Operattons Secton on the
current sitation and repent thes process on a regular mierval
throughout the meident'evert.

o Gathers information from the Logistics Section on the curyent states
of the resources and supplies - repaats thas process on a regalar bass
derng the event.

«  Displays imcsdent/event changes and resources svalable of mooming
on the “status board™ or flip charts for use by all secticns,

+  Gathers mformation from conmmunity responders (Bre, law
enforcernent, search & rescue, EMS) on the status of the exterral
desaster (everss ocourning in areas other than oa camgus). Includes
(he informution in “sibation repocts™ und on Sttus Boards,

o Generates pertodic “situstion reponts™ and “Tesources Sbanm (epons”
and gives them to the [C wnd all EOC Officers

Operations Officer

The Opesations Officer s ihl fmmmlhedatkm!o(dl
Tesponse notivities related o the i Unils are
mmddcfmmw&wwmm:mmmmmdmmm
emergency’

The Opemms D(Bo« ‘ﬂl organize, mobileze, dln« and drspalch o\-d-ble

seTvices,
mﬁuﬂydmwulm;mmedhyﬂwmgmwwmnm
the status of each resource to the Incident Commander during schedulod

bnefings
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Interactions betwesn the Logistics Offices and Planning Officer are kays 1o
assisting the Operaticess Offoer.

Public Information Officer (F10)

Thix is a spokesperson for the college dunng an incdent.  The pomary

sesponssility of @ PIO & o provide mformanon W te college commrmity, the

mcdm.urlthcpwhc Hc’dwammnll!hemyummmmmmﬂw
meident(s) from all appe bers of the meident comamand team and

mwidwamlc.dwm!mdmthimdmn using the most direct

method of communications sl avalable at the time of the icident to the gublic

The PIO kas three pravary fi
. Tnunneae«muncnmnemkuemblsbedmﬂmmm
that enables tunely reports of stadent and personnel status
*  To dissemingte sccurste and tmely infocnstion %o campas and the
news media,
*  To establish u method of commencating status updates 1o the EOC,
college personnel, the Bownd of Trostees, and relevimt governmerst

ARENCISS
Factual, accurate, and imely ooumrnmuumwulinmuancn‘mc
Tespanse, 'nlePlell&nhMe s commmnications, as well &5
with 4 students, fumifies, ity bers, news
media, the Board of Trustees, govermment agencses, and other relevin
staksholclers as detenmined by the 1C

The P1O umnit members may include repeesentatives of students and faculty, HR
stoff, the compuiter servicss unit, and the secunity umit.

‘mc PlO nmd provide evidentiary documentation M l)c amergeney mnedent,
andd nse of and may includs photos as

oo e
Safety Officer
The Safety Officer oversees all activities 10 assure (e salety of students,
personiwl, campus visitors, snd amergency respoodees during an emergency,

The Safety Officer and Safety Umt members will tske action dunng the
emergency o protect the health and safety of college coployees, students,
visitors, on-campus respoaxders, and emergency response perscamel,

The Safety Unit will maintain 4 presence throeghout the popalation o keep
people calm, and move o and stay at assembly points during shelter-in.place o
evacustion events  1f the Safoty Unit is activited o volunfeers participate m
cutgency esporse activities, the Safety Officer will have responsebilitses for
erssuring that all possible safety precautions are in place to protect them.

While prodessional emengency responderns are responseble tor developng ther
site sfety plans, the Safety Officer, in cocecknation with the Openations Officer,
must be availstie to provide ten with intormstion regarding the campes and
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snyeunwmq:hm«h 'l'thufen O(ﬁwvnll nmnde documensation of
penses and damag Offios follomang the tcident.

Emergency Operations Center

The emergency openbons center (EQOC) is the lized tase of hons drmg an

emergency. [ should be essily i o service vehicles, have 4ccess to

ﬁ»stdmmmus.cwhuﬁﬂmy nndmmcc wnd preferably within prosamty

1o the The President of the Coliege may designate an

dmmnwmﬁxnp-ucﬂmmclmmmm«ummmmdmddu
SMETRENCY,

The EOC should be equippad with
* Tedephone (preferably dirsct line) * Two-way ados
* Flashlights * Restroom
* (s and electric cooking equipenet * Televasion
* AMFM Radio * Easel Flip Charts
* Markers * Generator
* Fire Extinguishess * Sleepirg Quarters
* Imtemet
- Safety Hats
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IV, SITUATION AND ASSUMPTIONS

Situation

The college is and will 10 be expased 10 many h
posentiol to distupe ®ie colloge commminity, |
private propety. Thwmuasumyofmyuhmtk

-

Is, all of whach have the
and demeging pablic snd

Hazard Summary
LikrEessd : b'l‘-;-‘ Trgwt m m-'n:a Trepact mi
Hazard Type |~ " u—anF Vi Tt | eE=— |
Natural
Drasate Q&i e e p— — e
Oxcumeas i e - _
Occamansl o e
Tormadn Vritkely | N0A N'A
Twanawni Occanasl e P e —
Wity
Ty Lty - [ wr P e
T«Innm
T M T =
o Cathoe s
Palis Oocaeaesl e -
Elvcrwoad Sysemt
Fulre Likiely ) - . o
Energy Vol
Sotage Occamansl i — e
Flachiat Occamansl oo — -
Muym Srocoed
| Fey RS L I IS I - )
ST TE T T T 7SS S S TS s ==
Weter Sysem
Fulire Occsoazal | ot P o e
Covee Driweeder [ Libey - p—y o -y prery
Mty Atsck Uniahoely NiA
Miemay Qudmt Occamazsl e MNA
Sexeal Assad) Occsmansl i — NA
Terroombe
[ AwActve Stoske | Vidbaly P e ] [T
“Lisethood of ¢ Uniikedy, Ukely 20 Highly Ukely
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B Amthm

. The College will continue to be exposed to and subject to the mmpact of thase
hazrds described above us well as lesser hazsads and others that may develop in
the future.

It is possible for & major disaster to occor at sy time and at &y place, In many
cuses, dissemmranon of wamings o the publsc axd implementation of moreased
readiness measures may be possible.  However, some emergencies oocr with
little of no waming

3 Outsede sssstance ey be avalable i most emengency siiations affectng our
college. Since it akes time to stmmon exterial assistance, msmcmdf«us
1o be prepared to carry cut the initial BENCY TSy on an indep
bass.

4. Proper natigation actions can prevent of reckice disaster-related Josses. Detadled

gency planing, iraining of emergency responders and other Lol

cond h gency dnlls and can improve our readiness 1o
da!m!hmwwu}'simuim.

5. The College will always have the presance of students, stafY and vistors an

»>

capus.
0. The College will contne 10 support the pational smergency resp by
providing needed suchas eency shelfers on

L

V. NOTIFICATION SYSTEM AND EVACUATION
A, Authorized and Official Emergency Notification Systems are:

* Telephone PA system * Phone Calls
« Text messages * Woed-ofsmoeeh
* Sociul medin platfons)

B Al Chear Skgnal

“All Clear Signnl™ will be 1ssued using the same notificotion system, Signal may
coly be issuad by, or sctivated at the mstnuction of the College President or
designated offictal of the Collegpe. 1115 28 thes linse that one may cefurn (o and enter
the builchings.

[ X Evu-llu Procedure

Anytime the Notificaton System 15 sounded'issued, o upon ot
authorized means of notificaton, regardiess of whether it is # real
emergency or just a drill, everyome will proceed to the Designated Safe
Assambdy Arcas in s calm, quiet, and orderty mamer (See Appendix
1}

Everyone mesns all students, faculty. staff, and visitors.
Instictors and supervisoes will ansure that everyone under thear
immedate supervisory junisdicbon is aware of the Jocation of and
mualalheDmpnledSakAsunﬁly:\:mmrdaﬁmbM
wspeam classsoons, offices, buildings of locatsons.

4 s will ant for all shadents during the evocuntion provess
Instroctors wall eosure that those with @sabilitzes are evacuated to the
Designated Safe Assombly Areas. No stodents will be loft bedund o
allowed to retun to any builcing fo retneve personal belongings.

5 Depaartment Heads' Supervisons wall account foe all eonplovees dsrectly
under their sugervision, especiadly those wath disahlitics  No
employes will be allowed to renem to sy bulding 1o retieve personal

belongirgs.

W
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The Deun of Acedemic Affairs and Dean of Students will snse that
instrctors and supervisoes are awage of fhose students with disabilites
and who mey require msastance dunng e requred evacusbion,
Wiwether actual emetgency or dill A system l'o( lmhng cach
student’s (who i
within the college, ruust be in place. Th:sisioemmnmevuymelx
propedy assistad to the Designated Safe Asseobly Areas

All stafT ox other persons assigned the responsbilities of assisting those
persoess with dsstalities must be properdy tramed end participsse in
emergency dalls

Instructors and supervisors st routinely check @ats, alternate exits,
and all reeges Goms their dlassrooms, Tabs, offices, or shops lesckng 10
the Desigrated Safe Assermbly Area to make sure that there are no
obstructions to a gquick and cederly evacution They must check to see
it the roues e pocesable for persons with disalahites.

