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LOS ANGELES HARBOR COLLEGE

2004 – 2006 STUDENT SERVICES PROGRAM REVIEW 
DEPARTMENT:  
Student Recruitment
DEPARTMENT HEAD:  
Robert Barker, Student Recruitment Coordinator
PART I:  MISSION

1. Describe the department/program function and purpose.

The function and purpose of the Outreach and Recruitment department is to develop, coordinate, and implement outreach and recruitment plans designed to recruit potential students and maintain a consistent presence at high schools and in the local community.
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 #1:  To recruit high school students to attend Los Angeles Harbor College.

	Objective #1:  Consistent service at the high school level to attain stated goal, through providing a variety of activities. 


	Person Responsible: Student Recruitment Coordinator


	Timeline:

ٱ  Complete
ٱ 
Incomplete
X  On-going 


	 Activities for Attainment of Objective:
· Conduct weekly visits to LAUSD District 8 high schools, including Banning, Carson, Gardena, Narbonne, and San Pedro High Schools.
· Respond to requests for services from high schools outside District 8, most notably schools in the Palos Verdes Peninsula School District, which is part of the College’s service area. Requests for occasional services also come from schools outside the College’s primary service area, including schools in the Torrance Unified School District, the Long Beach Unified School District, and the Compton Unified School District. 
· Act as a liaison with Academic Affairs to assist with the Outreach classes offered at the local high schools by working with the high school counseling staff to recruit potential students, assist with student applications and concurrent enrollment forms, and respond to student and staff concerns. Need met
· Liaison with the Admissions office in assisting students with applications, K-12 concurrent enrollment forms, AB 540 waivers, assessment scheduling, and other admissions related forms.
· When requested to speak, school assemblies, classroom visits, college days, career days, graduation ceremonies, or other activities.
· Be the primary point of contact with area middle schools, adult schools, continuation schools, and parochial schools.
· Develop and maintain electronic lines of communication, including an e-mail and telephone data base for school and community contacts.

· Deliver schedules and catalogs when requested, and in a timely manner.
· Respond to e-mail requests for information.
· Respond to telephone requests for information from high school students, faculty, administration, or other stakeholders.
· Organize and facilitate campus tours.
· Arrange to bus students in to provide services, including assessment evaluations, orientations, and campus tours.
· Provide informational and educational workshops at convention events on a variety of topics including admissions requirements, community college programs and services, four-year transfer, concurrent enrollment, technology, and health education.


	Student Learning Outcomes or Service Area Learning Outcomes:
Students will have the following learning outcomes as a result of participating in activities linked to this objective:

· As a result of individual contacts, classroom presentations, workshops, or school assemblies and other related activities with potential students, students will learn the basics of the programs and services offered at the College.
· As a result of individual student contacts, students will learn how to read the schedule of classes.

· As a result of individual or group contacts, students will learn the mechanics and purpose of the assessment evaluation.

· As a result of individual contacts, students will learn how to fill out forms, such as the admissions application, FAFSA form, the K-12 Concurrent Enrollment form, and categorical program applications. 
· As a result of individual and group contacts, students will learn of current class offerings, and how to register for classes. 

· As a result of individual and group contacts with a College representative, students will learn the advantages of attending Harbor College, including the cost, quality of education, transfer opportunities, club activities, student government, and vocational training and placement. 

· As a result of attending a campus tour, students will learn the general layout of the College campus, along with in-depth knowledge of certain programs and services offered at the College. 



	Degree of Goal & Objective Attainment: 
     The objective of weekly visits to the L.A.U.S.D. District 8 high schools has been met. There is need for bi-weekly visits, and that is an objective that is incomplete. Requests for services by schools outside District 8 cannot be met, as there is currently insufficient staff to respond to every request, although most requests in the local geographic area are satisfactorily met. The Department has met the on-going goal of successfully acting as a liaison with the Admissions office and Academic Affairs to assist students with paperwork. The Student Recruitment Coordinator also is the primary point of contact for all area high schools, adult schools, continuation schools, and parochial schools, but as these institutions request more and more services, at times the need for services outweighs the resources of the Department. Responses to e-mail requests and phone requests are met, but could be served in a timelier manner with clerical support. Campus tours are always facilitated, and this need is easily met. Students are bussed in every academic year for Senior Days, and this need has been met by every requesting agency for the last three years. Also, the Department has been able to respond to most requests for educational workshops in the last academic year.
     In conclusion, although most of the requests for services in the above mentioned domains have been accommodated, with increased staffing the unmet need that currently exists could be easily resolved. 

