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l. Program Mission

Describe the purpose of the program

The Admissions and Records Office supports the mission of the student services division in its commitment
to providing access to a diverse student population empowering them to reach their educational and
personal goals.

The Admissions and Records Office processes admissions applications, maintains student academic
records, collects and distributes faculty attendance documents, processes transcript and enroliment
verification requests, residency reclassifications, IGETC and CSU certifications, assigns student ID and PIN
numbers and processes graduation petitions.

I. Program Overview

a. Response To Demand
I.  Location, days/hours:

The Office of Admissions and Records is located in the Administration Building in room 100. The office hours
are Monday — Thursday, 8:30 am to 7 pm and Friday 8:30 am to 4 pm. A&R provides extended hours the
first two weeks of school.

ii. Services offered during last cycle (six years)

Service offered On-going Date Added | Date Deleted
Admission Application Processing Yes
Maintenance of Student Academic Records Yes
Maintenance of Faculty Attendance Documents Yes ‘

Transcript Processing Yes
Yes

Verification of Enroliment Processing

IGETC and CSU Certification Processing Yes

Graduation Degree Processing Yes

T




iii. Number participants served have grids show totals per term for both college
and program w/out am/pm details

SEE EXCEL SPREADSHEETS — Department (if applicable)

Given the data, describe the trends in Ethnicity, A ge and Gender. What are
the implications for your program?

The number of credit students increased 3.4% over the count a year ago: 16,757 students in Fall
2007 compared to 16,190 students in Fall 2006. The average GPA is 2.7 and the retention rate
(course completion) is 85%. See Appendix A

Ethnicity:

The largest proportion of City's student population continues to be Hispanic students (40%), followed
by White students (24%), Asian (22%), and African-American students (11%). White students have
the highest GPA (3.0) and African-American and Hispanic students have the lowest (2.3). White
students retention rate is 90% and Asian students is 88%. African-American and Hispanic students
have the lowest retention rate (82%). See Appendix B

Age:

The average age of an LACC student is 30.3. Students under 20 have a GPA of 2.2. Students over
age of 55 have an average GPA of 3.0. As students get older, their average GPA's rise. The
retention rate for students under age 20 is 86%; students over age 55 is 91%. The lowest retention
rate is for students between the age of 20-24 at 82%. See Appendix B

Gender:

Women continue to far out-number men, 59% to 41%. Women's GPA is slightly higher than men;
2.7 compared to 2.5. Women also have a higher retention rate than men, 86% compared to 84%.
See Appendix B.




b. Student Achievements

SEE EXCEL SPREADSHEETS — SSPR Outcomes.xls

Given the data, describe the trends in Sce&ss,, and Persistence.
What are the implications for your program(s)?

Access:

The average unit load has steadily decreased over the last 3 years; 6.8 in fall 2005, 6.7 in fall 2006 and 6.5 in
fall 2007. This 3 year decrease is consistent across ethnic groups with Hispanic students carrying the lightest
unit load at 5.7 and White students the highest at 8 units. See Appendix C.

Success:

Success is defined as course completion with an A, B, C, or CR. The average success rate in fall 2007 was
64%. Asian and White students succeeded at a 72% and 75% rate respectively. The success rate is highest
with students over the age of 55 (76%) and lowest with African-American (53%) and Hispanic (56%) students.
See Appendix C.

Persistence:

Persistence 1 is defined as students who return to school from fall to spring semester (55%) and Persistence 2
is for students who return from fall to fall semester (40%). Persistence 1 rates are generally go up with as
students get older but that trend does not apply to Persistence 2 statistics. Also, students who speak Armenian
and Russian at home had the highest Persistence 1 rates (73%) and (76%) and Persistence 2 rates (56%) and
(52%). See Appendix C.

Implications:

Over the last 3 years, students are taking less units, their GPA's are not increasing, and their has been little
change in success and persistence rates. Women perform better than men across all areas. It is important to
keep al of this in mind as the office develops new brochures and student messages.