Instroctors and supervisoes will conduet all evacuations in o bosk,
calmy, quiet, axl orderly marmer. Running Will Not Be Permiticd
Dusignated staff and Evacustion Leaders (ELs), muy be sssigned 10
nssist in proper emergeney’ evacuation of buldings They shoadd be
instructed o hold doors open i the Ime of warch or 1o close doors
where necessary to peevent the speead of smoke or fire

The searching of restrocans or othes conmmion areas that are udjacent to
classrooms, labs, offices, and'or shops, will be the responsibulity of the
ISUCTOr o suparvisor closest 1o thess aress, wnless other stafts se
pre-assigned these duties

Upcn amval ul the Desgnated Safe Assenbly Arca, everyone will
resmain there until the AN-Clear sagnal is given to seten 1o the
benldimgs Instractors and supervisors will take o hesd connt of all
students o employees mnder their immediate supervision  Thas
information will be includod in the POC Emesgency Evacoation Status
Raport Form, Appendix 2 (full sze form avaslable at Admirestration
Office).

D. M-:Wllh Disabibities

In the event of i Emengercy E persors with special noeds
that reguite essistance dunng an emerpency ovacustion will be
prowvaded with the wpropaate assistance in oeder 1o fully wd safedy
pocoanplish the RETIRY &
Iff«wmmm:smmmynﬂtblc the persons
with special nesds, should call for ussistance. Persons with a speech
dasabilsty should carry a whesile or have cther means of attractmy the
uttention of others

All studerss with special needs we d to file an Emerg,
SInhanrdmlhmomuoﬁheD!mofmmﬂnsulohdplhu
colbae in provding y 1o aryone who noads it
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VI. COLLEGE RESPONSE 1O EMERGENCY
A Medical Fi
In case of & mixjor mechcal emergency.

w s

4

Call 911 ( Emergency Rmndm) Gm; your e, locanonnnﬂmlephom
manber. Give as much mfi g the mture of the

mjury or tllness, whether o ot me victim 15 conscons. The Emergency
Responders will arvange for an ambalanes of required. Follow all instructions
given to you by the Emergency Responders.

Secure the ares and the safety of victinds} and the individusl(s) present,
Return to the victim, Adomnister First Aid or CPR if camtified, or enlist the
help of someone who s certified. Keep the victim as calm and comfoctable 25
possible. Remman with e vaction unhy] emsetgency personnel amye.

Follow instructions from Emergency Responders

Note: Only certified and qualified personnel shoadd ademirester Fust Aid 1t 4s hghly
recoemmended that evey department o section maingan a list of the names of persons i
thetr area who are tined qualified. and cemtified m Fost Aid Cardiopulmonary
Resascittion (CPRY, of tained and cemitied a8 un Emapency Medcal Techaan (EMT)

Stafl whe are trained (o administer First Aid & CPR.

NAME LOCATION
Slles Traedhenn Madiesmnie Office
Merguret Widkes Avardestic AlSsins
Nesa Saval Offiee of e Preddent
Al Nodao Acudersic Affers (Fudly |
[ Cumeie g Cifciess
_TBD Studderd Like (Recedtion)
l;llll Thosson Stodont Lise (Do
Derved Daaved Studes Life {Cotmmietiog)

B Fire
Steps to Take When Fire ks Observed

I
2.

3
Rl

. By this time, the E

Upon discovering a fire, evocnstz the room and close the dooe

Call the Fire Department {911). Give your name, depsstment'office and the

Socution of the fire.

Infomn appropoate depmmem head, , SAVISOL OF instructor,

] should hinve been signaled.

MMIomenmmmwdSaﬁmnNyMu If e peenets, and you

are able to, you may do the following

a. Tam off the clectrical main switch

b I the fire 15 small, you may use an avadsbie fire extngmsher. Be sure you
are wsing the propes extingusher for the type of fire vou are fightmg. [fyon
ar= not sure, ask for assistance

1 the fire 18 Lage, smoky, or spreading rapidly, wam others and evaciste
the building immediately
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Thirgs to Knew and to Do

1. Postable fire extinguishers Joculed on canpus are meant and desiged o
axtingesh amall fires of fires ot ther meipsont stage. Do pot sttempt 1o use
them on Jarge or uncontrodlable fires,

2. Know where te nearest Fire Alaom Pull Stanon is from yvour present

location.

3. Know where the neacest Portable Fire Extinguisher is from your present

Socation.

4. Know whers the Fire Exits are from your present kocation

5 Know where the nearsst designated Safe Assembly Aren is from yoor
present location

. TyphoowStorm Preparediess
Official Source of Forecast

The National F; M | Office (NEMO) 15 the source of weather forecasts
and warmgs, NEMO advises lheoonmunlvofﬂxmuu weather conditions, Based
on aalysis of wind warnings in rdation to Palan, it annconkes the condition readiness to
the commanity.

Typhoon Condithons

The stages or conditions of a stonm are relative b the estmated time of arrival on Palau
s 115 provatraty. The estimation of the armval has no correlaon o the stremgth of the

st except its tithe, e.g, tropecal stogm, typhooe or super typhoon. The fallowing ars
th= stages o condeticns.

Condithan IV. (4): Weather condition muy be normal. A tropecal stoem of
typhoon may bat Palaus within sevenity-two hours.  College comlucts its
business & usul

Condition 111 (3): A tropical storm o typhoon may bt Palau withen forty.
aight howss. PCC wall remmiin open f classes and businass. The authonzed
college official may decide whether the w of cl 1, shops,
oﬁc&mﬂ@mmbﬂmnmawsmunﬂm
enzasare will wakt uetil Condition 1 is armounced.

Condition 11, (2): A tropecal stonm of typboon mey bt Paluu wathan
rwenty-foor hoars. 1 Condition 11 55 officially senounced while classes are
m session, the College President o his suthonzed representative will be the
authonty for students” dsmassal. Al this time, students and stafT must Jeave
the carmgms with the exception of residential studdents and those specifically
authorized by the Emergency Operati Center Manager (College
Pmmhi)lmemdnmcamnlaunm al secunng the facelities and
studersts,

Condition 1. A tropical stomn o typloon 1s expected (o bt Palau witban
twelve houes. At thes time only resedential studenss and those tasked with
providng services to them may reman oo campss. The Emergency
Operations Center Mamager (College President) mav make axception and
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allow o limited mmmbes of staff to be on campus 10 seonre the facilities, avd
those who are authonized %o remaan on campes will provide other essential
servaces such as residentsal student hife personnel

Offictal Instructions

I All Official arnounoanents segardirg the aepending stoom oe typhoon will be
disseminated by NEMO. Therefors, the anthoaty o relesse PCC emplovess
will be hased on the official mstructions that are beirg dissemmated for a
particular condition.

2 When the official asnouncerment dictates that only essentinl employess mey
be allowsd to remain o repost in foe duty duning Condition 11, the following,
ot the mirmmsal, will remaan of report i for duty.

all Vice Presidents

all Deans

Director of Pliysecal Plart

Savurity Supervisoe and Secunty Guards

Mauitenance Crew
llwmhmnmmwuydmdeimmdmmlmnmmmyw
to the appeopniats adio stabion foe any and all NEMO official instroctioes
during noneduty days und hears, when sterm or typhoon conditons age
established or announced. All ofticsal instructions must be sdhored to,

Responsibilities

I Upon ofMicial of the % storm or Typhoon, (Condtion
T1), dewing woekdays, all staff t'lcully. md mairgenance crew, melidng
custodians, wall begin o pre stonn ce typhoom security of desigrated areis.
This will occur enky upon imstructions from the Presddent or his/her suthonzed
Tepreseniative

2 Supervisors, stafl, and faculty will inspect therr respective areas (insade snd
ouesice) for potentially bigzardous condetions.

