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TEAM: INSTRUCTION

Priority Division Description Justification of Need Total Strategic
Number One-time Ongoing Requested Goals

Instruction - Dual 
Enrollment Unit

Marlyn Holt Program/Project 
Specialist   (1 
position) A-79, 100% 
time, 12 months. 
$95,466 (sal & ben)

Enrollment growth, retention/success/completion, equity: Dual Enrollment Program serves 27 high schools and 
4,000 students from outreach, recruitment, double applications for admission, registration, faculty orientation, on-site 
support of HS personnel, direct support of students through four terms per academic year. The program is a top 
prioriy for enrollment growth, meeting SCFF and equity metrics, and in the number of high schools, districts, 
students, and communities served. Current staffing levels are insufficient to grow the program to the enrollment 
productivity the college needs to recover FTES.

Aligns with Cabinet Budget Priority: 3

$95,466.00 $95,466.00  1, 2, 3 

Library & 
Learning 
Resources: 
Faculty Center 
for Learning 
Technology Unit

Katie Datko HonorLock

**Lottery or Block 
Grant**

Honor Lock usage during the past year has consistently increased. As of the end of May, we had 5,729 unique 
students and 36,510 total exam sessions which had proctored assessments. If usage increases further, we may 
incur additional charges at the end of the 2022-23 fiscal year.

In December 2020, the Distance Learning Committee recommended an ongoing proctoring solution to ensure 
the integrity of online assessments. HonorLock was vetted by a faculty committee for the 2021-22 academic 
year. 

With the increase in fully online and hybrid DL courses, online proctoring is an essential service to provide exam 
integrity, particularly for disciplines that require professional licensure such as nursing. Given the increase in 
online course offerings (61% in Summer 2022), proctoring services allow us to maintain a robust educational 
technology infrastructure, guarantee the veracity of faculty assessments, and help to mitigate the effects of 
financial aid fraud.

Honor Lock usage during the past year has consistently increased. As of the end of the 21-22 FY, we had 6,166 
unique students and 40,572 total exam sessions which had proctored assessments. This is an overage of 1,166 
students from our original contract of 5,000 student seats @$24/seat, which incurred at a cost of $8,000 
additional dollars to the district. 

Allocating resources for dedicated funding for a multi-year contract will result in a discount from the vendor. A 
three-year contract costs $22.28/seat (as opposed to $24/seat), a savings of $8,600 per year for a 5,000 seat 
contract -- $25,800 over the course of the entire contract. 
The use of HonorLock during the past year is an indication of the growing need for and importance to the faculty 
of a dedicated and sustainable long-term proctoring solution. 

Online proctoring through Proctorio was previously funded through the CVC-OEI. However, with the return to 
campus, districts must now support this through their own budgeting processes. This is the second year that

$116,750.00 $116,750.00  1, 2, 3, 4 

Research and 
Institutional 
Effectiveness 
Unit

Patty Quinones Continued funding 
for Qualtrics 
(Survey Platform)

"Mt. SAC currently uses Qualtrics as the primarily survey tool. Every single individual with a Mt. SAC sign-on 
has access to Qualtrics and can create their own surveys. Human resources, Instruction, Administrative 
Services, and Student Services all use Qualtrics for a variety of reasons including: Employee evaluations (Chair
faculty, class and manager evaluations) Institution Level Outcomes evaluation; Graduation Survey; Student 
satisfaction surveys with counseling services and other support services; Individual faculty surveying their 
students; Employee satisfaction surveys for PD workshops; Student demand for online, face-to-face, hybrid 
class to inform enrollment management; Collecting data for Title V/grants projects; Students use for research 
purposes.  Qualtrics usage statistics - Since 2017, there have been 3,074 surveys created in Qualtrics, with 
49% of them having an �active� status; Since April 1, 2019, there have been 814 unique users of Qualtrics, 
accounting for a total of 34,663 logins; From June 2021 to June 2022, there have been a total of 213 new users 
of the platform. 

Qualtrics is a powerful data collection tool that allows RIE to support the college with evaluating our various 
processes, structures, programs and services.

