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LOS ANGELES HARBOR COLLEGE

2004 – 2006 STUDENT SERVICES PROGRAM REVIEW

DEPARTMENT:  
Admissions and Records 
DEPARTMENT HEAD:  
David Ching 

PART I:  MISSION

1. Describe the department/program function and purpose.

The admissions and records office provides services to new and continuing students in the following nine major areas:

Admissions for New and Returning students

(a) Provides admissions services both on site and over the internet and ensures that all applicants are admitted based on college admissions policies and criteria, which conform to the education code of the State of California.

(b) Schedule students for assessment tests for Math and English, Ability to Benefit test and reading test for nursing program applicants.

Enrollment and Registration Services 

Provides registration services to students. Students can register on site, over the phone and over the internet. 

Course Prerequisite and Unauthorized Course Repeat Checking

Maintains and monitors the SIS course prerequisite checking system and administratively drops students who do not meet course prerequisite and/or repeat course beyond repeat course limit.

Graduation Evaluation and CSU/IGETC Certification

(a) Process and evaluate students’ petitions for graduation, post degrees, and certificates, skill  award,  president award, as well as dean lists.
(b) Process and evaluate students’ request for CSU/IGETC certification and prepare certifications for submission to CSU and UC.

Nursing Program Admission Evaluation

Process and evaluate students’ applications for the Nursing Program.  Compiles academic statistics for each applicant and prepares summary report  for the College Nursing Program Admissions Committee.

Transcript and Verification of Degree and Enrollment Requests Processing

Process requests for transcript and degree/enrollment verification. Retrieves students’ academic records and mails to the appropriate parties.

Attendance Accounting Compliance  

(a) Distributes and collects appropriate forms (census roster, exclusion rosters, positive attendance collection forms, grade collection forms etc.) from instructors.

(b) Ensures the forms are completed properly in accordance with state attendance accounting regulations and maintains the attendance accounting records in accordance with the District and State retention schedules.

Student Academic Records and Attendance Accounting Records Maintenance

(a) Maintains student records and attendance accounting records in accordance with State regulations and District office. Ensures that student records are secure and can be readily retrieved in response to requests by students, auditors and other entities.

(b) Scans and indexes certain student records into the electronic student folders in the Document Management System for easy retrieval by admissions office staff and counselors for student advisement.

Other Services

(a)  Provides priority admissions and enrollment services to students who need special accommodations, and EOPS students, and off site services to students in outreach locations. Admissions and records staff are assigned to outreach locations at seven area high schools each semester to assist students in filling out application forms and resolving any enrollment problems. 

(b) Processes grade review requests, transfer credit petitions, other general petitions and court subpoenas for student records.

(c) Responds to students regarding admissions and enrollment policies and procedures as well as certain academic policies and procedures in person, over the phone or via e-mail. Referral of students to appropriate college staff or departments if deemed necessary; for example questions regarding academic programs , transfer and graduation requirements, special accommodations, vocational programs and refund policies. 

2. Previous goals and objectives.

2.1 List the department goals, objectives and activities for the last academic year.  Discuss the attainment level of activity implementation and its relationship to meeting student or program need by ranking the activity implementation as needs met, needs unmet, or needs partially met.  Briefly explain why an activity was unmet or only partially met.

	Goal:  To maintain satisfactory level of services to students, faculty, college community and other external entities.

	Objective:  Replace and train new admissions and records assistants in a timely manner in order to maintain a smooth daily operation, despite staff turnover due to retirement and advancement opportunities. Ensure that admissions office staff will understand the customer service nature of the job.


	Person Responsible:  Dean, admissions and records; admissions and records supervisors.



	Timeline:

ٱ  Complete
ٱ 
Incomplete
Xٱ  On-going 



	 Activities for Attainment of Objective:

· Communicate and inform senior college administration and the college classified staffing committee on staffing needs due to vacant positions that need to be filled  periodically.

· Submit staffing request and justification to college classified staffing committee and senior college administration as soon as position is becoming vacant.