	Goal #2: Develop and Enhance Community and Corporate Relations

	Objective:  #1 To be actively involved in community and corporate sponsored events.


	Person Responsible:  Student Recruitment Coordinator


	Timeline:

ٱ  Complete
ٱ 
Incomplete
ٱ  On-going 


	 Activities for Attainment of Objective:
· Provide an information table at local community sponsored events, including but not limited to, events such as the Taste of San Pedro, the Wilmington Family Picnic, the Beacon House Association Block Party and Art Show, and the Lomita Founder’s Day Event. 
· Attend corporate sponsored education and health fairs, as requested.
· Participate by providing workshops and/or information tables for events targeting high risk youth and underrepresented cultural and ethnic groups. Some examples are participation in WIA/Youth Opportunity events, Hispanic Scholarship Fund Town Hall Meetings and Steps for Success Saturday, Salvadorian American Leadership and Educational Front (SALEF)’s Annual Educational Fair, the UCLA African Student Union’s Educational Fair, host site for the MALDEF workshop on Assembly Bill 540. AB 540 is a California law that allows undocumented high school graduates to pay resident fees at the public college level. Other events include participation in the Fulfillment Fund Destination 8 College Fair, Girls Inc College Fair, and the Parks and Recreation Teen Leadership Conference. Some corporate events include the Hi Shear Corporation’s Educational Fair, and Toyota’s Educational Fair. These events from the 2004-2005 fiscal year serve as examples of the type of activities the Department participates in.


	Student Learning Outcomes or Service Area Learning Outcomes:
Students will have the following learning outcomes as a result of participating in activities linked to this objective:
· As a result of attending a corporate education event, potential students will learn about the programs and services available at Los Angeles Harbor College.

· As a result of attending community events, potential students will learn general information about Harbor College, including information on class schedules, financial aid, EOP&S, admissions requirements, and other general information on the College. 

· As a result of attending workshops, at risk youth and potential students from underrepresented ethnic groups will learn about the opportunities available at the community college level.


	Degree of Goal & Objective Attainment:
The objective of providing information tables and a staff presence in local community sponsored events has been met, at least for the past three academic years. There are requests for services at corporate job fairs or health fairs that have not been met, usually because the dates and/or times conflict with currently scheduled services. These situations point to an unmet staffing need. 

	Objective:  #2 Develop and expand relationship with non-profit facilities, and other non-traditional resources. 


	Person Responsible:  Student Recruitment Coordinator


	Timeline:

ٱ  Complete
ٱ 
Incomplete
  On-going 


	 Activities for Attainment of Objective:

· Continue relationship with the Beacon House Association of San Pedro, and 12-step based drug and alcohol recovery home for men. Activities include holding a weekly meeting with men getting ready to enter Harbor College to inform them of the matriculation process, financial aid, SP&S, EOP&S, and other categorical programs. 
· Continue relationship with other recovery facilities, including the House of Hope in San Pedro, the SHAWL House in San Pedro, Fred Brown’s Recovery Center of San Pedro, Ocean View Sober Livings in San Pedro, and Bradbury Sober Livings in San Pedro, Waterfront House, and Redgate Recovery Center in Long Beach.

· Continue relationship with shelters, including Harbor Interfaith Services in San Pedro. The relationship the College currently enjoys is bi-monthly presentations and workshops to clients, as well as individual advising.
· Continue and enhance the relationship with Long Beach and Compton Parole offices. Activities currently include monthly participation in the Parole and Corrections Team (PACT) orientation sessions for new parolees. Harbor College is targeted as an accessible community resource.
· Individual advisement of students from non-traditional sources and assistance in the matriculation process, and assistance in filling out financial aid, EOP&S, and SP&S applications.
· Act as a member of the South Bay Substance Abuse Coalition.