Aligns with Cabinet Budget Priorities: 2 and 4

$7,000.00 $7,000.00  1, 2, 3, 4 

Department-
Org/Departmen

2022-23 NEW RESOURCE ALLOCATION REQUESTS - PRIORITIZED SUMMARY
(For requests that have been approved for funding, please provide documentation to support amount requested, such as price quotes from vendor, copy of catalog, etc.

To Be Completed By Departments

August 18, 2022





EZ Salary Projection
(Less than 50%

FY 2023-24
FTE)

FTE less than 50%
Description Input
Select employee group UA
Enter salary range 79
Enter months of employment 10
Enter FTE percentage 47.50%

Total Annual Cost (Salary and 
Benefits)

$30,111

For Salary Ranges, please refer to the Human Resources

Website/Salary Schedules:

http://www.mtsac.edu/hr/salary-schedule.html

For questions, contact Christine Lam at Ext. 5428 or clam@mtsac.edu

Revised 11.21.23 (included 4.11% in CSEA 262, Confidential and CSEA 651)



From: Martinez, Laura
To: Bland, Kim
Subject: Re: RTF - Lab Technician (Aircraft Maintenance
Date: Thursday, January 18, 2024 1:04:36 PM

I spoke with Carol and she said it does not need to go to Cabinet since it is a
reduction of funds not an increase.

Do you want me to send her an email to get that in writing?

Best,
Laura

Laura Martinez
Executive Assistant to the 
 Vice President of Instruction
lmartinez@mtsac.edu
909.274.5414

From: "Bland, Kim" <kimberly.bland@mtsac.edu>
Date: Thursday, January 18, 2024 at 12:49 PM
To: Laura Martinez <lmartinez@mtsac.edu>
Subject: FW: RTF - Lab Technician (Aircraft Maintenance

Hi Laura-

Did this ever go to Cabinet for approval?

Thank you.

Kim

From: Hallmark, Michelle <mhallmark@mtsac.edu> 
Sent: Friday, December 1, 2023 8:04 AM
To: Bland, Kim <kimberly.bland@mtsac.edu>
Subject: RE: RTF - Lab Technician (Aircraft Maintenance

Hi Kim,

Thank you for the update.  I’m not clear why Cabinet would need to approve (again)—ugh!  Please
let me know once this train finally starts moving down the tracks.

From: Bland, Kim <kimberly.bland@mtsac.edu> 



Sent: Friday, December 1, 2023 7:37 AM
To: Hallmark, Michelle <mhallmark@mtsac.edu>
Subject: FW: RTF - Lab Technician (Aircraft Maintenance
 
Hi Michelle-

I just wanted to let you know the status of the Lab Tech position.  Once I send it to HR I will
email you.  I know this one has taken a long time to get going.  My apologies.

Thank you.

Kim

From: Martinez, Laura <lmartinez@mtsac.edu> 
Sent: Thursday, November 30, 2023 7:10 PM
To: Bland, Kim <kimberly.bland@mtsac.edu>
Subject: Re: RTF - Lab Technician (Aircraft Maintenance
 
Hi Kim,
 
I think this will require Cabinet’s approval.  I’m going to forward to Carol for her
guidance and will let you know.
 
Laura
 

Best,
Laura

Laura Martinez
Executive Assistant to the 
 Vice President of Instruction
lmartinez@mtsac.edu
909.274.5414

From: "Bland, Kim" <kimberly.bland@mtsac.edu>
Date: Wednesday, November 22, 2023 at 3:37 PM
To: Work <lmartinez@mtsac.edu>
Subject: RTF - Lab Technician (Aircraft Maintenance

Hi Laura-

VP Fowler already signed the attached RTF, but I wanted to let you know that the Division



decided to request a change from 12 months to 10 months due to available funding.  The
department is providing the additional funds to cover the variance of $2,511 which is the
difference from the approved NRA and the actual salary projection.  If VP Fowler approves of
the changes, I will submit the RTF to Rosa for signature.

Thank you.

Kim Bland
Fiscal Specialist
Fiscal Services
 

kleisure@mtsac.edu

(909) 274-5773

Building: 4, Room: 1375

M-Fr

7:30 a.m. - 4:00 p.m.
 