[1l. External Validation

a. Advisory Board
Members Names, Representation

|N/A

:I [ |
[ 1 [ |

| |I | I

|
| I I I| |

ii. Meetings -- Provide the information requested for the Advisory Committee
meetings held in the last two years.
Dates (mm/dd/yyyy) No. of members attending

iii. Recommendations -- What have been the major recommendations resulting
from your advisory board meetings? Of those recommendations, which have been
acted upon, and what is your plan of action with regard to other recommendations

The Admissions and Records Office does not have an advisory board.




b. Program Accreditation

Is this program subject to approval/accreditation by specialized state, regional, or
national accrediting agencies?  Yes No

If your program does not need specialized accreditation, you can skip to the next section.

i. Accreditation Status -- What is the program's accreditation status?

N/A

ii. Recommendations Indicate recommendation of the most recent accreditation
evaluation of the program and corrective actions taken or planned. Most recent
accreditation report and all additional pertinent documentation and explanations should
be available on site for consultant review.

N/A




IV.Student Learning Outcomes

a. Program SLOs

CORE PROGRAM OUTCOME OPPORTUNIT | ASSESSMENT RESULTS RECOMMEND-
COMPETENCY OBJECTIVE (student will Y (conditions TOOL (Determine if ATION
know and be under which goal has been (For
able to do) student will achieved) improvement)
demonstrate
competence)
. Use a computer
Technolo (?;L\j/ile:ts will to enter personal 1. LACCD data
. 9y P data, register for JLACC Website Jwarehouse.
|Literacy echnological
. classes, research 2. CCCApply
literacy
and request
b. Core Competencies Alignment — How do the department’s course and

program SLOs address City’s Core Competencies?

The SLO for the Admissions and Records office addresses Los Angeles City College's essential academic
skill competency. Specifically, this SLO addresses students technological literacy. See Appendix D.




C. Assessment - Describe what has been done in developing and conducting
assessment of student learning outcomes. Describe any changes implemented as a
result of your findings from the assessment of student learning outcomes.

The Admissions Office created an SLO subcommittee in 2007. They have worked with the District Office and
IT to develop reports that will track the number of students who are using CCCApply and apply for admissions
and access the web for timely information.

VI. Program Effectiveness
a. Student Satisfaction Survey
View Survey Results

Discuss and analyze Student Satisfaction Survey results.

The Admissions Office collected 254 point of surveys over a two week period of time during the spring
2008 semester. Admissions collected more surveys than any other student services department and this
sample represents 22% (254 out of 1161) of all of the surveys collected. See Appendix E

Students were asked 10 questions developed by the deans of student services and the assistance of the
Office of Institutional Research. The mean scores ranged from 3.59 to 3.65. Students scored the following
three questions 3.65; | received the help that | needed, the staff was knowledgeable and | will use the
service again. Students scored the question on a comfortable and clean campus the lowest (3.59). See
Appendix G

The overall mean score for the Admissions Office was a 3.63. This ranked 9th out of 12 student services
departments. However, the 3 largest departments on campus also collected the most surveys and they
ranked 8th (EOP&S), 9th (Admissions) and 10th (Financial Aid). See Appendix G.

b. Faculty/Staff Program Assessment Survey
Discuss and analyze Faculty/Staff Program Assessment Survey results.

25 classified, unclassified and administration staff participated in the survey. See Appendix H. The dean,16
classified and 8 unclassified completed the survey in the spring 2008 semester. Most of the 16 classified
staff either strongly agreed or agreed that the office provides an important service and they value the work
they do. The lowest scores were noted for office cleanliness, adequate equipment and the handling of
employee concerns. Compared to the student services totals, the admissions office classified results were
slightly lower than the mean scores for the rest of student services. See Appendix |

The 8 unclassified surveys scored higher than the rest of SS. See Appendix J. They strongly agreed or
agreed that the service they provide is important, they value the work, feel good about where they work and
work efficiently to help the students. The unclassified also scored office cleanliness and lack of equipment
low. See Appendix K.




VII. Program Outreach
a. What standing committees does your program maintain? What are their
charges and membership?

There are three standing committees; document review committee, signage committee and program review
committee. Each committee meets as necessary to review their area and provide recommendations for
improvement.