· Campus tours for clients and staff from non-traditional facilities.


	Student Learning Outcomes or Service Area Learning Outcomes:
Students will have the following learning outcomes as a result of participating in activities linked to this objective:

· As a result of contact with a recruitment representative, student will learn of the admissions and matriculation process.
· As a result of contact with a recruitment representative, student will learn of the College’s programs and services.

· As a result of community interaction, staff from non-profit facilities will learn of the programs and services available at Los Angeles Harbor College. 

	Degree of Goal & Objective Attainment:
There is unmet need in this area. While the relationship the College has established and maintained in the above mentioned facilities continues to be a strong and healthy one, additional staff would improve the number of visits. The need here is partially met. 



	Goal: #3 Develop and enhance internal programs and services

	Objective: #1    Provide internal recruitment activities


	Person Responsible:  Student Recruitment Coordinator


	Timeline:

ٱ  Complete
ٱ 
Incomplete
ٱ  On-going 


	 Activities for Attainment of Objective:
· “In-reach” activates, including classroom presentation on programs and services available at the College, such as financial aid and EOP&S.

· “Welcome Week” activities to assist students during the first week of fall and spring sessions.

· Continue with the Ambassadorship program, with the training of students from the ASO senate and Political Science 185 and 285 to assist with recruitment and outreach activities.
· Continue to implement a ‘First Year Experience’ program to assist with student retention.

· Continue to provide assessment, orientation, and tour service to incoming freshmen.

· Continue to provide campus tours by request.

· Work with the ASO to assist in internal recruitment.

· Work with EOP&S for internal recruitment.



	Student Learning Outcomes or Service Area Learning Outcomes:
Students will have the following learning outcomes as a result of participating in activities linked to this objective:
· Through exposure to “In-Reach” presentations, students will learn of financial aid, EOP&S, as well as other programs and services of the Student Services unit. 

· Through “Welcome Week” activities, students will learn the campus layout, how to add and drop classes, class availability, and services offered at the College. 

· Through participation in the “Ambassadorship Program”, students will learn recruitment and outreach techniques.

· Through exposure to campus matriculation services, students will learn their assessment scores, campus layout, and programs and services available at the College.

· Through working with the unit, members of the ASO will learn recruitment techniques.



	Objective: #2     Continue to be involved with the campus governance structure


	Person Responsible:  Student Recruitment Coordinator


	Timeline:

ٱ  Complete
ٱ 
Incomplete
 x On-going 


	 Activities for Attainment of Objective:

· Involvement in accreditation activities. Need met
· Involvement in Student Services Manager’s Meeting. Need met
· Involvement in CD Committee. Need met 
· Involvement in Brochure Committee. Need met
· Involvement in Staff Development Committee. Need partially met, could use more staff involvement.
· Member of EOP&S Advisory Board. Need met
· Active liaison with Academic Affairs. Need met
· Active liaison with SPS. Need met
· Communication and future participation with cluster groups and CPC. Need partially met, not currently a member of a cluster group or CPC. 


	Student Learning Outcomes or Service Area Learning Outcomes:
Service Area Learning Outcomes include:
· Through participation in the accreditation activities, unit will learn of governance activities, student learning outcomes, 

· Through participation in Student Services Managers Meeting, unit will learn of campus, state, and federal news and information pertinent to the unit mission.

· Through participation in CD Committee, unit will learn how to get an effective and attractive CD produced and distributed. 

· Through participation in Brochure Committee, unit will learn how to get an effective and attractive brochure produced and distributed. 

· Through participation in Staff Development Committee, unit will learn how to organize and implement workshops, retreats, and activities involving staff improvement. 

· Through participation in EOP&S Advisory Board, unit will learn workings of EOP&S.

· Through liaison with campus entities, unit will learn campus governance activities. 


	Degree of Goal & Objective Attainment: 
The needs in the above mentioned goal and objectives have been met. Again, having stated that, there is always room to expand. More classroom presentations, more involvement with the student and College governance process is always available, and again a larger staff would be the unmet need.