Mt. San Antonio College
1100 N. Grand Ave.,
Walnut CA 91789
www.mtsac.edu



Board Approved June 28, 2023 
FLSA: NON-EXEMPT 

LABORATORY TECHNICIAN – AIRCRAFT MAINTENANCE 
 
DEFINITION  
 
Under general supervision, provides instructional support services for faculty and 
students of the Aircraft Maintenance Program; prepares and sets up laboratory exercises, 
demonstrations, and instructional materials, equipment, and supplies; assists students 
and faculty in the use and operation of equipment and materials related to Aircraft 
Maintenance. 
 
SUPERVISION RECEIVED AND EXERCISED  
 
Receives general supervision from the assigned managerial personnel. Exercises no 
direct supervision of staff.  Provides technical and functional direction and training to 
employees. 
 
CLASS CHARACTERISTICS  
 
This is a journey-level classification responsible for conducting a variety of instructional 
support activities to ensure student learning.  Incumbents perform the full range of duties 
as assigned, working independently, and exercising judgment and initiative.  Incumbents 
at this level receive only occasional instruction or assistance as new or unusual 
situations arise and are fully aware of the operating procedures and policies of the 
assigned area of responsibility.   
 
EXAMPLES OF ESSENTIAL FUNCTIONS (Illustrative Only) 
 
1. Prepares and sets up laboratory exercises, demonstrations, and instructional 

materials; monitors laboratory environment; organizes, arranges, stocks, and 
distributes materials, equipment, and supplies.  

2. Troubleshoots and repairs broken machines and maintains equipment; ensures that 
all equipment and machines are in safe and operational condition.  

3. Designs and fabricates components for the laboratory, including tables, frames, and 
fixtures.  

4. Processes and cuts aluminum and steel sheets as necessary for students’ use.  
5. Assembles project kits for various student projects and works with faculty to ensure 

class agendas are met.  
6. Provides instructional support services for the program; assists in instructional 

demonstrations of typical Airframe and Powerplant Technician procedures and 
techniques; explains related principles, practices, procedures, methods, materials, 
terminology, tools, machinery, and equipment.  

7. Maintains accurate logs, reports, and records of work performed and materials and 
equipment used.  

8. Monitors, estimates, orders, receives, stores, and maintains adequate inventory levels 
of supplies and equipment as directed.   

9. Safely acquires and distributes, and disposes of various solvents, paints, adhesives, 
resins, fuels, engine oil, and other hazardous materials for student use.  
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10. Ensures tools and equipment are checked out and in, complete and functional, and 

reports any broken or unsafe items.   
11. Shuts down, locks up, and secures tool crib at end of each lab period.  
12. Promotes an environment of belonging as it relates to diversity, equity, inclusion, 

social justice, anti-racism, and accessibility.  
13. Provides quality customer service when interacting with the public, vendors, students, 

and College staff, including individuals from minoritized groups.  
14. Supports and abides by federal, state, and local policies and Board Policies and 

Administrative Procedures.  
15. Participates on committees, task forces, and special assignments, including, but not 

limited to Screening and Selection Committees and mandated trainings as required.  
16. Prepares and delivers oral presentations related to assigned areas as required.  
17. Performs other related or preceding classification duties as assigned. 

 
QUALIFICATIONS  
 
Knowledge of:  
 
1. Principles and practices of supporting a diverse, equitable, inclusive, socially just, anti-

racist, and accessible academic and work environment. 
2. Terminology, techniques, equipment, materials, principles, theories, practices, and 

procedures related to the Aircraft Maintenance Program. 
3. Applicable federal, state, and local laws, regulatory codes, ordinances, and 

procedures relevant to assigned area of responsibility.  
4. General methods and procedures for preparing course materials and laboratory 

exercises and demonstrations used in Aircraft Maintenance courses. 
5. Set-up, operation, demonstration, troubleshoot, repair, and maintenance of various 

tools and equipment used in Aircraft Maintenance work. 
6. Methods, practices, and techniques of student learning and instruction. 
7. Modern office practices, methods, and computer equipment and applications related 

to the scope of responsibility.  
8. Techniques for effectively representing the College in contacts with governmental 

agencies, community groups, and various business, professional, educational, 
regulatory, and legislative organizations.  