· Request list of eligible candidates from District Personnel Commission four weeks ahead of time ;or if no eligibility list is available, request examination to be given six months ahead of time. Conduct job interviews in a timely manner.

· Train new admissions and records assistants according to the departmental job duties description and perform on-going evaluation of job performances of new staff member..   
· Develop and present customer service tips for all admissions office staff.



	Student Learning Outcomes or Service Area Learning Outcomes:
The ongoing communication and dialog with college staffing committee and college administration will make them aware of the importance of providing adequate staffing to the admissions and records operation and the impact of lack of staffing on the services to students.

Students will develop an appreciation of satisfactory customer service provided by the admissions and records office and will reflect what they experience in their daily lives.


	Degree of Goal & Objective Attainment:

Two recently vacated positions have been approved to be filled before the end of the fiscal year by college classified staffing committee and senior college administration.
Eligibility lists of admissions and records assistant and senior office assistant have been established by the District Personnel Commission.


	Goal:  To maintain satisfactory level of services to students, faculty, college community and other external entities.

	Objective:  Complete the final phase of document management system, finish the refinements to the system, maintain the system on regular basis and train the counselors to use the system to retrieve student records



	Person Responsible:  Dean, admission and records; admissions and Records staff; counselors.

	Timeline:

ٱ  Complete
ٱ 
Incomplete
Xٱ  On-going 



	 Activities for Attainment of Objective:
· Collaborate with DMS consultant and college IT staff to complete the refinements to the system.

· Renew software licenses and maintenance agreement for equipment and software support annually.

· Install software update as needed and train Admissions and Records assistants in the use of the new software enhancement.

· Bring to the attention of college staffing committee and senior college administration the need to fill positions that has been vacant for over two years to keep the scanning of student records current.
· Install PaperVision icon on counselors’ workstation, assign users’ access to the document management system and train them in retrieving student records from the system.  


	Student Learning Outcomes or Service Area Learning Outcomes:
The use of the Document Management System has enabled the admissions and records office staff to retrieve student records electronically via the intranet. It minimizes the error and processing time in the retrieval and filing of student records manually.

Students will develop an appreciation of the use of technology in retrieving records, and the improved efficiency of an operation.


	Degree of Goal & Objective Attainment:

· The document management programs were installed on all computer stations in the admissions and records office.

· Admissions and Records assistants were trained to scan and retrieve documents using the document management system.

· Student records dated back to Fall 1982 were scanned into the system. Forty-six semesters and 23 summer sessions of student records are stored in the document management system and are available for retrieval electronically.

· Counselors are being  trained to retrieve students records from the system. 



	Goal:  To comply with Federal, State and District regulations pertaining to the student identification number. 

	Objective:  Implement the new student identification number system and ensure a smooth transition from the legacy social security I.D. system.



	Person Responsible:  Dean, admissions and records; admissions and records staff members, district and college IT staff members, district student services support personnel.



	Timeline:

ٱ  Complete
ٱ Incomplete
X  On-going 



	 Activities for Attainment of Objective:

· Coordinating efforts with district office, student I.D. project coordinator, and college departments to ensure smooth implementation of the new student I.D. system and transition from the legacy social security I. D. system.

· Attend meetings and training workshops related to the new student I.D. system.

· Attend student I.D. system implementation task force meeting on campus.

· Review, evaluate, and make necessary modification of local legacy computer system to align with the new student I.D. system.

· Develop written policies and checklist to implement the new system.

· Conduct meeting to discuss the issues and challenges regarding the implementation of the new student I.D. system with the admissions and office staff members. 

· Communicate with students regarding the implementation of new student I.D. via college website and class schedules.


	Student Learning Outcomes or Service Area Learning Outcomes:
Successful implementation of student identification number system will comply with the new

Federal, State and District regulation and protect student privacy in the case of security breach.

Student will learn about the college efforts in ensuring the privacy of their academic records and personal information.


	Degree of Goal & Objective Attainment:

· College Student I.D. conversion task force was established. Meetings were held  to discuss the impact and local conversion plan..