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

● 1. The limits of state allocation creates a situation where there are not enough personnel to respond to requests for services in the community. 
● 2. Some students are unprepared, many treatment facilities and shelters promote higher education, but do little or nothing to assist their clients to transition into a full time college experience. Support in the context of finances, tutoring, group counseling sessions, and extended time in a low cost housing situation could assist in client success. One exception is the Beacon House Association of San Pedro, which provides all the aforementioned services, and has an excellent client success rate at the College. The services provided could be used as a model for other facilities that are interested in improving client success, and more research needs to be done in this area. 
● 3. The under preparedness of transitioning high school students. From a sample of 176 high school seniors in May of 2005 taking the ENL/Math assessment, 53% scored below college level math and 31% scored below college level English. Ethnic analysis show that Black and Hispanic students score an additional 7% to 8% lower than the norm in the math and English assessment, thereby showing additional need for continuing support services to better assist these students to compete at the college level. ( See 2005 Student Equity Plan, posted at http://www.lahc.edu/steqplan.pdf ) 
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. 
The developments which significantly impact the unit’s ability to provide services to students include the cuts in the H8490A Recruitment budget. 
2. 
The passage of SB 338, which limits the number of high school students that are able to enroll in community college classes.

3. 
LAUSD’s new articulation agreement, which has created two problems. 


The agreement was not disseminated in time to avoid programming problems with high school students currently enrolled in community college courses.

The changes is the articulation agreement have made some course offerings less appealing, and have created issues in some of the outreach classes offered off campus.

4.
The fees in the past 3 years have gone from $11 to $18 to $26 dollars, and enrollment has dropped. The increase in fees coincides with a state-wide downward enrollment trend. The correlation is too strong to ignore, and research needs to be done in this area.  

3.2
Describe the positive and negative impacts of these developments on the unit.
Although the unit’s budget has been cut, maintaining a full-time coordinator has the positive impact of:
a. 
Having a person whose responsibility includes conceptualizing and implementing a working, 
integrated, functional recruitment and outreach model. The emphasis of the model is on 
maintaining and increasing student numbers, establishing, maintaining, and improving 
community relations, and exploring non-traditional avenues of outreach. 

b. 
Establishing and solidifying relationships with key contacts, such as high school college 
counselors.

c. 
Establishing and enhancing the perception of the College in the community. 

d.
Ensure community awareness of the programs and services available at Harbor College.

The negative impact of budget cuts is:

a.
Limitations in the department’s ability to consistently serve local high schools due to lack of 
personnel.
b.
Decrease in services to schools outside of District 8 due to lack in personnel.
c.
Limitations in the ability to create and print promotional brochures and other promotional 
material.
d.   Limitations in the ability to provide consistent services to non-traditional sources.

e.   Limitations in providing transportation and lunches for groups and facilities requesting 
campus tours. 

f. 
Lack of current technology, such as laptop and projector, to give educational workshops.

4.
Describe the unit’s active participation in the college’s mission.
This unit is active in the campus and local community. Many times, this unit is the primary contact for Los Angeles Harbor College, and in being so must be representative of the College and what the entire mission statement stands for. 
The unit is also an important part of the campus community. See Goal #3, Objectives #1 and #2. 
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.
● One full-time classified manager. Funding from Financial Aid has provided 1 part time adjunct counselor, 2 part time CGCA’s, 5 part time student workers.  

● Unfilled positions, in order of importance, include one 1.0 Student Recruiter, one 1.0 clerical support, two to three .5 adjunct counselors. Also, any number of student workers can be used. 

1.2
Identify the ratio of students to faculty/staff.
There were 1,608 documented high school contacts in 2003-04 and 1,852 contacts for the 2004-05 academic year. This number does not take into consideration student contacts in other settings or events, such as college fairs, community events, or non-traditional activities. 

(Note: Some student log in sheets are missing from Carson and Gardena High Schools, so the 1,852 count is an educated estimate.) 


1.3
Faculty, staff and student survey results and their significance to the program.
Detailed report pending: the full report will be an addendum to this Program Document.

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

● Additional staffing is desperately needed to move closer to goal attainment. Staffing needs include:
     One full-time Student Recruiter to fill the unmet needs of the Department. 