The Admissions Office also participates in the campus wide Student Learning Outcome committee. In
addition, the A&R office also participates in EMT, Matriculation, student services, and district wide
admissions and technology meetings.

b. What intra-college collaboration  has your program been involved in during the
past six years?

The Admissions Office has been extensively involved with the following intra-college departments and areas;
The Recruitment and Coordination Team (Preview Day), EOP&S (Day at City), Academic Outreach
(admissions workshops at local schools), Assessment (processing applications and assigning student ID
numbers on the spot), Honors Program, Nursing department (processing applications off-site), Presidents
Office (student phone and email blasts), Student Life (graduation), and Student Services (late registration
coordination and student services fairs), Academic Affairs (attendance form collection), Wilshire Center and
3020 (off-site A&R support), and Staff Development (faculty attendance accounting workshops).

C. What has your program done since the last review to establish connections with
schools, institutions, organizations, businesses, and corporations in the community ?

The Admissions and Records office has coordinated a series of local visits to high schools over the past
several years. The presentations ranged from the dean talking to parents about the value of education, to
hands on workshops for high school students on how to complete an application. The office has supported
the community information fairs put together by CalWORKS and citizenship. The office has also worked with
the previous presidents to coordinate campus visits for local community organizations.




VIIl. Professional Development

IVerk all professional development activities engaged in by each member in your program since 2002

Name and Statu:

William A.
Marmolejo,
Dean

[+]

Marlene Sarte,
A&R Assistant

OO0 0o0oU000 @ eOXNOR R K

Activities (mark all that apply)

Conferences

Off-Campus Presentations
Publications

Grants

On-Campus Presentations

Other- Specify

Professional Organization — Specify
Campus-Wde Committees - Specify

Conferences

Off-Campus Presentations
Publications

Grants

On-Campus Presentations

Other- Specify

Professional Organization - Specify
Campus-\Wde Committees — Specify

Comments (Optional)

See Appendix L




Mark all professional development activitied engggach member in your program since 2002.

Name and Statu:

Anna Sinapyan,
A&R Assistant

Clint Wolf, A&R
ssistant

T O0OoOo0000 oooOoooOooao

Activities (mark all that apply)

Conferences

Off-Campus Presentations
Publications

Grants

On-Campus Presentations
Other— Specify
Professional Organization — Specify

Campus-Wide Committees — Specify

Conferences
Off-Campus Presentations
Publications

Grants

On-Campus Presentations
Other— Specify

Professional Organization — Specify

Campus-Wide Committees — Specify

Comments (Optional)

See Appendix L

See Appendix L




Mark all professional development activitied engggach member in your program since 2002.

Name and Statu:

O
Victoria
Bautista, O
Graduation )

O OoOoOo0Oao

Beatriz
Rodriguez, A&R O
Assistant m

O0O0O000

Activities (mark all that apply)

Conferences

Off-Campus Presentations
Publications

Grants

On-Campus Presentations
Other— Specify
Professional Organization — Specify

Campus-Wide Committees — Specify

Conferences
Off-Campus Presentations
Publications

Grants

On-Campus Presentations
Other— Specify

Professional Organization — Specify

Campus-Wide Committees — Specify

Comments (Optional)

Admissions Office SLO committee

See Appendix L




Mark all professional development activitied engggach member in your program since 2002.

Name and Statu:

Diane Hayes,
A&R Assistant

Brian Spoelstra,
A&R Assistant

OO0O00O0O0O0 Doooooaoao

Activities (mark all that apply)

Conferences

Off-Campus Presentations
Publications

Grants

On-Campus Presentations
Other— Specify
Professional Organization — Specify

Campus-Wide Committees — Specify

Conferences
Off-Campus Presentations
Publications

Grants

On-Campus Presentations
Other— Specify

Professional Organization — Specify

Campus-Wide Committees — Specify

Comments (Optional)

See Appendix M

See Appendix M




Mark all professional development activitied engggach member in your program since 2002.