· College representative has been attending the District Student I.D. task force on an ongoing basis.

· Communication regarding the implementation of new student I.D. has been printed on the summer 2006 class schedule.

· July 21, 2006 has been set as the tentative conversion date from the legacy social security I.D. system to the new student I.D. system 



	Goal:  To provide  an efficient assessment test appointment system to students.

	Objective:  Implement the new computerized  SARS appointment system maintained by the assessment center to replace the current assessment appointment system maintained by admissions and records office.



	Person Responsible:  Matriculation coordinator, assessment office staff, admissions office staff, and college I.T. staff. 



	Timeline:

ٱ  Complete
ٱ 
Incomplete
Xٱ  On-going 



	 Activities for Attainment of Objective:

· Attend implementation meetings regarding the SARS system.

· Coordinate efforts with the assessment center staff members and college I.T. to implement the SARS system.

· Follow up with matriculation coordinator to ensure the e-SARS system in 2006 which will enable students to make, cancel and make changes to assessment test appointments via the internet from home.

· Refer students to make assessment test appointments on the new computer stations located across from the college information desk at the Administration Building.  



	Student Learning Outcomes or Service Area Learning Outcomes:
· The implementation of the SARS system will alleviate the necessity for the admissions office to take phone calls from students in making assessment appointments. Student can make appointments on the computer station located across from the college information desk.  At present, the admissions office staff still makes assessment appointments for students when they file admission applications at the admissions office.  However, when the e-SARS system is implemented in 2006, students will make, cancel and make changes to assessment test appointments via the internet from home.

· Student will acquire the ability to make assessment appointment using computer technology.



	Degree of Goal & Objective Attainment:

· College staff members were trained on the use of the SARS system to make assessment test appointments.

· Students are making assessment test appointments on the computer stations located across from the college information desk in the Administration Building.
· Admissions office staff members are making  assessment test appointments for students when they submit admissions applications using the SARS system.




2.2
Discuss in detail the barriers to completing the above goals.

(1) Despite the district mandates that the college has to grow 4 % to 8% in order to keep the current budget allocation, the admissions office is not allowed to fill the position which has been vacant for over two years. The added workload has to be absorbed by the current admissions and records staff.  Other key departments: Outreach, General Counseling and transfer center, are also affected due to lack of staffing.

(2) Turnover in admissions office staff due to retirements and resignations because of the lack of promotional opportunities has resulted in the use of inexperienced temporary workers to staff  key positions in the admissions office. To fill a vacant position, requests and justification has to go through the college staffing committee.  Hiring of staff has to come from the available eligibility list provided by the District Personnel Commission. As a result, services to students and the college community is negatively affected.

(3) The admissions office maintains an enormous amount of student records for former and continuing students and attendance accounting documents for each semester. It is not feasible to scan all the student records into the document management system given the limited personnel resources and equipments. Some of the student records are required to be kept permanently by state law. As an alternative, student folders are created for each student in the document management system. Certain essential student records such as admissions applications, transcripts from other colleges, advance placement test reports, and petitions are scanned into the student folder in the document system. However, due to lack of staffing, student documents are not being scanned into the system in a timely manner. This reduces the effectiveness of the document management system. Furthermore, the amount of student records will continue to increase as more continuing students leave the college and new students enroll. Additional admissions and records staff is needed to maintain the student records and respond to student records request from former students, employers and other external entities. 

3.
Recent college and state developments.


3.1
List recent college and state developments which significantly impact the unit’s 



ability to provide services to students.

(1) Fiscal problems in the state, within the LACCD and the college negatively impact the department’s ability to maintain the level of services provided to students, the college community and external entities, and also contribute to lack of staffing in the department and other student services units.

(2) The implementation of the new student identification system mandated by the state and its conversion from the legacy social security number student identification system will provide additional workload to the department amid the lack of staff resources. 

(3) Current storage facilities are too small to meet the needs of increased amounts of student records and attendance accounting documents.