One full time classified clerical worker

     Two Adjunct Counselors
     Additional student workers, including Career Guidance Counseling Assistants (CGCA). 
2.
Describe the impact of the program’s service offerings on other departments.

The Outreach and Recruitment department offers services to a large cross section of the local community. There is no department at the College that is not impacted by incoming students. 
Some areas of importance include:
a. Contributes to increase FTES

b. Provide information and assist in enrollment of categorical programs, especially programs      designed to serve underrepresented populations such as EOP&S, Special Programs and Services, CARE, Project ASAP, and so on.
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.

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

 CD                            This department is in the process of developing a College promotional CD

Schedule of Classes
 Consistent
 Accessible 


Catalog

 Consistent
 Current
 accurate
 Accessible 


Brochures
  Need to continue to develop new brochures as information changes. Website
  Need to Develop ( Actually, the website needs improvement, not initial development) 
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).
 Other Faculty/Staff Activities and Involvements:  
The Recruitment Coordinator completed a B.A. in Human Services in Spring 2004, entered in a M.A. program in Clinical Psychology in fall 2005.

He has attended the following: 

1.
RP Group workshop on SPSS software. 
2.
The Conference in Community College Outreach, 2002.
3.
The Conference on AB 540, fall of 2002.
The Recruitment Coordinator developed and presented:

 1.
Workshops on AB 540.
2.
Workshops for Southeast College Conference in 2003-2004 and 2004-2005 on Los Angeles Harbor College and the California Community College system.
3.
Almost 50 workshops in four topics for Cash for College Convention in 2002-2003, 2003-2004, and 2004-2005. Topics included concurrent enrollment, admissions requirements, community college programs and services, and transfer requirements. 
4.
Workshops for at risk youth, in conjunction with WIA.



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.

The department now has gained stature in the local, district, and state level for providing informational workshops on AB 540, community college admissions requirements, concurrent enrollment, and university transfer. Requests for presentations at many different levels are now a common occurrence. 

Also, the Coordinator has assisted in research that was used in the 2005 Student Equity Plan, assessment score analysis for Academic Affairs, and data that resulted in the formation of the First Year Experience program. 

1.2.
Students typically served by the department/program.

	Student Count: 1608 documented student contacts for 2003-2004 year.
	

	Data Element: High school contacts
	Category/Percentage

	Ethnic Breakdown http://www.lahc.cc.ca.us/demogr.htm
	




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



disabled populations in the curriculum and/or services.
This unit addresses the multicultural/diverse student body by using a multicultural/diverse staff. Staff is very close-knit, and this results in increased sensitivity and understanding of persons of different cultural backgrounds.

This unit also works very closely with the Los Angeles Harbor College Special Programs and Services (SP&S) office to provide outreach services to students with disabilities. Some of the activities include participation in LAUSD’s Transition Fairs, local Resource Centers, classroom presentations to students in the special education track, and regular visits to some of the local recovery homes and shelters. 


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


applications/regulation, distance learning, web-based counseling):
In the last year this unit has developed an e-mail communication system, with a data base that includes local high school counselors and administrators, staff, and students and e-mail correspondence is checked and responded to daily. This has been a great help in having timely and accurate communication and positive feedback from members of the educational, corporate, and workforce communities.  Having an electronic delivery system has greatly improved timely communication, with the result of having set the standard for two way interaction. 

1.4.
Describe any outside classroom learning experiences for students (field trips, field work, community service, etc.):
This department sponsors an annual field trip for the five District K high school’s graduating seniors. These incoming college freshmen are given the assessment exam, orientation, a campus tour, and lunch. Also, they are scheduled for a follow-up appointment with a regular counselor to develop the first semester’s Ed plan. This is a well organized, integrated service for incoming students. 
A “First Year Experience” program was recently developed to help in student retention and course success. 
1.5. List the results of the most current student satisfaction survey on your program:
Detailed report pending: the full report will be an addendum to this Program Document.
2.
Supportive Working Environment


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


activities:

Part time faculty involvement is mostly in the form of hourly counselors that either assist with high school outreach, or taking part in college fairs and other related activities. There was broad based institutional support for the “First Year Experience” program that included many part time faculty, mostly as student mentors. 