3 Supervisces, staff, and fisculty will be offictally released by their d
hewds once thetr pre storm ar typhoon activities are complets

-

Sccuring of Werkplaces and C1
The following procedures will save as gadelines m securing of workplaces and
classooms in prepustion for the officadly anncanced stoom of typhoon. ‘These guldelmes
mapwc-bleloullkpnmwm‘iwmuddﬁw

Orgumzers of meatings and otber scheduliad events officaally wrewunce the

cancelbation of non-casential and other activitics

2. Employess will secsre all official documents and'or woskang papers in their
desks o filing awuy from windows and doors where such items may
bccmoeodwwmdmdmw

3 Al iy FUf anb:hlmpdbywhdmm
will be mlhu ool 1 such as plastic sl secured in metal
brnets o d of n typl ptootstomgom 1 this is impractical,
then these items will be | with a l, placed on top of

dnkn.nlmveduwwt‘rmnmlowmd&;us
4 All College owned velucles and other equupmene thar can potentially be
damaged or cause damage during sorm o typhoon, will be properdy secured
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in arsas beast prone to dameging winds, preferably in shops” bays oc in
authoazed busldngs

Post Typhoon Procedures
1. Responsibilities
a Dmslm&.mpamnnmuls
lomediately after the official anncamcement of the Condition 1V,
following the passing of the wind and heavy min from the storm or
typhoor, all division and department hosds will seport for duty as roquised
1o conduct damugs sssessment of their respeotive sress, mcluckng R & D
Sation and Multi-Species Hatchery in Ngaremlengw. The dmmage
assessmend will be om oll besldsng structuees, ay fived or imstalled
pmpcny suchustmetlgtu pdenummymalmﬂlm major
o or mulfy . or other
1 which are d d @ be repoetable by the Emergency
Opmnm Center Marsger (President).

o The mitial report should be repodted o the Emapency Opetstions
Minagss (President) immediately fdlowang the storm or typhoon. A more
detailed written repoet will be submaitted to the President within two days

-

of the ssonm or typhoon.
b ‘\‘qwnm
Alter the have been parformed, supervisors, stafl and faculty

uﬂhnvalhempwu&hlhlyﬁuamngmalmmapcmmdmup
that are considesed faasbie for ther units to perfoan are

occomplished
it. A progress yeport, either verbal or written, will be submitted to (he
Emergency Operations Centee Manager through appropnate depastment
heods on a daily basss until the stoemtvphoon clean up related sasks are
accomgplished. Remmarts from the stormityphoon should not be left
aroamd the work arca, or bullding, o becoame an eyesore, or hazird
it Any tasks considered hevond the capabilibes or scope of the supervisor's
dutses, will be reported to the POC Mai Office.

¢, Employees
L POC employess are highly encouragod to e in to fhe appeopmate rado
station for all official government of Palau and PCC instroctices,
i Employess will make every effoet to comtact their respective supemvisors

for Trther mstrctions.
D.  Farthquakes Preparedoess
Becanse of Palan's location in relation o sa y areas, un earthquake can

(o prone
happen at any e, wxd with no advanee waming Duemmeunhmuk:immd
destructive mature, it 1s impesatve to know and snderstand how %0 react properly and
calmly
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Ilel’nnm
Since there is no contral over carthguakes and the aftershocks that come with them,
{terns or objects stored oe placed an ahelves anid calunets st be secured to keep rom
bhaing potential falling hozerds

All shelves and'or cabmets Qut are five oot or higher should be properly secured
andor anchorad o the thoor or wall 1o be peevented from falling m the evere of an
cartheuake

Steps to Take in the Event of an Earthquake:
1. Indoors

[

Supervisors, staff and faculty will give the “duck, cover and bold™ command Have
students and emptoyess do any of the following that best applies:
2 Take cover under any sturdy furmiture oe desk
b Drop on knees with beck towiard the window, bury face tn soms and close eves.
¢ Sit with back sgainst the wall, head and shouldess bent forward slightly, anns
und hands crossed over head
. Hold books, notebooks, jackits, ete. overhead fof added protection
¢ Stay clear of windows, bookesses, refigerators, lighe fixtures, or other heavy
objects which mght slids or fall
2 Outdoors
& Move toopen ares away from building, trees, fallen wires, ete
b Do not enter ulding until it 15 determined to be safe.
3. General Irstructions for Supervisoes, staff and faculty
= Check for injuries. Urdess thay are in unmediate danger of further injury, donot
move sertously myured peescer. Cover the tnpured with blankets. Give oe get lirst
aid help. Repoet the aituation up the chain of responsibility & socn as possible.
b Report missing students and employess to yowr respective superviscss or
divisicey/ heads.
¢ Repoet all bazards or potential bazards.  Seal off the lazadous area.  Post
WAmInY SE0s
d. Do pol fouch or attempt 1o move broken glass or amydung that coud cause
leceration, skin punciuses, oc ofser potentials foe persoml ijunes wathow the
proper personal protective squipment such as gloves, eye profection, etc,
e Ifmstrocted by an suthonzed collage official to evacunte the butldings, stat the
evacustion procedures.
{ Do not retun 1o the building for any resson unil an All-Claar signad has been
sssoed by authonzed College offical.
5 Msixlmmwim any diwbiirylhmmy prevent or Lt that persons abality
o
h Ifmemdmmoapaunxlmdsunnfednm&mnilmwmm
that no one re-enters the buldings.
1 Donet Wt % tum light switches on, o light a fire after the carthquake, due
10 the possability off & gas Jeak
Avord touching o moving electrial wires which may bave fallen
If driving pull over to the side of the road and stop. Avoid covered walkways,
brudges, o, power lines, of bl bldings. Remsn inside veloce until the
fremors stop

»e
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s =

HBomb Threats
Anyone receiving a threat of a bomb by telephonz or other means will immediately
refer the dueat to the pmnediate supervisoe or mstnxctor. The person receving the
theeat or the immediate supervisor of instructor, of possible, wall obtuin & anich
informmtion as possble Gom the caller or source. The checklist in Appendix 3 can
#ssis the recaver (n gefting e response neadad by the proper suthcanes, who are
mmle{«mmbmmwham

The sanediate supervisor, staff, or faculty will immedately call fhz Police (911), then
notaty College Pressdent (Ext. 222), Viee Pressdent for Adminsstration (Ext. 343) and
Asastant 1o the President (Ext 225),
Whmhhmdanahsmnmpvamcnmmﬁmwwmﬂu
Dbualdirge(s1, the Emerg Sustern will be tngpered ot which time
evaryone st follow lhc evncumm procedurss and proceed 10 the nearest
Designated Safe Assembly Aress.
In Gases where 8 College employee is notified that 2 telephoned bomb  Queat
divected at the College has been received by the Palau Police Department ( FPD), Falan
Fire Departiment (PFD) or other rehiable souarce, heishe must snmedsstely notify
President (Ext 222), Viee Pressdent for Adnmmstration (Ext. 343) and Assestant 10
the President (Ext, 2295).
If & suspicious object, package, etc., 1s found, it must be quickly reported to the
immediate supervisor of faculty, Unda 10 circumstancss, should the suspicions
obgect or packages be moved or tumpered with. Let the proper anthorities, who are
traaned and certified, tandle the shation.

Fxploston or Threut of Explosion

II the exploson occurs within the builcings, or threaters the buikdings, feculty mnd
supervisors will imedistely snplement actions to evacuate the building.
Loeae the nearest Fire Pl Station and agtivate the alarm

Nobify the mmedsate supervisor or suthcetzed officials.

Procoed to the Designated Safe Assembly Area
lfnunedmdmﬁedmodmmmnm first aid, rendles it as necessary.
Onee at the Designated Safety A v Aren. Do Not Return to the builifisg until
e AN Clear senal is given.

G, Alreralt Accidents

Shoudd ars aireraft aceident ocowr within the surrcandings of the Collogo, one must exercse
extreme caation as the acadent my comtain potestinl bazards incluckng flarmenable and
toxic materials that Gin pose dieyger 10 the comemumty. The following safety steps must be
taken

= =

-

(‘allollfmmatymm

2 fhe nosident may inp )1 Is includking
ﬂlnnnhlcmdlooacmtmals
Follow B as d by emergency response officials.

lrmmm«ummcdmmummmwznmﬁmm
procead 10 the Designated Safe Assembly Arcas

R ut the Desgrated Safe A bly Areas until an Afl Clear ssgmal or olfser
instructions e ssssed by authonmed officials.
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H. Baatlng Accidents

l-lhﬁtyw
All College owned bouts must be propesty mispected, matitamed and spproved
for use by ®ie Small Engine instructoe pesor 1o any opesation of the boat.

b No employees of the College may operate s College owned boat without a valid
Boat Operator’s License, and proper trunng tn CPR and Fiest Asd.

¢ NoCollege owned boat may embark on any tnp withoe:
i Safety jackets or other life peeserving floatabon devices equivalen to the

oy of passerggers, including operator and coew members

1 Mmmioorc&lphnm
1t Anchor line of not kess thars 500 feet in Jergth and an anchor, preferably

Dunfoeth type
v Flashfight
v, First Aud Kat
Vi Dry chenmcal fire extingziusher
4. Prior wo departure, the operator st Jeave the following imformation with
appropminte official of the College.
1. Destination and couse
N Estimated fime of rehum
iit.  Number of peogle on boand

. Consact ifonmtion soch as phone munber or VHF Charned,

Acdidents
A Man Overboard
i Tum the stesring whed in the smne direction to move the propeller away
from the
person everboard
i Postoa lookout person to kesp the person overboard in sight at all times.
it Throw a ring buoy/flost overboard as dlose to the persom as possible.
v, Mangaves the boat to pick up the person in the waser
v. Resch out and poll the persan in the boat. Unless warramead, avoed leaving
the boat
10 f25CU @ person.
vi. The bost operator will do a quick injury
actions,
including odimsnistening CPR wnd/or Fasst Ald.
vii. When necessary, abost the tnp and return, 16 injury is magor or life
threaterang, cootact
*  Emargency Responders (911)
®  Kogor State Rangers (488-21 50) or nearest state rangers

®  Collega Officials.