3.2
Describe the positive and negative impacts of these developments on the unit.

Positive: The above developments are an incentive to reevaluate the operations, streamline and redistribute the job duties/functions within the department to make it more efficient. The admissions office staff has to work together more cohesively to find ways to maintain the satisfactory level of services provided to students amid the lack of staffing.

Negative: Poor staff morale due to resource limitation is occurring. Admissions office staff has developed anxiety that vacant positions arising from retirement and resignations may not be filled due to college budget constraint. Lack of sufficient staffing may contribute to financial and legal liability due to inadequate record keeping of student records and attendance accounting records. 

4.
Describe the unit’s active participation in the college’s mission.

The department fully supports the college mission through the staff efforts to maintain satisfactory level of services to students amid resource limitations. The department works cooperatively with the college community.  The department head and admissions office staff    participate in college committees regularly.  

PART II:  NEED

1.
Describe Current and Needed Staffing


1.1
List the number of full-time (filled & unfilled positions) and part-time faculty, full-


time (filled and unfilled positions) and part-time classified staff, unclassified 



(student workers) and managers in the program/department.

Current Staffing:

1 
dean , admissions and records and evening operations

1 
day admissions and records supervisor

1 
evening admissions and records supervisor

4 
admissions and records assistant (A shift)

2.4 admissions and records assistant ( B shift)

1.6 admissions and records evaluation technicians

1 
senior office assistant

Four (4) part-time temporary registration assistants are hired to handle in person registration each semester.

College work- study student workers are assigned as needed. Student worker turnover is high and thus is not a reliable source of personal resources.  


1.2
Identify the ratio of students to faculty/staff.

Students to admissions staff  : 830  to 1

Student records to admissions staff : 39,200 student records to 1

(The college started in September 1949, based on current estimates 3000 – 3500  new admissions applications are filed each semester. It is estimated that 392,000 student records are maintained at the admissions and records office from 1949 to 2005.)  


1.3
Faculty, staff and student survey results and their significance to the program.

Detailed report pending 


1.4
Do you have any additional staffing needs?  Please explain.

1 
vacant  admissions and records assistant (vacant over two years)

1 
new admissions and records assistant ( to handle increased student records maintenance, to respond to students’ record request within the next several years .)

2.
Describe the impact of the program’s service offerings on other departments.

The admissions and records office is usually the first department a new student will contact. New students file admissions application with the admissions office and make inquires regarding the admissions, residence determination, registration and assessment processes. Continuing students register and make changes to their courses/program for the semester, make inquires/petitions/requests  regarding graduation evaluation, nursing program admissions, grade changes, and transfer credits.

Continuing students and former students make requests for transcripts, verification of enrollment/degree/certificates awards and GE certifications. Government agencies, auditors and courts request students’ records or attendance accounting documentation from the admissions and records office. The admissions and records office distributes and collects attendance accounting documentations for faculty members and respond to faculty members’ inquiries. It is essential that the department provides satisfactory services to new students, continuing, and former students, faculty members and outside entities.  The primary way to assure this goal is achieved, is to adequately fund and supply the department with properly trained and courteous staff as well as up-to-date office technology and equipments.  

The impact of not meeting the goals and objectives of the department could result in enrollment decline, dissatisfied students and faculty members and noncompliance with state and federal regulations.

3.
Course Outline and Syllabi (where applicable)


Review all course outlines and syllabi to ensure currency (no more than 1 year old) and 
relevance.  Updated outlines must be approved by the campus Curriculum Committee.

Not applicable

4.
Is the program information for the department consistent, current, accurate and accessible?


DEC MIS
X  Consistent
X  Current
X Accurate
X Accessible


Schedule of Classes
X Consistent
X  Current
X Accurate
X  Accessible 


Catalog

X Consistent
X Current
X  Accurate
X  Accessible 


Brochures*
X  Consistent
X Current
X  Accurate
X Accessible 


Website**

X Consistent
X  Current
X Accurate
ٱ  Accessible

*. Students are given appropriate written information at the admission counters and changes to schedule of classes and catalog are updated on the website. 