Name and Statu: Activities (mark all that apply) Comments (Optional)
Conferences
Mitchell Polin, - .
A&R Assistant Off-Campus Presentations Se Agpanshy

Publications

]

ol

[ Grants

O On-Campus Presentations

[ Other- Specify

. Professional Organization — Specify
[ Campus-Wde Committees — Specify
-

Glenda Oneal Conferences

Off-Campus Presentations _
See Appendix N

Publications

[ Grants

L] On-Campus Presentations

O other- Specify

O Professional Organization - Specify
O

Campus-Wde Committees - Specify



Mark all professional development activitied engggach member in your program since 2002.

Name and Status Activities (mark all that apply) Comments (Optional)
O
= Conferences
;umatsy&tm- Aer( D Off-Campus Presentations S
= L publications
U Grants
O On-Campus Presentations
L other— Specify
L' professional Organization — Specify
U Campus-Wide Committees — Specify
C LI conferences
arlos
Maldonado, O Off-Campus Presentations _
A&R Assistant m | Publicati See Appendix N
ublications
U Grants
U On-Campus Presentations
O other— Specify
L professional Organization — Specify
O

Campus-Wide Committees — Specify



Mark all professional development activitied angggach member in your program since 2002.

Conferences

Off-Campus Presentations

Publications

Grants

On-Campus Presentations
Other— Specify
Professional Organization — Specify

Campus-Wide Committees — Specify

Conferences

Off-Campus Presentations

Publications

Grants

On-Campus Presentations
Other— Specify
Professional Organization — Specify

OO0O0O0o0O0O0 oDoooooaoao

Campus-Wide Committees — Specify



Mark all professional development activities engaged in by each member in your program since 2002

OOO00D00OO0 ooooooaoao

Conferences

Off-Campus Presentations
Publications

Grants

On-Campus Presentations

Other- Specify

Professional Organization - Specify
Campus-Wde Committees — Specify

Conferences

Off-Campus Presentations
Publications

Grants

On-Campus Presentations

Other- Specify

Professional Organization - Specify
Campus-Wde Committees - Specify




Mark all professional development activitied angggach member in your program since 2002.

OOO0O0DO0OO0 DoooooOoaoao

Conferences

Off-Campus Presentations
Publications

Grants

On-Campus Presentations

Other- Specify

Professional Organization — Specify
Campus-Wde Committees — Specify

Conferences

Off-Campus Presentations
Publications

Grants

On-Campus Presentations

Other- Specify

Professional Organization - Specify
Campus-Wde Committees - Specify




Mark all professional development activitied angggach member in your program since 2002.

OO0O0O0O0O0OO0 Doooooaoao

Conferences

Off-Campus Presentations
Publications

Grants

On-Campus Presentations
Other— Specify
Professional Organization — Specify

Campus-Wide Committees — Specify

Conferences

Off-Campus Presentations
Publications

Grants

On-Campus Presentations
Other— Specify
Professional Organization — Specify

Campus-Wide Committees — Specify




Are there areas of unmet professional development needsiang faculty/staff in this
program? Please explain a proposed plan of action for addressing this need and any
resources needed to achieve this development.

N/A




a.

IX. Resources: Personnel, Equipment and Faciliti  es

Personnel
i. Certificated Administrator, Faculty

N/A I I




ii. Classified Staff

Marmolejo, William A.

||Dean, Student Enrollment ||

Tribble, Denise

||Assistant Registrar | |

Vidales, Silvia

||Sr. Office Supervisor ||

Bautista, Victoria

||A&R Evaluation Technician ||

Gines, Alice

||A&R Evaluation Technician ||

Oneal-Foster, Glenda

||A&R Evaluation Technician ||

Hayes, Diane ||A&R Assistant ||
Kyin, Nay Nay ||A&R Assistant ||
Maldonado, Carlos ||A&R Assistant Il
Meeks, Monica ||A&R Assistant ||

| A&R Assistant |

Rodriguez, Beatriz

IIQ&R Assistant ||

Sarte, Marlene

| IZ&R Assistant ||

I
I
I
I
I
I
I
I
I
I
| Polin, Mitchell
I
I
I
I
I
I
I
I
I
I
I

Sinapyan, Anna | |A&R Assistant |
Spoelstra, Brian ||A&R Assistant ||
Tumasyan, Erna ||A&R Assistant ||
Wolf, Clinton | |A&R Assistant ||
4 - Various | IRegistration Assistants ||
I |
| |
| |
| |
iii. Student Workers