1f a person is not & Jocated, contact nearest state rangers and
Manne Law Office (458-391 /6875/5206) and continue the search untl
belp amives, then, follow their instructions.

and take v

b Fire and Onboard
+ Immediately e off war and fuel supply
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il Use portable fire extinguisher at the bess of the fire. 1se coust guard
approved dry chernical type extinnasher since most boat fires invalve
Dimsnable ligquid such as

Marsetvier boat to ntiramize en‘cclao{wmadmd fire.

ZE

I abile to control the fire, immedisely notify nearest stale rangers,
Marine Low Office (288-391 I/6875/5206) and other beats in the
vicamty.

v Move passergess eway from the fire and have them seawed with life
preservers. Be propared 10 absndon the bost, if necessary .
v1,  Pesform injury' dommoge assessment and take sppropriste sctions

« Colhnnlomrnullucﬂnn

Secure everyone from frther injunies, particularly ok ing

I:i Mmmm&ngemn

ut I ingunes sre bfe trestermng, of the boat i3 1on operatiorsl, comtict.
o Natiomsd Police (911)
o Marine Law Office (488-391 16875/5200)
o Koror State Rapgers (488-2150) or nearcst stats rangess
. PCCOﬁaAIs

. Cont 4 A anxd walt Tor help to arnve. Onee help
mmﬂkmmmﬁmhmmwlupmm

3- Reporting
bmlrehnedmdaunmb:rcpomdhylirwmmmmcmym
persoaally fo the approprnte dep ly upoer amival from the se wxd
10 the Presidert of the Loﬂmnﬂnn}llmnoﬂtmmﬂummhl’cc Emerpency
Incident Repost Form { Appendix 4)

L Harmat'Chemicl Accidents
mm.ﬂmdomhm:nd«mmcnlsmu«hakmurontdlmlslpomnlfan
d or chemical spill, the w 1o
I Call the Pslan Fire Departmen (911), BQP‘B (488»[630) Dawision of
Environmental Health (488-6073) to report the incedent
2. Call your immechate supervisor or faculty % report the probdem
3. Iindeors, st all windows and dooes o the classrooens, labs, shops, ot offices
andd shut, if apphbicable, all mechanical vennlating systems 1o kesp the
HazMat/Chemmical vapors and'or fumes from spreading fo the other pasts of the

Tuildirg
4 To follow Procaditres in Saction V.C., (pag= 14)

J. Responding to Criminal Activities

The College has wwvested in magor campas impeovement plams desagned 10 make our
camnpes safer. These inclide installation of outside lights, secunty fences and surveillsce
caneras in wress that were considered ssobated. Secanty guands have been increasod to
provide secunity for our studeres, visitors, staff and our facilitics However, cniminal
activities cannot be totally climenated

1. Response to Crimimal Activities
a. Repoet ury conunal activaty, mcluding crime inp W POC S Y
Csed Officer ca duty who wall mm}' the Sn;nmm and the Folice whan
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mmry The nearest College office will assist vou in nosifying the
y Guards, wde college officials, and public safety officials.
ThuPCCDpaam"O'cmdwmsl
b During evenirg hours, weekends, and holidays Seounty Guoards femmin on
duty. Howsver, in the event you are unsble to Jocate them, call the Police
(91171f deermed neoessary, then call.
Direstor of Plysical Flant 779-9062
Vice President for Admen.  778-5290
Ass 1o President T78-2287
¢ When reporting a crime in peogiress, plesss provide the following
mnfocrmatyon

1. Nuture and location of mncident
i Time of ingident
it Destriphon of e p Jinvolved
v, Description of propenty mvolved
d. Asast the College official andlor the Public Safety when they arnve by
pwmmmnmmummuwhaumnwn-

3 ﬁemmwmuudmacnmeamlmlvodmthede

st the E Incident Report Form

(Mh 4 and subtmt it to e ummhtc supervisar. The Socurity

Gaard on duty or the official who handled the imcsdent must complets the

Incedent Report Foom and submat it to the College President within 24
hours of the cnme’s cocursence.

K Sexual Assault/Misconduct

Palan Community Colloge s firmby comemitied 10 maentatong an educstional environament

&cdmfmdmﬂwﬂagmwm mwtnch-wfmno(mmd

assult or gender.based ma doct is not tol o and 1g such offnses are

provided support and protection. When sexial msemdumsbrmuhwﬂwmmolh

uollese dﬁu-l& the college will taks prompt snd sppropnate sctionds) to el the
& s andd adddress its effects

Students and employees of the college who engage in sexual asseudtmiscondoct - mding,
abetting, <r enticing sexual asssult of retaliation - will be sulyect to dsapliry sction up
to and iocloding permanent separation of expulsaon fiom school for o student wxd
termination of empgoyment for an employas

The following procedures should be followed in the event of sexual sssault muscondact:
11 Assisting, Ask Vietim:
I Goto asafe place.
2 Call emergency responders (911 or baw enforcament (488-1422) for assistance
urxl to yepost the assamle.
3. Do not bathe, wash hands, or dean fngemals. Victuns must preserve evidane
it may bo necessary 1o prove cinnal saousl ssssult.
4. Do not remove clothing worn during or following the assault, as these frequently
contian valusble fiber, hair, and fhnd evidence.
Do not apply or tuke any medication
0. If officials have not bean contacted, call someons yoa can tnsst to take you to

the hospital.

-~
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7 Inhcanac}.«cmedmmmwuslwddm for » student - your
isor or Dean of Students, and for employee « your
1l41¢t\um and'ce Durector of Hianan Resources.
For Someone Assisting » Victinge
L Provide support
2 Advise the victim of the procedures Hssad shove.
3 Inform the Dean of Students o Director of Human Resources

Note:  Provection af the identity of victin and person reporting the arsads and
confidentlaiicy of information surroundirg the incldent is erucial.

L. Epidemic Discayes
Avian [nfluenza (Bird Flu)
If you sdentify ar suspect a case of Rerd Flu on cangus:
L. Notfy your irmmedate supervisar o instroctor
2. The supessrsoc o instroctor shall immediately natify, in thas order, Emergency
Room( 488-2558), Division of Environmental Health (482-6073), and College
Presidiens (778-2245)

Post sgns to wamn others of the danger

. The Seeurity Guard on duty or college oflictal present af the soene 3 responsable
0 prepare and submmit fo immediate supervisor or mstractor an incikdent report
usirg the POC Emergency Inciclant Form (Appendix 4, page 33).

Sudden Acute Respivatory Syndrome (SARS)
Any incidert of SARS oo campus, shull be handied as follows:
1. Call Emergency Room ot A88-2458 and Belan Naticmal Hospital at 488-2555.
2. Notify the instructor or immadiate supervisoe who will in tum infoem the
appropnate college officials,
Wit for the response tesm and follow thar instrocticns.
The Secunity Guard on duty or college official present at the scene is responsible

i Dommochsxc},otdeadburd

4, Secure the 'sise from the general pablic

b P(aSowmyGtw&almemwnmmhuwfﬂwdanwmdlwuopnam
officals arnve.

o

e

e

10 peepare and subenit to imeneciale supervisor or mstnsctor an incident report
using the POC Emengency Inctdent Form (Appendis 4, page 33).
M. Missing Student

Palan Community Codlege takes stodent safety very senousty. To thes end, the following
peticy and proceduses have been developed in order %o assist i Jocating POC studentis)
living m on-campus housing, which used on the ficts and cirvumstances known %o the
College are determned to be missing. Tluspc-hcyiumummhymedaymt. Higher
Educabon Act, and the U.S. Dey

Anvong whe bebieves & student 10 be missing should report hisher concern to the Dean of
Stuckents. Every report made to the campus will be followed up wath an ommeckate
investigation omce @ stadent has been mnssing for 24 hours. Depending on the
cireamstances presented to the Daan of Students or dm wmma andior guardians of
messing student(s) will be potified. In the event that p s Yy, he

Dean of Student or designee will placs the call.
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At the beginring of each scademiic yeur, students living o6 curpus or doerm 3
will be asked to provide emergency contact mformaton in the event she'he is reporied
messsng while enrolled ot PFOC This emergency infocomtion will be kept in the office of
Student Services and will be updated anmally.

Genesal Provedure:
1. The Deans of Students of designess receiving the report will collect and document
the followirg information at the time of the repoet
4. The pame and relationship of the person muking the report.
b The date, time, and locaticn the messing student was last scen
[ Tb:pamlmuhmochhborlumouedmsum(cg -
wuhununboﬂ' ) vultmg “ﬁmlly embers who hive
1 any recent changes inb
d mnumamnscallﬁmmlmmphamnmmﬁ
friend fiuruly members Gf known by the reporter).
2 Tthmur&M(mm)Mﬁwmmu:“«Mdald
Adienistration and Fuumnee and the Pressdent need to be contacted.
3. Upon rofification from anyone tht a student may be missing, POC may wse amy
or all of the following resceces 1o assist in Jocating the student.