** Website needs to be redesigned as to user friendliness, navigation and content.

PART III:  QUALITY

1.
Improvement of Student Learning Outcomes and Delivery of Student Services (address all applicable topics):



1.1
Departmental and individual activities toward improving services and contributing to 


professional community.  (List participation in staff development, conference 



attendance/participation, and academic preparation/training during the past 5 years).

  Department Head:  


(1) Active participation in the District-wide Admissions and Records Dean/Registrars Committee.

(2) Active participation in the District-wide Admissions and Records Technical Committee.

(3) Active participation in the CPC Student Services Subcommittee of the College Planning and Committee.

(4) Active participation in the College Matriculation Committee

(5) Active participation in any other college committees or task force on an as needed basis. 

(6) Active participation in selected workshops provided by the District office and the College. 

  Other Faculty/Staff Activities and Involvements:  

(1) Active participation in the College Staff Development Committee.

(2) Active participation in CPC Student Services Subcommittee

(3) Active participation in the District-wide Admissions and Records Supervisors’ Committee.

(4) Active participation in selected workshops provided by the District Office and the College.  


1.1.1.
Describe how these activities have enriched and been implemented into the 



department’s services and have resulted in campus, district or state enrichment.

Active participation by department head, supervisors and staff members in district/college committees and  workshops improve the communication with other departments/colleges and keep the admissions and office staff current on regulations, policies, procedures and technical skills in the professional field.

1.2.
Students typically served by the department/program.

	Student Count:
	9000 students

	Data Element
	Category/Percentage

	Ethnic Breakdown


	43% Hispanic, 22% white, 17% Asian, 15% African American, 2% other.

	Other:


	




1.2.1.
Describe how the unit addresses the multicultural/diverse student body and 



disabled populations in the curriculum and/or services.

The demographic makeup of the admissions and records office is as diverse as the student population it serves.  Furthermore, the department works closely with Special Program and Services and the EOPS program to provide tailor-make services to their student populations. 


1.3.
Describe active participation of flexible and alternative delivery systems (i.e., online 


applications/regulation, distance learning, web-based counseling):

(1) Active participation in the implementation of SARS Suite system to replace the current assessment appointment system.

(2) Active participation in the phase-in implementation of CCAPPLY online application system to replace the current system.

(3) Admissions staff members work closely with the associate dean of distance learning to provide services to student enrolling in distance learning or web-based courses. 


1.4.
Describe any outside classroom learning experiences for students (field trips, field work, community service, etc.):

Not applicable


1.5.
List the results of the most current student satisfaction survey on your program:

Survey and result of survey pending

2.
Supportive Working Environment


2.1.
Describe the involvement/inclusion of part-time faculty in departmental and college 


activities:

Department head presents update on attendance accounting and other related matters  at part-time faculty staff development workshops fall and spring semesters.


2.2.  
Describe the involvement/inclusion of departmental classified staff (if any) in departmental and college activities.

Classified staff participated in the District-wide Admissions and Records Supervisors’ Committee, College Staff Development Committee, CPC Student Services Cluster Subcommittee, Student Services Management meetings and college sponsored retreats.
2.3.
Describe intra- and inter-departmental activities and collaborations between faculty and 

staff:

Active faculty/staff participation in: 

Student Services Management meetings

CPC subcommittee meetings

Accreditation meetings

Matriculation meetings

Staff Development Activities

And other meeting on as needed basis


2.4.
Describe the methods used to promote respect for diversity and tolerance of differences 


among faculty, staff and students.

Admissions and Records staff participated in college staff development and shared governance activities.


2.5.
Describe the department’s efforts to increase communication and collaboration between 

student services and instruction.

(1) Individual problem solving meetings with instructors, department chairpersons, academic affairs deans and staff members.

(2) Participation in Matriculation Committee.

(3) Participation in Curriculum Committee on an as needed basis.

(4) Participation in Accreditation Meetings

(5) Participation in Department Chairperson Meetings on an as needed basis

2.6.
List the results of the current student survey regarding the department staff’s availability and helpfulness.

Report and results pending

3.
Facilities Renewal


3.1.
Adequacy and accessibility of departmental facilities with respect to size, layout and 


location.