9. Techniques for providing a high level of customer service by effectively interacting 
with the public, vendors, students, and College staff, including individuals of various 
ages, disabilities, socio-economic, and ethnic groups.   

 
Skills & Abilities to: 
 
1. Advocate for and communicate the College’s vision and commitment to creating a 

diverse, equitable, inclusive, socially just, anti-racist, and accessible academic and 
work environment. 

2. Participate in addressing gaps in diversity, equity, inclusion, social justice, anti-racism, 
and accessibility in the recruitment and retention of staff. 

3. Participate in providing resources and support towards the goal of a diverse, equitable, 
inclusive, socially just, anti-racist, and accessible academic and work environment.  
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4. Explain principles, practices, procedures, methods, materials, tools, terminology, and 

equipment related to the Aircraft Maintenance program. 
5. Create an engaging and positive learning experience in the laboratory environment. 
6. Read, interpret, and apply a wide variety of technical information from manuals, 

specifications, blueprints, and schematics. 
7. Organize and prioritize a variety of projects and multiple tasks in an effective and 

timely manner; organize own work, set priorities, and meet critical time deadlines. 
8. Interpret, apply, explain, and ensure compliance with federal, state, and local policies, 

procedures, laws, and regulations.  
9. Communicate effectively through various modalities.  
10. Learn and apply emerging technologies and, as necessary, to perform duties in an 

efficient, organized, and timely manner.  
11. Establish and maintain a variety of filing, record-keeping, and tracking systems. 
12. Review situations accurately and determine appropriate course of action using 

judgment according to established policies and procedures; understands scope of 
authority in making independent decisions. 

13. Establish, maintain, and foster positive and effective working relationships with those 
contacted in the course of work. 
 

Education and Experience: 
 
1. A Federal Aviation Administration (FAA) Airframe and Powerplant certificate; or 
2. Equivalent to an associate’s degree from a regionally or nationally accredited college 

in Aircraft Maintenance or related field; and  
3. One (1) full-time equivalent year of experience working in a technical environment.  
 
Desirable Qualifications: 
 
1. Experience working with policies and procedures relating to diversity, equity, inclusion, 

social justice, anti-racism, and accessibility preferably in a minority serving institution 
such as Hispanic Serving Institution (HSI) and Asian American and Native American 
Pacific Islander-Serving Institution (AANAPISI); OR  

2. Experience with participation in programs relating to diversity, equity, inclusion, social 
justice, anti-racism, and accessibility preferably in a minority serving institution such 
as Hispanic Serving Institution (HSI) and Asian American and Native American Pacific 
Islander-Serving Institution (AANAPISI).  

 
Licenses and Certifications: 
 
The incumbent may periodically be required to travel to a variety of locations. If operating 
a vehicle, employees must have the ability to secure and maintain a valid California 
driver's license. 
 
PHYSICAL DEMANDS 
 
Must possess mobility to work in a laboratory/classroom environment and in the field; 
strength and stamina to perform medium-to-heavy physical work, to operate various 
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welding and fabrication tools, equipment, and machinery; vision to read printed materials 
and a computer screen; and hearing and speech to communicate in person and over the 
telephone. The job involves fieldwork requiring frequent walking and standing in 
operational areas to perform work and to identify problems or hazards. Finger dexterity is 
needed to access, enter, and retrieve data using a computer keyboard or calculator and 
to operate above-mentioned equipment. Incumbents in this classification bend, stoop, 
kneel, reach, and climb to perform work. Incumbents must possess the ability to lift, carry, 
push, and pull materials and objects, typically weighing up to 50 pounds, and occasionally 
heavier weights with the use of proper equipment. 
 
ENVIRONMENTAL ELEMENTS 
 
Incumbents work in a laboratory/classroom and in the field and are exposed to loud noise 
levels, cold and hot temperatures, inclement weather conditions, dust, fumes, and 
allergens, hazardous physical substances, mechanical and electrical hazards, and 
moving equipment and machinery. Incumbents may interact with staff and/or students in 
interpreting and enforcing departmental policies and procedures. 
 