A Chesk the student”s room.
b Talk %o shadent’s roommmate and other residents to ses i€ anyonz can
confinn the g student's whereal and'or confirm the date,

e, and Jocation the saadent wass last seen.

¢ Secure i corent stodent 1D (from Stdent Services office or other
photo of the stadent from a friend),

d Call and text the student™s cel) phone and call any other numbers on
record

e Send the student an emal.

f Cheek all possithe loeations off-campus mentioned by the partics
nbewe

g Ascertain the studert’s car make, model, and hoense plate munber, if
the missing stodent owns & velicle,

4. Once all infoemation is collected and documented the Dean of Stadents (or
designee) mmay contact the Jocal police %o report the infoomtion (Note: ICin the
course of pathering mfonmation & described above, foul play is evident of
stroegly indicated, the polics shondd be contactad immedintely). 1 it is necessary
10 contact the public safety office, police procedure and peotocol will be folkowed
by the Colicpe.

N, Active Shooter/Terroristic Act

Active Shooter: Anindivical(s) actively engoged in kalling o¢ atterngring to kill peogle in
a confined and/or popudated ares; in most cases, active shooters nse firearmy(s) and there is
mo pattern oc method of ther selection of vicluns.

Terroristie Aty Caloulated use of viol or threat of viol
intiomidaton, coercon o fear

The potential for these acts exists on every ocollege campas  Although ownership,
possossion and use of fireanns are prolututed tn Palaw, past shootings on college cangnses

against cividians fo instill
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and other violent attacks dictats the need for a response for a shooting of violent attack on
AT CIUnpRIS.

mm«mmm«:mﬂeom«mmmmwumm

enforpement officials amive on the scene, individuals nst be pr | bath v urxd
phrvsically. The College enploys the Run-Hide-Figlyt aqﬂown 10 active shooting u
TEITONSE 505 0N Crmpras.

RUN

o Have an escape ronte of plan in mind,

1 you el ot i3 sale 10 do 50, run away fom the attscker

1f pessibide, hedp others sscape.

Leave your belangimgs behmd.

Call 911 and repost the attack when safe 1o do so

Provade the potice witls the location, nusnber and description of amacker(s).
Remain calm and follow officer’s instioctions,

Keep your hands rised and keep them visitiz at all times.

Avoid making suddes moves or grabbing the police officer.

Do not stop the officens) 1o ask foe s other pency p |
fodlomang the officer(s) will sssist you.

L L L L

lllDE
1f an evacmbion is it possible, Gl a place fo hide where the attackes(s)
13 less likely 1o find you.

*  Lock and bamcade the dooes by moving beavy objects, such a3 desks or

cabinets in froot of the door

Move away from windows and close any blinds o stades.

Hade behird something substantial

Remain quict and calm

Sibence all c2ll phones, radios and televisions.

Deal 911, if possiblie, 1o alert the polsce to the attack.

1f you carmot speak, beave the line open arxl allow the dispatcber o listen.

I’lGlll‘

Only when your life 3 in mominent danger and you cunnof run away ot

hide - Fight

Taking action ks the kast resort.

Do not be aftwd o fight

o Actaggressively as possible against the attacker(s).

. ;J-e:mﬂaumwm:whmdm’ buckpack or purse, books,
ire
extingseshers o other hauvy items.

o Enlist sssistance of others closs 1o vou, Use mambers to overwhelm the
attacker(s). There is strevgth when you work together

1t 15 impartant to record snd report detuiled accounts of mdmra!oma law enforcement
and to iy our futurs The & y Guard on duty o the offSaal
who hendled the incsdant vmuss mplclc the Emergency tncident Report Form (Appendix
4, page 33) and suhimit it to the College Pressdent within 24 hoems of the incident’s

ocourrence.
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PMCummCdup\mmﬂlnemymwpmlummmm
wnd guests [or cmergeney sitmtions on campos and the sumounding  comunity
Preparsdness and smergency help reinforce skills and knowledge
needed during an actsal mgmcy Palan Coenmursty College conducts the foflowmg
drills'enervises:

Residence Hall Evacuation Drills
Resdence Halls Ondv. On:sd'ndalcdmmdnuymnis doctad at the dommo m
fall and one Juctd m spring. At least one of e

scenanos of the two dnlls will uumm ﬂrecvmmm

Fire Alarm amd Bﬂ‘l; Evacution Drills

. One schedided Fire Alerm and Buslding
E ton Dol is comducted for the academic and ndmamistrative buildings m the upper
carmpus and the shop area i fall and coe unannoonced dill is conducted i spang, The
fall semester drill 15 ammounced ahead of time while the spring deill is ursnnoanced

Mass Notification Sy stem Test and Drills

The Cnllege s mass notification test (voice, PA xyﬂem. emal alest, text messages) will be
in son with 1 md 1 dnilks

)

Implementation Giedelines:
This policy 15 pullished in (1) General Catalog, (2) Emergency Procedures
Manual and (3) POC website: waw palan edy
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Appendix 2
PCC Emergency Evicuation Kepert
Date;, Ferson Reporting:,
Nt and locanon of emergency’
Source of Infe
Time evacunbion begare Time ended:

Number of people evacsuted (list name if possible en

parate sheat)

List matnes of those whe peovided assistance, incloding Evecuation Leadens

List reumes of those who did not comply with evarmation procedures

Evacuation Effectivencss (rae the effoctiveness of the evacuation on 2 scale of | -5, 5

being the highesty. | 2 3 1 b
~(ircle ong-—

List protlems encomtirad

Revcommendations toe upprovements:

Sigruature Date
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Appendix 3
Bomb Threat Checklist
Questions o Avk:
I Whan is the bomb going 10 explode?
2 Whersis it right now?
3 What does it Jook like?
4 What kind of bomb is it
5 What will cause it to explode?
6 Did you place the bomb?
7 Why?
8 What is your address?
¢ Whete ate you calling fror?
10 What ts yous name?
11 How ol are you?
12 Whate are you now?
13 Length of call:
Record you observation of the caller:
Laller's Voies {Circle Applicable Descripions s
Calm Show Lawghter
Argry Rapid Crying
Excited Soft Noaral
Lowxd Distinet Desp
Slurred Lisp Accent
Stutter Raspy Deep
Cracking Vaice Ragged Breathing
Nasal Distingished Fatreliar
Backyround Sourds (Cirele Applicable Descriptions)
Styeot Nowse Hoawe Noise Factory-
Crockery Mator Noksor
Volees Office '\"{‘“‘l:
Large Crowd Machines PA Systern
Boal Local Phone Stalwe
Asrplane Call Music
Booth Long Distance Clear
Shap Call
Church Bell
| Other
Threat Language (Cirele Applicable Descriptions)
Palacuns  Jopansse  Chinese Foul
English Tagalog Other: I ol
Incoherent l Message Read by Threat Mokar
[ Taped
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Repmrks.

) Additionl Information (Fill out completely, immediately afier & bomb dreat).

Dute:

Time:

Name

Job Tafle:

Duvision' Depastment
Telephone No-

e T
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Appendix 4
PALAU COMMUNITY COLLEGE
GENCY INCIDE
Date
To
From Dute of Incident:
{Please pant)
Nutie & Place {(exact } ) of Inciclent
Name of indivadials iwalved:
Witnessias):
Natne Sagrsature
Namo Sgrature

Use spuce below to give more details of the imcident. Please be specific. (Be sure 1o
indicate WHO, WHEN, WHERE, HOW, AND WHY)

p.‘:%---;‘nﬂ:‘-o.-ﬁ!-’?kfo‘ﬁ"-"-’:. LA LS :Q‘I’i‘ril?:..lﬂiil LLLEL L L L)

Action Taken:

Proper Authonty:
Title: Name: Signature;

Distributson: Immediate Supervisor. Dopt. Head. VP-Admintsoation & Fuance,

President, Complionce Officer
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Notrs:
Note:
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Printing Courtesy of:

Emergency Health Program
Bureau of Public Health
Ministry of Health

Notienal Preparednass Month

BroNos

Disasters Happen
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Appendix E: Framework for Information Literacy for Higher
Education

Framework for
Information Literacy
for Higher Education

Filed by the ACRL Board of Directors February 2, 2015

Adopted by the ACRL Board January 11, 2016

The Association of College and Research Libraries
A division of the American Library Association

Chicago, Illinois
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Authority Is Constructed and Contextual

Information resources reflect their creators’ expertise and credibility, and
are evaluated based on the information need and the context in which the
information will be used. Authorityis constructed in that various communities
may recognize different types of authority. It is contextual in that the
information need may help to determine the level of authority required.