The Admissions and Records office is adjacent to the Information Desk, Cashier’s Office, Financial Aids and the Counseling Department.  The layout and location enable students to access other departments. The size of the department is inadequate due to the storage of increased numbers of student records and attendance accounting documents.


3.2.
Current condition of departmental facilities.

The Admissions and Records office layout was modified to house the Cashier Office so that student can have easy access to Cashier’s Office for fee payment. However, the size of the department is inadequate to share the office with other departments  and may present a security problem due to the cash handling by the cashier office. On occasions, the office is infested with mice and their droppings. 

  .  


3.3.
Identify any safety or hazardous conditions in your departmental facilities.

The size of the department is inadequate due to the storage of increased numbers of student records and attendance accounting documents. The size of the department is inadequate to share the office with other departments  and may present a security problem due to the cash handling by the cashier’s office. On occasions, the office is infested with mice and their droppings. 


3.4.
Describe recent significant facility changes and their effect on departmental operations, if applicable.

Not applicable


3.5.
Identify proposed modifications to facilities (within the next 5 years) and rationale for 


those changes.

Prop A/AA funded construction to include a new Student Services Building. This will provide a separate and secure location for the Cashier’s Office but nearby the Admissions and Records Office. Additional storage space is included in the new plan. 


3.6.
List the results of the student survey on the condition of the facilities.

Detailed report pending: the full report will be an addendum to this Program Review Document
4.
Technology


4.1.
Departmental utilization of technology (i.e., computers, equipment, etc.) in the delivery 


of instruction, in or outside of the classroom, and/or services in the department.



4.1.1.
Types of technology used and where (i.e., labs, classroom, and offices).

The primary technology utilized in the office is the computer to access the college network and district DEC student information system. Other technology utilized is the document management system.



4.1.2.
Numbers of faculty, staff, and student users.

1 
dean , admissions and records and evening operations

1 
day admissions and records supervisor

1 
evening admissions and records supervisor

4 
admissions and records assistant (A shift)

2.4 admissions and records assistant ( B shift)

1.7 admissions and records evaluation technicians

1 
senior office assistant

4 
part-time temporary registration assistants are hired to handle in person registration each semester.

2  
student workers



4.1.3.
Provision of staff training in technology applications.

Basic computer application training is provided by Campus IT staff. Staff members attended specialized training provided by the district and the college.



4.1.4.
Appropriateness of technology to departmental mission/function.

The current Student Information System is adequate to provide services to meet the current students’ needs.



4.1.5.
Accessibility of computer workstations, hardware and software for individuals with disabilities.

Students with disabilities are referred to Special Services Program for accommodation.  The student computer stations in the Administration Lobby, includes a station to accommodate disabled students.

4.2.
Describe proposed technology-based instructional and services delivery in your 



department/program, both hardware and software.

The two proposed new technologies are the new CCAPPLY online application system proposed by the District and the new Electronic Transcript  system  proposed by the State Chancellor Office. The new  CCAPPLY system will most likely be implemented in 2007 and the district and college is waiting to hear more about the Electronic Transcript system from the State Chancellor Office.


4.2.1.
Identify required employee training to meet these plans.

The training will be provided by the District and the State Chancellor’s Office when the systems are implemented. 



4.2.2.
Describe the campus upgrades required to achieve these plans.

The only concern is that computer equipment in the office is over 5 years old.

Replacement will be needed in the near future to facilitate these new applications .


4.3.
List the results of the student survey on the quality and condition of department 



technology (if students use department technology).

Not applicable

5.
Equipment & Supplies


5.1.
Current condition of the department’s major equipment inventory.

Fair. The only concern is that the computer equipment in the office is over 5 years old.

Replacement will be needed in the near future to facilitate the new applications and software upgrades.