IMatrlcuIatlon

Career Guidance JI45
2 IProgram Assistant
1 \Work Study

|I50 ||Matr|culat|on

IFlnanC|aI Aid

I—I—I—II—I
1 | ]

I
I | |I

I
L




V. Projected retirements

The senior supervisor may retire within 5 years and so may one Graduation Technician. In addition, up to 3
additional staff members may retire within the next 3 years (an Assistant Registrar & 2 A&R Assistants).

Are available faculty and classified staff adequate to support the program?

The evening shift has been understaffed for the past 3 years. 2 "B" shift positions have not been filled due
to campus financial restraints. The current budget deficit has forced many offices (including admissions) to
reduce the work hours of student workers. The persistent understaffing situation combined with less
student support has created a real challenge to the Admissions and Records staff.




C. Facilities
I. Is space currently assigned to program adequate to support the needs of

the service area? Please explain.

In December 2003 about 15% of the work space was taken away from the Admissions Office. The office has
adapted to the reduced space by rearranging staff and maximizing work space. However, adequate storage

space is an issue.

The much anticipated student services building has been designed with the space we lost and ample
storage. This building is a top priority for the school and will be built if Bond J passes in November 2008.

il. Does the program regularly utilize general campus facilities? Are they
available and adequate?

The Admissions Office uses the Faulty & Staff Center twice a year for late registration. This facility also
temporarily houses Financial Aid, and the Business Office.




X.  Planning and Budgeting

a. Past Planning Goals

|Decrease the number of |1 Designed acceptance letter | he number of students who
anplicants who never enrol & QQ do not reaister is still about K&
| Increase the admissions
related use of technoloav hllll Trained staff on CCCAppIy,:|
3 ||Improve quality of customer Jl; £ap has conducted worksh
service delivered to facultv K g
4

||Impr0ve admissions website

—
—

Staff is more comfortable
ith the various

Staff responded posmvely to
1

N alele Ne ar
New LACC webisite rolled

1. Assigned several A&R staffﬁ A iy i e




b. Service Area Planning Assumptions

In the space below, please list the planning assumptions that will guide your program
during the next 6 year period. Include assumptions for at least the following areas:

O Expected demand

Anticipated funding trends

Anticipated pedagogical trends

Anticipated technological trends

Anticipated trends in student needs and/or demographics

Relevant Advisory Group recommendations

Oooogao

Enrollment numbers are likely to increase over the next 6 years for a variety of factors. In 2007, the US
economy began to decline and hit the local community hard in 2008. Historically during down cycles,
enrollments in colleges and universities tend to rise. Many people will look to enhance their job marketability
and some will find their way to colleges and universities. This trend can last several years. In addition,
community colleges stand to do well because UC and CSU are increasing their fees while community
colleges fees have been fixed at $20 per unit.

LACC is also planning to open two off-site locations within the next two years. In spring 2008, the 3020
Wilshire location was acquired as swing space for academic departments being displaced with the
construction and upgrades happening on campus. LACC hopes to increase enroliments at 3020 over the next
4 years with students living in the Koreatown area of Los Angeles. The Wilshire Center lease will expire
summer 2008 and the classes taught there will move to 3020 Wilshire. Credit, non credit and community
service classes will be offered at 3020. The Northeast campus is scheduled to be completed in fall 2009. At
this time, the specific use of the building has not been established but admissions and records services will be
needed at this location too.




C. Self-Assessment of Challenges Facing Program
Please present the program’s analysis of the challenges it will face over the next 6 years

in light of the measures of program effectiveness, progress toward past goals, and new
planning assumptions.

One of the primary challenges facing the department will be finding ways to support the future demand of our
services (on campus and off) while the budget situation is not likely to improve for several years. In addition,
categorical funding is likely to remain flat or decrease as the budget deficit works its way through Sacramento.