Experts understand that authority isa type of influence recognized or exerted within
a community. Experts view authority with an attitude of informed skepticismand an
openness to new perspectives, additional voices, and changes in schools of thought.
Experts understand the need to determine the validity of the information created
by different authorities and to acknowledge biases that privilege some sources of
authority over others, especially in terms of others” worldviews, gender, sexual
orientation, and cultural orientations. An understanding of this concept enables
novice learners to critically examine all evidence—be it a short blog post or a
peer-reviewed conference proceeding—and to ask relevant questions about origins,
context, and suitability for the current information need. Thus, novice learners come
to respect the expertise that authority represents while remaining skeptical of the
systems that have elevated that authority and the information created by it. Experts
know how to seek authoritative voices but also recognize that unlikely voices can
be authoritative, depending on need. Novice learners may need to rely on basic
indicators of authority, such as type of publication or author credentials, where
experts recognize schools of thought or discipline-specific paradigms.

Knowledge Practices

Learners who are developing their information literate abilities

*  define different types of authority, such as subject expertise (e.g.,
scholarship), societal position (e.g., public office or title), or special
experience (e.g., participating in a historic event);

e use research tools and indicators of authority to determine the
credibility of sources, understanding the elements that might temper
this credibility;

* understand that many disciplines have acknowledged authorities in
the sense of well-known scholars and publications that are widely
considered “standard,” and yet, even in those situations, some scholars
would challenge the authority of those sources;

12 Association of Colege and Research Libraries
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* recognize that authoritative content may be packaged formally or
informally and may include sources of all media types;

¢ acknowledge they are developing their own authoritative voices in &
particular area and recognize the responsibilities this entails, including
seeking accuracy and reliability, respecting intellectual property, and
participating in communities of practice:

*  understand the increasingly social nature of the information ecosystem
where authorities actively connect with one another and sources
develop over time.

DISPOSITIONS

Learners who are developing their information literate abilities

* develop and maintain an open mind when encountering varied and
sometimes conflicting perspectives;

*  motivate themselves to find authoritative sources, recognizing that
authority may be conferred or manifested in unexpected ways;

* develop awareness of the importance of assessing content with a
skeptical stance and with a self-awareness of their own biases and
worldview;

*  question traditional notions of granting authority and recognize the
value of diverse ideas and worldviews;

* are conscious that maintaining these attitudes and actions requires
frequent self-evaluation.

Framework for Information Literacy for Higher Fducation 13
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Information Creation as a Process

Information in any format is produced to convey a message and is shared
via a selected delivery method. The iterative processes of researching,
creating, revising, and disseminating information vary, and the resulting
product reflects these differences.

The information creation process could resull in a range of information formats
and modes of delivery, so experts look beyond format when selecting resources to
use. The unique capabilities and constraints of each creation process as well as the
specific information need determine how the product is used. Experts recognize
that information creations are valued differently in different contexts, such as
academia or the workplace, Elements that affect or reflect on the creation, suchasa
pre- or post-publication editing or reviewing process, may be indicators of quality.
The dynamic nature of information creation and dissemination requires ongoing
attention to understand evolving creation processes. Recognizing the nature of
information creation, experts look to the underlying processes of creation as well
as the final product to critically evaluate the usefulness of the information. Novice
learners begin to recognize the significance of the creation process, leading them
to increasingly sophisticated choices when matching information products with
their information needs.

KNOWLEDGE PRACTICES

Learners who are developing their information literate abilities

* articulate the capabilities and constraints of information developed
through various creation processes;

*  assess the fit between an information product’s creation process and a
particular information need;

* articulate the traditional and emerging processes of information
creation and dissemination in a particular discipline;

*  recognize that information may be perceived differently based on the
format in which it is packaged;

*  recognize the implications of information formats that contain static or
dynamic information;

*  monitor the value that is placed upon different types of information
products in varying contexts;

14 Association of Colege and Research Libraries
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* transfer knowledge of capabilities and constraints to new types of
information products;

¢ develop, in their own creation processes, an understanding that their
choices impact the purposes for which the information product will be
used and the message it conveys.

DISPOSITIONS

Learners who are developing their information literate abilities

* are inclined to seek out characteristics of information products that
indicate the underlying creation process;

* value the process of matching an information need with an appropriate
product;

*  accept that the creation of information may begin initially through
communicating in & range of formats or modes;

* accept the ambiguity surrounding the potential value of information
creation expressed in emerging formats or modes;

* resist the tendency to equate format with the underlying creation
process;

* understand that different methods of information dissemination with
different purposes are available for their use.

Framework for Information Literacy for Higher Fducation 15
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Information Has Value

Information possesses several dimensions of value, including as a
commodity, as a means of education, as ameans to influence, and as a means
of negotiating and understanding the world. Legal and socioeconomic
interests influence information production and dissemination.

The value of information is manifested in various contexts, including publishing
practices, access to information, the commodification of personal information, and
intellectual property laws. The novice learner may struggle to understand the diverse
values of information in an environment where “free” information and related
services are plentiful and the concept of intellectual property is first encountered
through rules of citation or warnings about plagiarism and copyright law. As creators
and users of information, experts understand their rights and responsibilities when
participating in a community of scholarship. Experts understand that value may
be wielded by powerful interests in ways that marginalize certain voices. However,
value may also be leveraged by individuals and organizations to effect change and
for civic, economic, social, or personal gains. Experts also understand that the
individual is responsible for making deliberate and informed choices about when
to comply with and when to contest current legal and socioeconomic practices
concerning the value of information.

KNOWLEDGE PRACTICES

Learners who are developing their information literate abilities

*  give credit to the original ideas of others through proper attribution and
citation;

* understand that intellectual property is a legal and social construct that
varies by culture;

*  articulate the purpose and distinguishing characteristics of copyright,
fair use, open access, and the public domain;

* understand how and why some individuals or groups of individuals may
be underrepresented or systematically marginalized within the systems
that produce and disseminate information;

*  recognize issues of access or lack of access to information sources;

* decide where and how their information is published;

16 Association of Colege and Research Libraries
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* understand how the commodification of their personal information
and online interactions affects the information they receive and the
information they produce or disseminale online;

* make informed choices regarding their online actions in full awareness
of issues related to privacy and the commodification of personal
information.

DISPOSITIONS

Learners who are developing their information literate abilities

¢ respect the original ideas of others;
*  value the skills, time, and effort needed to produce knowledge;

* see themselves as contributors to the information marketplace rather
than only consumers of it;

* areinclined to examine their own information privilege.

Framework for Information Literacy for Higher Fducation 17
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Research as Inquiry

Researchis iterative and depends upon asking increasingly complex or new
questions whose answers in turn develop additional questions or lines of
inquiry in any field.

Experts see inquiry as a process that focuses on problems or questions in a
discipline or between disciplines that are open or unresolved. Experts recognize
the collaborative effort within a discipline to extend the knowledge in that field,
Many times, this process includes points of disagreement where debate and dialogue
work to deepen the conversations around knowledge. This process of inquiry
extends beyond the academic world to the community at large, and the process of
inquiry may focus upon personal, professional, or societal needs. The spectrum of
inquiry ranges from asking simple questions that depend upon basic recapitulation
of knowledge to increasingly sophisticated abilities to refine research questions,
use more advanced research methods, and explore more diverse disciplinary
perspectives. Novice learnersacquire strategic perspectives on inquiry and a greater
repertoire of investigative methods.

KNOWLEDGE PRACTICES

Learners who are developing their information literate abilities

*  Formulate questions for research based on information gaps or on
reexamination of existing, possibly conflicting, information;

*  determine an appropriate scope of investigation;

*  deal with complex research by breaking complex questions into simple
ones, limiting the scope of investigations;

* usevarious research methods, based on need, circumstance, and type of
inquiry;

*  monitor gathered information and assess for gaps or weaknesses;
* organize information in meaningful ways;
* synthesize ideas gathered from multiple sources;

e draw reasonable conclusions based on the analysis and interpretation of
information.

18 Association of Colege and Research Libraries
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DISPOSITIONS

Learners who are developing their information literate abilities

consider research as open-ended exploration and engagement with
information;

appreciate that a question may appear Lo be simple but still disruptive
and important to research;

value intellectual curiosity in developing questions and learning new
investigative methods;

maintain an open mind and a critical stance;

value persistence, adaptability, and flexibility and recognize that
ambiguity can benefit the research process;

seek multiple perspectives during information gathering and
assessment;

seek appropriate help when needed;
follow ethical and legal guidelines in gathering and using information;

demonstrate intellectual humility (i.e., recognize their own intellectual
or experiential limitations).

Framework for Information Literacy for Higher Fducation 19
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Scholarship as Conversation

Communities of scholars, researchers, or professionals engage in sustained
discourse with new insights and discoveries occurring over time as a result of
varied perspectives and interpretations.