5.2.
Need and rationale for any major new equipment (a cost must be included):

Not applicable


5.3.
Need and rationale for any new supplies (a cost must be included):

Not applicable


5.4.
List the results of the student survey on the department equipment (if students use department equipment)

Not applicable


5.5.
Describe any equipment/supply deficits (financial, A & I, etc.) hindering the functioning of the department.

The only concern is that the computer equipments in the office is over 5 years old.

Replacement will be needed in the near future to facilitate the new applications and software upgrades.

6.
External Funding Sources


6.1.
List and describe any state/federal grants received (i.e., TRIO, VTEA, Block Grant, PFE)

Not applicable



6.1.1.
Describe the amount awarded and items purchased.
Not applicable


6.2.
List and describe any private-sector grants and donations received (i.e., Advisory Board members):

Not applicable



6.2.1.
Describe the amount awarded and items purchased.

Not applicable

7.
Community Interaction


7.1.
List any current or proposed community outreach programs.

Not applicable



7.1.1.
Describe these programs.

Not applicable


7.2.
List any current or proposed industry and school partnerships.

Not applicable



7.2.1.
Describe these partnerships.

Not applicable

PART IV:  FEASIBILITY

1.
Current Department Budget (2004-2005)

	1000 $ 106,427
	000001

	2000     498,315
	000001

	3000       67,695
	000001

	4000       24.572
	000001

	5000         3,890
	000001

	6000         0
	000001

	TOTAL  700,899
	6


2.
Proposed Department Budget for the next fiscal Year 


(budget should remain stable with little increase)

	1000      $ 110,555
	000001

	2000          508,381
	000001

	3000            71,079
	000001

	4000            25,063
	000001

	5000              7,967
	000001

	6000              1,500
	000001

	TOTAL     723,445
	6


3.
Rationale and justification for any augmentations, including staffing increases.

The estimates are based on information available at the time. The budget includes any estimates for mandated salary increases and step increases. 

PART V:  COMPLIANCE

1.
List any current program-specific compliance requirements (if any), with state and/or national agencies, and any other outside agencies.

District and State Regulations

State of California Educational Code

Title V

Federal Privacy Act 

State Attendance Accounting Regulations

2.
Describe the unit’s method or plans of complying with state and federal mandates and Title V regulations.

In summary, the admissions and records office adheres to the state and federal mandates and Title V regulations. Annual audit are conducted by District external auditor (KPMG).

PART VI:  FIVE-YEAR PLAN

List measurable departmental goals and objectives for the next 5 years (based on the College’s mission statement and strategic plan), and the unit’s plan for completing these goals and objectives.  Include proposed timelines, budget, if needed, and persons responsible.

	Goal To maintain satisfactory level of services to students, faculty, college community and other external entities.

	Objective Replace and train new admissions and records assistants in a timely manner in order to maintain a smooth daily operation despite staff turnover due to retirement and advancement opportunities. 


	Budget: 75,000

	
	Person Responsible:  Dean, admissions and records; admissions and records supervisors

	
	Timeline:  Ongoing

	Goal To maintain satisfactory level of services to students, faculty, college community and other external entities.



	Objective Complete the final phase of document management system, finish the refinements to the system, maintain the system on regular basis and train counselors to use the system to retrieve student records


	Budget:5,000

	
	Person Responsible:  Dean, admission and records; admissions and Records staff; counselors

	
	Timeline:  Ongoing

	Goal To comply with Federal, State and District regulations pertaining to the student identification number.

	Objective Implement the new student identification number system and ensure a smooth transition from the legacy social security I.D. system.


	Budget: 10,000

	
	Person Responsible:  Dean, admissions and records; admissions and records staff members, district and college IT staff members, district student services support personnel

	
	Timeline:  Ongoing

	Goal To provide  an efficient assessment test appointment system to students

	Objective Implement the new computerized  SARS appointment system maintained by the assessment center to replace the current assessment appointment system maintained by admissions and records office.


	Budget:0

	
	Person Responsible:  Matriculation coordinator, assessment office staff, admissions office staff, college I.T. staff. 



	
	Timeline:  Ongoing

	Goal 

	Objective 

	Budget: 

	
	Person Responsible:  

	
	Timeline:  
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