2.2.  
Describe the involvement/inclusion of departmental classified staff (if any) in departmental and college activities.
Classified staff have contributed in a number of functions, not the least is the Student Recruitment Coordinator position. In addition to the program director, classified staff in admissions and records have created a point person whose job it is to assist in the early admissions applications that are being brought in by the recruitment unit. Classified staff from EOP&S, Financial Aid, and Admissions assisted in organizing and supervising student workers, assisting in time sheets, ordering material through SAP, and assisting in general clerical services. Also in processing applications, getting student appointments for the assessment evaluation, 
The end of the spring semester also brought about a situation where classified staff was given overtime to assist with the high school outreach efforts. This unit is primarily a classified staff driven effort, and this differs from many other districts that use regular counseling to do outreach. 

2.3.
Describe intra- and inter-departmental activities and collaborations between faculty and 

staff:
Goal 3. 

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


among faculty, staff and students.
Respect for diversity and tolerance of differences among faculty, staff, and students is the order of the day in this unit. There seems to be little, if any, need for undue promotion. Without the fanfare that may exist elsewhere, this is a diverse, tolerant environment intent on helping members of under represented cultural and ethnic groups. 
2.5.
Describe the department’s efforts to increase communication and collaboration between 

student services and instruction.
This unit has a close working relationship with the instructional side of the College. The Coordinator works closely with Academic Affairs with the high school outreach classes. It has become a matter of procedure to inform this unit as to addition of classes, course schedules, changes to curriculum, current state of articulation agreements between the LACCD and LAUSD, along with agreements the District has with other colleges and universities. Outreach personnel need to be kept up to date on a wide spectrum of information, as it is not acceptable to give misinformation or information that is out of date. Prospective students rely on the information given by a College representative to make life changing plans, and so keeping up with current information as it happens is vital to the mission of the unit. 
This exchange of information occurs in a variety of structured and unstructured delivery methods. Campus governance committees, such as CPC and the Unit Clusters, are monitored regularly. Also, the bi-weekly Student Services Manager’s Meeting is an excellent source of information. Counseling, department heads, and faculty members as well as administrators also inform the unit of information as it becomes available. 
2.6. 
List the results of the current student survey regarding the department staff’s 
availability and helpfulness.
Detailed report pending: the full report will be an addendum to this Program Document. 
3.
Facilities Renewal


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


location.
There is currently little space, as the Recruitment department is temporarily housed in the Financial Aid office. However, in the spring of 2006 the Department will be moving to a larger location, and in addition to being the center of outreach activities, a “Welcome Center” for students will be housed there. The location is in Administration Building 133. 

3.2.
Current condition of departmental facilities.

The desktop computer is adequate until the move to the “Welcome Center.” After the move, there is a need for three more desktop bundles, a copier, a fax machine, and two additional phone lines.  Storage facilities are in temporary cabinets. 

3.3.
Identify any safety or hazardous conditions in your departmental facilities.
It is very warm in the summer. There is no air conditioning, and the number of computers combined with west facing windows makes the Financial Aid office disproportionately hot. 

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


if applicable.

Facility changes are scheduled for spring of 2006, after the Accrediting team visits. They will be using the “Welcome Center” for their work site. 

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


those changes.

The proposition A/AA project includes a new building to house Student Services, and there is designated office space in the new building for this unit. 

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 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).

There is a laptop and projector for presentations in the field at various sites, including college fairs, conventions, workshops, and classrooms. 
E-mail correspondence that occurs daily, plus response to e-mail inquiries to the College on particular programs and services that are responded to by traditional mailings. 


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

1 Student Recruitment Coordinator


4.1.3.
Provision of staff training in technology applications.

Currently there is training set for August on the types of correspondence this office receives, and how to best respond to incoming requests for information. 