Research in scholarly and professional fields is a discursive practice in which ideas
are formulated, debated, and weighed against one another over extended periods of
time. Instead of seeking discrete answers to complex problems, experts understand
that a given issue may be characterized by several competing perspectives as part of
an ongoing conversation in which information users and creators come together and
negotiate meaning. Experts understand that, while some topics have established answers
through this process, a query may not have a single uncontested answer. Experts are
therefore inclined to seek out many perspectives, not merely the ones with which they
are familiar. These perspectives might be in their own discipline or profession or may
be in other fields. While novice learners and experts at all levels can take part in the
conversation, established power and authority structures may influence their ability to
participate and can privilege certain voices and information. Developing familiarity
with the sources of evidence, methods, and modes of discourse in the field assists novice
learners to enter the conversation. New forms of scholarly and research conversations
provide more avenues in which a wide variety of individuals may have a voice in the
conversation. Providing attribution to relevant previous research is also an obligation
of participation in the conversation. It enables the conversation to move forward and
strengthens one’s voice in the conversation.

KNOWLEDGE PRACTICES

Learners who are developing their information literate abilities

*  cite the contributing work of others in their own information production:

* contribute to scholarly conversation at an appropriate level, such as local
online community, guided discussion, undergraduate research journal,
conference presentation/poster session;

* identify barriers to entering scholarly conversation via various venues;

¢ critically evaluate contributions made by others in parlicipatory information
environments;

e identify the contribution that particular articles, books, and other scholarly
pieces make to disciplinary knowledge:

20 Association of Colege and Research Libraries

128



summarize the changes in scholarly perspective over time ona
particular topic within a specific discipline;

recognize that a given scholarly work may not represent the only or
even the majority perspective on the issue.

DISPOSITIONS

Learners who are developing their information literate abilities

recognize they are often entering inte an ongoing scholarly conversation
and not a finished conversation:

seek out conversations taking place in their research area;

see themselves as contributors to scholarship rather than only
consumers of it

recognize that scholarly conversations take place in various venues;

suspend judgment on the value of a particular piece of scholarship until
the larger context for the scholarly conversation is better understood;

understand the responsibility that comes with entering the conversation
through participatory channels;

value user-generated content and evaluate contributions made by
others;

recognize that systems privilege authorities and that not having a
tluency in the language and process of a discipline disempowers their
ability to participate and engage.

Framework for Information Literacy for Higher Fducation n
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Searching as Strategic Exploration

Searching for information is often nonlinear and iterative, requiring the
evaluation of a range of information sources and the mental flexibility to
pursue alternate avenues as new understanding develops.

The act of searching often begins with a question that directs the act of finding
needed information. Encompassing inquiry, discovery, and serendipity, searching
identifies both possible relevant sources as well as the means to access those sources.
Experts realize that information searching is a contextualized, complex experience
that affects, and is affected by, the cognitive, affective, and social dimensions of the
searcher. Novice learners may search a limited set of resources, while experts may
search more broadly and deeply to determine the most appropriate information
within the project scope. Likewise, novice learners tend to use few search strategies,
while experts select from various search strategies, depending on the sources, scope,
and context of the information need.

KNOWLEDGE PRACTICES

Learners who are developing their information literate abilities

* determine the initial scope of the task required to meet their
information needs;

¢ identify interested parties, such as scholars, organizations, governments,
and industries, who might produce information about a topic and then
determine how to access that information;

*  utilize divergent (e.g., brainstorming) and convergent (e.g., selecting the
best source) thinking when searching;

*  match information needs and search strategies to appropriate search
tools;

* design and refine needs and search strategies as necessary, based on
search results;

¢ understand how information systems (i.e., collections of recorded
information) are organized in order to access relevant information;

* use different types of searching language (e.g., controlled vocabulary,
keywords, natural language) appropriately:

*  manage searching processes and results effectively.
22 Association of Colege and Research Libraries
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DISPOSITIONS

Learners who are developing their information literate abilities

*  exhibit mental flexibility and creativity;

* understand that first attempts at searching do not always produce
adequate resulls;

* realize that information sources vary greatly in content and format and
have varying relevance and value, depending on the needs and nature of
the search;

*  seek guidance from experts, such as librarians, researchers, and
professionals;

*  recognize the value of browsing and other serendipitous methods of
information gathering;

*  persist in the face of search challenges, and know when they have
enough information to complete the information task.

Framework for Information Literacy for Higher Fducation 23
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Appendix F: Abbreviations

AAS Associate of Applied Science

ACCJC  Accrediting Commission for Community and Junior
Colleges

ACCT  Association of Community College Trustees ACRL
Association of College and Research

Libraries
ALA American Library Association
AP Academic Policy
APM Administrative Procedures Manual
AS Associate of Science

ASPCC  Associated Students of Palau Community College
AUSAID Australian Aid

BI Business Intelligence

BOT Board of Trustees

CANFUND Canadian Centre for Fundraising
CariPac Caribbean and Pacific Consortium
CCM Community College of Micronesia
CIP Capital Improvement Project

CE Continuing Education

CEO Chief Executive Officer

CEU Continuing Education Unit

coM College of Micronesia

CPC Committee on Programs and Curricula
CPR Cardiopulmonary resuscitation

CRE Cooperative Research and Extension
CSC Computer Steering Committee

DPSC Data Processing Steering Committee

EBSCO Elton B Stephens Company

EMP Emergency Procedures Manual

EQPB  Environmental Quality Protection Board

ESL English as a Second Language

ETS Educational Talent Search

FAMED Formulate, Assess, Measure, Evaluate and Develop
FAS Freely Associated States

FSA Faculty Senate Association

FSM Federated States of Micronesia

FTE Full Time Equivalent

HRD Human Resource Division

IEP Individualized Educational Plans

IES Institutional Effectiveness Survey

ILL Interlibrary Loan

ILO Institutional Learning Outcomes

IP Internet Protocol

IPEDS  Integrated Postsecondary Education Data System
IPM Integrated Pest Management

IREO Institutional Research and Evaluation Office

ISSA Institutional-Set Standards for Student Achievement
IT Information Technology

JICA Japan International Cooperation Agency

JSTOR Journal Storage

KOICA Korea International Cooperation Agency
KSG Koror State Government

LAN Local Area Network

LCD Liquid Crystal Display

LRC Learning Resource Center
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LS
MAP
Micro-P
MOC
MOE
MHHS
MOU
MTDS
MVS
NDBP
NOCTI

NPGO
NPR
NSLDS
NZAID
OEK
(O
PAL
PCAA
PCC
PCS
PPA
PPEC
PPUC
PNSB
PR
PRC
PRRM
RMI
ROP
RPPL
SAICM

SAO
SLO
SPR
STEM

TRC
TTPI

uB
UBMS
UHF
US/USA
USAID

VHA
VP
WAN
WASC
WCCC
WES
WIOA

Library Science

Maintenance Assistance Program
Micronesian Pacific Collection
Micronesian Occupational College
Ministry of Education

Ministry of Health and Human Services
Memorandum of Understanding
Medium Term Development Strategy
Micronesian Voyaging Society

National Development Bank of Palau
National Occupational Competency Testing
Institute

Non-Profit Governmental Organization
National Public Radio

National Student Loan Data System

New Zealand Aid

Olbiil Era Kelulau

Operating System

Palau Association of Libraries

Palau Community Action Agency

Palau Community College

Palau Conservation Society

Pacific Power Association

Pacific Post-Secondary Education Council
Palau Public Utilities Corporation

Palau National Scholarship Board

Public Relations

Policy Review Committee

Personnel Rules and Regulations Manual
Republic of the Marshall Islands

Republic of Palau

Republic of Palau Public Law

Strategic Approach to International Chemical
Management

Service Area Outcomes

Student Learning Outcomes

Student Progress Report

Science, Technology, Engineering and
Mathematics

Technology Resources Committee

Trust Territory of the Pacific Islands
Upward Bound

Upward Bound Math and Science

Ultra High Frequency

United States/United States of America
United States Agency for International
Development

Very High Frequency

Vice President

Wide Area Network

Western Association of Schools and Colleges
Western Curriculum Coordination Center
World Educational Services

Workforce Innovation and Opportunity Act



Appendix G: PCC 15-Year Institutional Master Plan Timetable (2025-
2039)

Continuous Process

Status: Blue [li] - Target Date of Completion Yellow

Objectives

VU NON

O NON

NNON

W NON
O NON

O WOoON

= WOoN

N WON

W WwWoNnN

HWON

i WON

O WON

NWON

0 WOoON

O WwonN

1.1 Strengthen institutional effectiveness, equity, diversity, and inclusi

o

n

1.1.1 Enhance institutional data quality and reporting efficiency by
ensuring effective data collection, management, and reporting
capabilities to support the collection and analysis of data across all
areas of the institution.

1.1.2 Strengthen institutional assessment, research, and collaboration
efforts to improve data-driven decision-making, foster partnerships,
and conduct proactive research for continuous improvement in
education quality and student success.

1.1.3 Continue to ensure timely and accurate reporting to federal and
state governments, accreditation, and other external bodies to maintain
compliance.

1.1.4 Institutional Research and Evaluation Office to continue to serve
as the primary repository for institutional data.