In addition, the Vice President of Student Services will be retiring in a couple of years so the direction of
student services is unknown.

The Admissions and Records office is facing losing several long-time, key staff members through retirement
in the next several years.

The role of A&R assistants is likely to evolve and change as more technology is introduced to the campus.
More information will be communicated to students using the web, email and mobile applications.




d. New Planning Goals
In the spaces provided, describe service area’s planning goals for the next 6 years, explaining
how they support the various college plans, including:

O Strategic Priorities of the College’s Strategic Plan:
http://www.lacitycollege.edu/public/strategic_planning.htm#strategicplan
O Educational Master Plan: http://www.lacitycollege.edu/public/EduMasterPlan.pdf

Technology Master Plan: http://www.lacitycollege.edu/resource/oac/IT_Plan_Draft03.pdf

0
O Facilities Master Plan
O Equity Plan: http://moodle.lacitycollege.edu/mod/resource/view.php?inpopup=true&id=254

-___\

Electronic Strateglc Priority 4 1 Students gain access to

Commiinicatinng ICommuinicatione k| nnllnnn infarmatinn
Advisory Committee Strategic Priority 3
Strategic Priority 4

Customer Service

1. Improve recruitment of
Incal ctiidante .

1. Improve work
anvirnnmant




e. Proposed Action Plans and Special Projects

In the spaces provided, describe the specific action plans and special projects that will be undertaken
during the next 6 years to achieve the goals described above. There should be at least one plan for each
goal listed, and there may be more than one action plan for a goal. Plans and projects may include
program development, establishment of new services, outreach and recruitment efforts, public/private
partnerships, etc. Include estimated costs and projected time lines for implementation.




Proposed Action Plans/Projects

Specify service area planning goals, specify measurable outcomes that will be used to determine their
achievement, describe specific actions to attain the goal, provide timeline and estimated costs. There
must be at least one plan for each goal listed. (This page may be duplicated as needed.)

Project Rank: Project Name: [ Ejectronic Communications

Addressing Goal(s) #: [ 1.0

Individuals Responsible: | Dean Student Enrollment, Sr. Supervisor, Asst. Registrar

Projected Outcomes:

Communications from office to student will improve

How will the outcomes be measured?

Planned activities to accomplish Project:

1. Establish committee

2. Set goals to improve web, email, phone and in-person communications.

3. Establish procedures for email communications, update electronic forms on the web, coordinate
student phone blasts.

Projected Timeline for implementation  (be specific):

Committee has been formed so first set of improvements should be completed by fall 2008. Other
milestones can be met by spring 2009. Committee will review and update procedures on an on-going
basis.

Projected costs: be specific, identify actual cos t

Personnel (faculty, staff, unclassified, include a  pplicable benefits) 0.00

A & |/Facilities, Maintenance

Equipment

Supplies

Other

0.00

Total Projected Cost:




Proposed Action Plans/Projects
Specify service area planning goals, specify measurable outcomes that will be used to determine their
achievement, describe specific actions to attain the goal, provide timeline and estimated costs. There
must be at least one plan for each goal listed. (This page may be duplicated as needed.)

Project Rank: [T  Project Name: [“Aqvisory Committee

Addressing Goal(s) #: [ 2

Individuals Responsible: I Dean Student Enrollment

Projected Outcomes:

Creation of advisory committee

How will the outcomes be measured?

Creation of advisory committee

Planned activities to accomplish Project:

1. Consult other departments on how they created their advisory board.
2. Invite individuals from the community to join the board.

3. Establish goals and agenda for short, medium and long term planning.
4. Hold biannual meetings

Projected Timeline for implementation  (be specific):

Projected costs: be specific, identify actual cos t

Personnel (faculty, staff, unclassified, include a  pplicable benefits)

A & |/Facilities, Maintenance

Equipment
Supplies 250.00
Other 250.00

500.00

Total Projected Cost:




Proposed Action Plans/Projects
Specify service area planning goals, specify measurable outcomes that will be used to determine their
achievement, describe specific actions to attain the goal, provide timeline and estimated costs. There
must be at least one plan for each goal listed. (This page may be duplicated as needed.)