4.1.4.
Appropriateness of technology to departmental mission/function.
As the younger generation becomes more and more technically aware, the transition on the delivery of services from a traditional delivery form to a model that has more technological components is a normal, appropriate evolution. This unit has begun to use more technology in the recruitment efforts, including giving PowerPoint presentations and trainings, using e-mail as a primary mode of communication, and production of state of the art brochures and a promotional compact disk. 


4.1.5.
Accessibility of computer workstations, hardware and software for individuals with disabilities.
 N/A
4.2.
Describe proposed technology-based instructional and services delivery in your 



department/program, both hardware and software.
Services delivery include power point presentations given at workshops and classroom settings. These include a laptop, portable projector, and Microsoft Office software.

 Also, e-mail through GroupWise is used as a delivery means for communication with outside sources. 

SPSS software is used for research data analysis. 


4.2.1.
Identify required employee training to meet these plans.
Does not apply. 


4.2.2.
Describe the campus upgrades required to achieve these plans.
None are required. 

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



technology (if students use department technology).
Detailed report pending: the full report will be an addendum to this Program Document.
5.
Equipment & Supplies


5.1.
Current condition of the department’s major equipment inventory.
Major equipment includes:
1 
desktop computer, fairly new and in good condition.

1 
LaserJet printer, borrowed, old and in fair condition.

1 
promotional backboard, old and in fair condition. 

1 
new laptop and projector. 

5.2.
Need and rationale for any major new equipment (a cost must be included):
Not at this time. If and when the unit expands, there will be additional equipment needed, but this is not currently the case.

5.3.
Need and rationale for any new supplies (a cost must be included):
Supplies for this unit include promotional items. The costliest item currently being manufactured is a promotional CD for the College. The cost is currently at $18,900, and the rationale is to increase student enrollment. Most colleges and universities have a CD that is used by prospective students, so the manufacture of a LAHC CD is not an abnormal step. Younger students use the web and CD’s almost exclusively when shopping for a school. It is imperative that Harbor College have both a decent web site as well as a good promotional CD. 
Other supplies include promotional give away items, usually visors, pens, bags, and planners. Cost per year is approximately $2,500 for all items with the exception of the planners, which are paid for by Financial Aid. 

Office supplies include paper, ink, envelopes, business cards, and letterhead. Total cost is approximately $1,000 per year. 

5.4.
List the results of the student survey on the department equipment (if students use department equipment)
Detailed report pending: the full report will be an addendum to this Program Document.

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

N/A
6.
External Funding Sources


6.1.
List and describe any state/federal grants received (i.e., TRIO, VTEA, Block Grant, PFE)
There is currently one mini grant from Title V.


6.1.1.
Describe the amount awarded and items purchased.
$2,500 for a new laptop, projector, and cart.

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


6.2.1.
Describe the amount awarded and items purchased.
N/A
7.
Community Interaction


7.1.
List any current or proposed community outreach programs.
Current programs are listed above in the “Goals and Objectives” sections in 2.1. 
A pilot “First Year Experience” program was recently developed and includes the following for new students:  Personal Development class, mentors, tutors, campus activities, and personalized counseling. 
The initial target, or pilot, group may consist of student that participated in the assessment field trips in spring of 2005, and scored below college level math and/or English on the assessment. There are plans to expand this program to include more students if grant funds become available.


7.1.1.
Describe these programs.
The program began in the fall of 2005, and there are currently 23 participants. Activities include a welcome reception, and in depth orientation, and faculty mentors are then assigned to each student. At last report, as of this writing, all 23 participants are still enrolled at Harbor College. 

7.2.
List any current or proposed industry and school partnerships.
There are no formal partnership agreements with this unit at this time. 


7.2.1.
Describe these partnerships.
N/A
PART IV:  FEASIBILITY

1.
Current Department Budget (2004-2005)

	1000
	0

	2000
	49,632

	3000
	                                                               1

	4000
	2,000

	5000
	800

	6000
	500

	TOTAL  
	$52,934.00


2.
Proposed Department Budget for the next fiscal Year 

(budget should remain stable with little increase)
	1000
	0

	2000
	52,670

	3000
	1

	4000
	2,450

	5000
	850

	6000
	1

	TOTAL 
	55,973


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

The staffing priority for this unit is the hiring of one full time (1.0) Student Recruiter. (Code 5402, $2,801 per pay period, total of $36,413 per year.) The College has been given growth targets, plus the College is physically increasing its capacity through implementation of the recent bond measures. 
Factors that are working against increased enrollment include going into a construction phase, where the physical environment will be impacted with noise, dust, traffic issues, temporary classrooms, and so on. Also, the State of California is going through a downward trend in community college enrollment. 