1.2 Continue to coordinate institutional research and assessment practices

1.2.1 Continue to communicate the FAMED Assessment Cycle to
support the decision-making process.

1.2.2 Compile and disseminate comprehensive assessment reports.

2.1 PCC will maintain a vibrant and diverse range of education and trainin

g programs/offerings

2.1.1 Ensure learning outcomes for programs, degrees, and
certificates remain current and relevant to support student success.

2.1.2 Conduct systematic programs and department reviews based on
Academic Affairs three-year cycle to enhance existing academic
departments and programs.

2.1.3 Offer new and relevant programs or reinstate temporarily
suspended programs that directly respond to the evolving needs and
interests of students and the community.

2.1.4 Use Career and Technical Education Lab School as a lab center
for Education in Secondary Education students

2.1.5 Strengthen partnerships with local businesses and organizations
to offer work-integrated learning experiences, such as field studies
and internships.

2.1.6 Collaborate with community partners or industry experts to
enhance courses that are relevant to the current job market.

2.1.7 Invest in new technologies and infrastructure to enhance
students’ learning experiences.

2.1.8 Align and articulate courses with high schools.

2.2 To enhance recruitment strategies and initiatives

2.2.1 Facilitate and increase enrollment of:
a. Local high school students
b. Returning students
c. Local workforce
d. FSM and RMI.

2.2.2 Recruit student participants of Upward Bound (UB), Upward
Bound Math and Science (UBMS), and Educational Talent Search
(ETS) Program graduates.

2.2.3 Recruit and enroll prospective students from the Adult High
School (AHS) College Preparatory Program.

2.3 PCC will retain at least 60% of students

2.3.1 Continue hosting Day Care Center to benefit PCC students.

2.3.2 Increase success rate at the course, certificate, and degree level by
enhancing intervention strategies to foster and ensure inclusion and
equitable access to student support services.

2.4 PCC will ensure that Learning Support Services are sufficient to support instructional programs

2.4.1 Continue to support the Student Learning Resource Center and
Academic Tutoring Center services.

2.5 PCC will help students transfer to a four-year college

2.5.1 Increase the transfer rate of PCC graduates.

2.6 PCC continues to strengthen programs and services in the area of stude|

nt support services

2.6.1 Use Service Area Outcomes (SAO) assessment results to maintain
or make improvements to student support services.
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2.6.2 Support a diverse student population through continued
outreach efforts, programs, and College events/activities.

2.6.3 Provide comprehensive counseling, academic advising, and
career counseling services to students.

2.7 The PCC Library will continue to support student success

2.7.1 Maintain a variety of relevant and accessible library resource
materials.

2.7.2 Update the library webpage to reflect current library services and
provide access to relevant online resources.

2.7.3 Provide and enhance library services and programs to support
student needs.

2.7.4 Provide access to computers to support student needs.

2.8 PCC will ensure the continuity of non-credit programs through C

ontinuing Education

2.8.1 Develop learning outcomes (LOs) for Continuing Education,
Professional Development, and Compensatory Education offerings.

2.8.2 Implement articulation of CE to Credit for advancement.

2.8.3 Conduct state visits to assess community training needs and
disseminate information relevant to training opportunities.

2.8.4 Develop a working relationship with government agencies,
private sectors, and non-profit organizations to assess training needs
and establish program sponsorship.

2.8.5 Provide fast-track courses on the basics of teaching skills to
support in-service training of teachers.

2.8.6 Develop learning outcomes for the Non-Instrumental Navigation
and Sea-Faring class.

2.9 PCC will ensure that all other Community-Based Programs are accessible and offered throughout Palau

2.9.1 Implement and continue the Maintenance Assistance Program
(MAP) to the extent that external funding is available.

2.10 PCC will strengthen and diversify its partnerships with external

agencies

2.10.1 Maintain formal partnership agreements with external agencies
to support the needs of students and the community.

2.10.2 Provide online learning opportunities through partnerships with
other degree-granting institutions.

2.10.3 Establish and maintain course articulation agreements with other
institutions of higher education.

2.10.4 Maintain Memorandum of Understanding with Penn Foster
Career School (formerly known as Thompson Education Direct).

2.11 The Cooperative Research and Extension Division will collabora

te with partners and clients

2.11.1 Promote Small Island Agriculture System that addresses
sustainable plant and animal production.

2.11.2 Promote Integrated Pest Management (IPM).

2.11.3 Promote the development of the aquaculture industry.

2.11.4 Disseminate research findings to the communities.

2.11.5 Support the development of tissue culture technology.

2.11.6 Promote the development of value added/new product.

2.11.7 Support the promotion of food safety and nutrition.

2.11.8 Promote youth development of environmental awareness.

2.11.9 Work to identify locally grown plants and crops as bio-fuel
sources.

2.11.10. The College Research and Development Station to serve as a
repository for local root crops.

3.1 Financial Resources - PCC will secure and allocate financial resources

3.1.1 Secure enough funding to support the annual operation of the
College.

3.1.2 Through 2039, seek to generate and utilize effective use of
resources to increase the PCC Endowment Fund toward its ultimate
goal of $30 million.

3.2 Facilities & Equipment - PCC will improve a system of acquisition and management of property, facil

ities, and de

reciable assets

3.2.1 Through 2039, provide adequate, safe and accessible facilities to
meet the needs of a learning-centered institution ensuring equity and
inclusion.

3.2.2 Continue to maintain existing maintenance working plan
matrices to keep track of projects and accomplishments, to assist in
identifying areas of improvement, and to ensure safety and quality.

3.2.3 Continue to maintain a complete and accurate inventory of

equipment/facilities.
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3.2.4 Dispose equipment and hazardous waste properly (Collaborate
with Strategic Approach to International Chemical Management
(SAICM)).

3.3 Technology Resources — PCC will provide a framework to carry out tec

hnology enhancements

PCC Technology Plan.

3.4 Human Resources — PCC will recruit, hire, promote, and retain a

diverse and qualified workfor

ce

3.4.1 Recruit and maintain diverse, qualified, and appropriately
credentialed personnel.

3.4.2 Periodically update the Personnel Rules and Regulations Manual
(PRRM).

3.4.3 Improve and expand ongoing staff and faculty development
programs.

3.4.4 Periodically review the performance appraisal and evaluation
process.

3.4.5 Review, propose, and establish benefits for faculty and staff
a. Salary increment
b. Life insurance
c. Employee recognition
d. Retirement package
e. Dental and eye insurance
f. Badek (contribution).

3.4.6 Develop a succession plan.

3.5 PCC is committed to protect its human resources and safeguard its physical resources

3.5.1 Protect the well-being of students and faculty and staff through
an intensive awareness campaign of emergency preparedness.

3.5.2 Establish effective college-wide system of communication in
emergency situations.

4.1 The leadership and governance of PCC will continue to be transparent and collaborative

4.1.1 The college leadership and governance continue to contribute to
the institution’s culture of excellence through improved Board
effectiveness and as mandated in RPPL 4-2.

4.1.2 Continue to engage in decision-making structures and processes
as stipulated under RPPL 4-2.

4.1.3 Utilize, assess, and enhance clearly defined communication
channels and methods in which instructions, ideas, and concerns are
openly communicated throughout the institution and the community to
ensure inclusion and equity.

4.1.4 Regularly and effectively communicate the values and
expectations regarding ethics, equity, social responsibility, and
community involvement.

4.2 PCC will strengthen its effort to instill a sense of common purpose among its emplo

4.2.1 Continue to communicate effectively the Mission, Vision,
Values, Institutional Learning Outcomes, Strategic Directions, and
Institution-Set Standards for Student Achievement to the college
community.

4.2.2 Develop and improve activities that foster institutional culture
and inclusion to instill a sense of belonging and promote school spirit.

4.3 PCC will enhance and build upon the positive image of Palau Community College

4.3.1 Foster a positive image and perception to the community.

4.3.2 Establish and Strengthen MOC/PCC Alumni Association.
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2025-2039

15 Year Instrtutional Master Plan

Tchuzie Tadao, Chairman
Jay Olegeriil

Hilda Reklai

Hedrick Kual

Ulai T. Ikesiil

Lyndon Masami
Harriette Herman

Larry Wakakoro

Jolene Joseph, Recorder
Clement Kazuma

Marie A. Nabeyama
Cecil Meteolechol
Isumechraard Ngirairikl
Johvanna Yaoch

Vera Dilsils Kanali

Jack Meltel

R. Derbei Meyar

Arlyn Ignacio
Raymund Yutis

Ligaya Sara

Steering Committee

Director, Upward Bound Math & Science
Vice President, Administration & Finance
Dean of Students

Dean of Continuing Education

Associate Dean, Academic Affairs

Director, Cooperative Research & Extension
Director, Development Office

Director, Upward Bound Program

Director, Educational Talent Search Program
Director, Physical Plant

Director, Human Resource

Director, Library

Director, Financial Aid

Systems Analyst, Computer Services
Executive Assistant to the President
President, Classified Staff Organization
Associate Professor, Academic Affairs
Associate Professor, Academic Affairs
Technology Specialist

Institutional Researcher
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