Project Rank: Project Name: I Staff Issues |

Addressing Goal(s) #: | |

Individuals Responsible: | pean Student Enrollment, Sr. Supervisor, Asst Reaistrar, A&R Assistant |

Projected Outcomes:

Office has adequate equipment; excellent customer service

How will the outcomes be measured?

Office audit, customer service surveys

Planned activities to accomplish Project:

1. Purchase equipment staff has been lacking for some time
2. Establish customer survey's for feedback

3. Conduct biannual EAP workshops for staff.

4. Provide regular feedback to staff

Projected Timeline for implementation  (be specific):

Depending on funding, purchases of needed equipment can be completed summer 2008. Electronic
and in-person feedback reports can be implemented fall 2008. EAP workshops and feedback is on-

going.
Projected costs: be specific, identify actual cos t

Personnel (faculty, staff, unclassified, include a  pplicable benefits)

A & |/Facilities, Maintenance

Equipment
auip 1,500.00
Supplies
PP 250.00
Other
250.00

2,000.00

Total Projected Cost:




Proposed Action Plans/Projects
Specify service area planning goals, specify measurable outcomes that will be used to determine their
achievement, describe specific actions to attain the goal, provide timeline and estimated costs. There
must be at least one plan for each goal listed. (This page may be duplicated as needed.)

Project Rank: :I Project Name: [ |

Addressing Goal(s) #: |

Individuals Responsible: |

Projected Outcomes:

How will the outcomes be measured?

Planned activities to accomplish Project:

Projected Timeline for implementation  (be specific):

Projected costs: be specific, identify actual cos t

Personnel (faculty, staff, unclassified, include a  pplicable benefits)

A & |/Facilities, Maintenance

Equipment

Supplies

Other

Total Projected Cost:




Proposed Action Plans/Projects
Specify service area planning goals, specify measurable outcomes that will be used to determine their
achievement, describe specific actions to attain the goal, provide timeline and estimated costs. There
must be at least one plan for each goal listed. (This page may be duplicated as needed.)

Project Rank: :I Project Name: | |

Addressing Goal(s) #: |

Individuals Responsible: |

Projected Outcomes:

How will the outcomes be measured?

Planned activities to accomplish Project:

Projected Timeline for implementation  (be specific):

Projected costs: be specific, identify actual cos t

Personnel (faculty, staff, unclassified, include a  pplicable benefits)

A & |/Facilities, Maintenance

Equipment

Supplies

Other

Total Projected Cost:




Proposed Action Plans/Projects
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XI.

Final Summary

Have one of these summary
tables for each disciplinein a
department.

Evaluate each aspect of the program by indecappgopriate status.
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Based on your program review, summarize:

a. Program Strengths - What is your program doing well?

The staff is the departments strength. The staff does a wonderful job of accommodating and working
with numerous departments on and off-campus. Since turnover has been extremely low over the last
3 years, the office is full of experienced staff who can anticipate and respond to issues quickly. The
regularly attend professional development workshops and are involved on various committees on
campus. The staff surveys confirmed the helpfulness of the admissions team.

Communication is shared freely in the office through regular staff meetings and minutes are
electronically archived. The office has also improved the way it communicates with other departments
by inviting representatives from financial aid, business office, high school outreach and matriculation
to attend.




b. Program Weaknesses — What areas can your program improve?

The office does not have adequate resources for its staff. The budget has been an issue for several
years and the staff continue to be frustrated with the lack of resources. Over time, this impacts staff
moral.

Another area that can be improved is the organization and implementation of ideas from staff. Lots of
useful ideas are provided but some are not seen through to completion. This is an area the dean and
the supervisors will need to address.

The last area that needs improving is the lack of external validations. With a staff that is so seasoned
and experienced, sometimes a fresh set of eyes and ears from the outside can improve operations.
The are has been identified and is one of the three goals the office will be working on this year.




C. Discuss anything else you would like to share about your program that
has not been addressed.

N/A




C. Dean’s Review and Recommendations

Since the dean of the office wrote most of the report with input from staff, a review is not necessary.




E. Student Services Council Review