These factors need to be countered with an increase in resources, initially with a Student Recruiter, to not only maintain enrollment, but also to attempt to increase the number of students enrolled at the College. 
PART V:  COMPLIANCE

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

Compliance issues include making mass media promotional material ADA compliant, such as including closed captioning in video testimonials. Also, the Recruitment Coordinator will be working with the faculty and staff in the Department of Special Programs and Services to best assist in the formation of the promotional material. 
2.
Describe the unit’s method or plans of complying with state and federal mandates and Title V regulations.
The unit continues through communication at a variety of levels to obtain information pertinent to the functioning of the unit, and involvement in the community. Some examples are SB 338, the articulation agreement with LAUSD, limitations on the service areas targeted for recruitment of students and mailings, and AB540 issues. Compliance is reported through regular bi-monthly and yearly written reports, as well as the program review process. 
	Goal 

Goal:  Maintain high school and community relations
Objective: Maintain number of school visits, college fair participation, community event participation, and outreach in non-profit facilities. 
Budget: 10100 allocation
Person Responsible:  Student Recruitment Coordinator
Timeline:  Ongoing 
Goal Improve student retention
Objective:  Maintain the “First Year Experience” program
Budget: 10100 allocation plus grant funding
Person Responsible:  Professional and paraprofessional staff, faculty and administrators.
Timeline:  Ongoing, beginning summer 2005
Goal: Develop a Welcome Center 

Objective: Furnish and staff AD 133 to act as a College Welcome Center. This will also act as a center for the First Year Experience program, the two SFP’s, and act as a student drop in and tutoring center.  
Budget: 10100, Federal SFP grant funding
Person Responsible:  Student Recruitment Coordinator, Vice President of Student Services.
Timeline:  Center to begin operations in the Spring 2006 semester. 
Goal: Maintain internal recruitment
Objective: Continue with Welcome Week, In-Reach activities, the Ambassadorship program, and work with faculty, staff, and administration to serve as needed
Budget: 10100
Person Responsible: Student Recruitment Coordinator
Timeline: Ongoing
Student Recruitment Goals




PART VI:  FIVE-YEAR PLAN

Please 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:  Improve high school and community relations

	Objective: Increase number of school visits, college fair participation, community event participation, and outreach in non-profit facilities by 33% to 50%. 

	Budget: 10100 allocation

	
	Person Responsible: Student Recruitment Coordinator

	
	Timeline:  Ongoing 

	
	

	Goal To expand Recruitment Department

	Objective Hire sufficient staff to meet the needs of the community. This need includes a minimum of one 1.0 Student Recruiter, one 1.0 clerical worker, two .5 adjunct counselors, and a number of student workers, including CGCA’s.

	Budget: 10100, possibly future grant funding

	
	Person Responsible:  Student Recruitment Coordinator

	
	Timeline:  Ongoing, full staff by 2008.

	Goal: Create and Implement Talent Search Program 

	Objective : Implement Federal SFP to assist high school students at Banning, San Pedro, and Gardena high schools to graduate and transition on to post secondary education. 
	Budget: $225,000 (proposed)

	
	Person Responsible: Vice President of Student Services, Student Recruitment Coordinator

	
	Timeline: Program slated to begin in 2006-2007 academic year, and is contingent upon pending grant funding. 

	Goal: Create and Implement Community Based College Entrance Program

	Objective: To assist adults 19 years of age or older who have either never attended a post-secondary school or have had their post-secondary education interrupted enroll in college. This is also a Federally funded FSP. 

	Budget: $225,000 (proposed)

	
	Person Responsible: Vice President of Student Services, Student Recruitment Coordinator

	
	Timeline:  : Program slated to begin in 2006-2007 academic year, and is contingent upon pending grant funding
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