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September 1, 2005

TO:
CSU Service-Learning Directors

FROM:
Season Eckardt

RE:
Academic Planning Data Base and the Service-Learning Indicator
Academic Planning Data Base Reporting Requirements for 2005-2006 AY

As indicated in the California’s Call to Service Allocation Process, every campus needs to report, on a term-by-term basis, the number of service-learning sections offered in the 2005/2006 academic year through the Academic Planning Data Base (APDB).  

For specific campus reporting deadlines, please see Attachment B of the 2005-2006 Enrollment Reporting Schedule Memo. On pages 4-5, look at the “Profile APDB files due” column to determine the date that your campus must submit its APDB file.  Typically, the profile file is due halfway through the academic term.  While the deadline to report for fall 2005 is either late October or November, your APDB coordinator will need this information earlier. I encourage you to talk with your APDB coordinator to discuss the process and timeline for coordinating the service-learning aspect of your campus’s report.  Below are some questions and answers about the reporting process:

Who decides what service-learning sections to report? What should our campus report?

As the service-learning director on campus, you significantly influence your campus’s process for designating service-learning sections.  At CSU Northridge, the service-learning director sends out a letter to faculty asking them notify the department chair or administrative assistant that a specific course section is service learning.  Additionally, the APDB coordinator reiterates this process to department administrative assistants.  Once the APDB coordinator has a preliminary list of service-learning sections from the departments, the service-learning director verifies the list.  In some cases, the director adds or removes courses from the list.  

If your campus has a designation policy in place, you certainly should report all the courses that have gone through the formal process.  You can also add other courses that have not gone through the designation process.

Once the service-learning sections are reported in Academic Planning Data Base, can I make changes?

Unfortunately, due to the critical information contained in the overall campus file, you can not make changes to the file after your APDB coordinator has submitted it.  The APDB file generates a number of statistics such as faculty workload, assigned time and student enrollment. Given our constrained budget situation, this information is needed timely and accurately. If the file is revised, there is a possibility that it could cause discrepancy with information that has already been reported. 

If you have questions or would like to offer feedback about data collection, please give me a call at (562) 951-4787.

Enclosures:
Attachment B 2005-2006 Enrollment Reporting System Memo
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