I. Admissions & Records Office 

1. What is the status of the objectives identified in the 2006 Program Action 

Plan? Please refer to your program priorities and your Fall 2007 Annual 

Progress Review. (If there is no 2006 Program Review Action Plan or a 2007 

Progress Review for your program, refer to your program goals and 

objectives that have been in place over the past year.) 
Because of the employment of an Interim Admissions & Records Director during the past year and many staffing changes, many of the objectives as outlined in the 2006 Program Action Plan and 2007 Progress Review have not been addressed. Since we have a permanent director in place, we anticipate addressing and resolving many of these issues during the coming year. 

A. Reduce impact of Nursing Program selection process 

The nursing application process continues to be a tedious and time consuming process handled by one employee. As mentioned in the 2007 A&R Program Update, the lottery process has been moved to the instruction office; however, this has not lessened the load significantly. Not only are the approximately 700 applications handled by one person; the LVN application cycle will occur at the same time which will further impact processing and will require overtime to complete. In addition to the actual processing of applications, the time spent talking to students on the phone to explain the process and explain the results has not been calculated into the above mentioned processing time. 

At this time we do not have a proposal to eliminate or improve this workload. It is our hope that with adequately trained staff hired this year, we can improve the processes. 

B. International Student Program planning and staffing 

Once again little progress has been made in this area. CCC and DVC have 

staffed international student offices, LMC does not. There is a lot of time involved in the processing of the applications, orientation once the student arrives, monitoring the student’s progress and status and issuing I-20’s. This process is handled by the Lead A&R Assistant, who also has many other duties. During fall 2008 term, we have been successful in having an international student event which was very well received by the students. We need to continue to find ways to bring more international students to LMC, keep them here and more staffing to assist with the duties of managing the program. 

C. Create more staff development/training opportunities 

A&R staff attend a CACCRAO workshop in the spring. CACCRAO provides an 

evaluator workshop which was attended by one senior A&R Assistant in November 2008. The Veterans person is able to attend one day workshops in the area to learn more about the program. Many staff are hesitant to participate in district activities because of the stresses of the job and the impacted nature of their duties. Having adequate trained staff will allow staff to more adequately participate in activities. Filling the permanent positions instead of relying on interims in the office will help to relieve some of the strain. 

D. Continue to expand access to student records; address storage 

problems 

While a half-time A&R Assistant position was approved in Spring 2008, a part-time employee was increased to full-time rather than adding an additional person. We continue to struggle with imaging of records because of the increase in duties and the increased enrollment. 

Storage problems continue to be a major problem in Admissions & Records. Because of the limited amount of scanning assistance, we have a backlog in this process. Additionally records have been kept in paper format for many years. There will be a Student Services remodel within the next two years, which will give us additional room; however, having the old records scanned will eliminate us having to move the old records into temporary quarters. 

E. Continue to improve office workflow, level of service and staff morale 

As mentioned in the previous items, workflow will be improved with adequately trained permanent staff. The level of service is a direct outcome of staff morale. Happy employees give great customer service. While the interim employees have greatly assisted the office in functionality of the office, permanent employees need to be hired and trained in each position. 

F. Transcript validator to be replaced with imprinted LMC transcript paper 

During Fall 2008, the District Admissions & Records Directors determined that purchasing separate transcript paper for each college. The updated paper will have the director’s signature imprinted in the security feature of the paper which eliminates the need for the validator. Along with this, secure storage is needed for the transcript paper, which is not available in the current configuration. With the new remodel this storage has been built in; however, we do not have it now. 
2. Describe how the changes your program has implemented led to improved program effectiveness. 

We were authorized to hire a half-time employee (we increased a part time employee to full-time) to help with scanning and are in the process of hiring a Transcript Audit Specialist to bring the degree audit system up to date. We are still in the process of implementing and training permanent staff in these areas so will be able to show improvement in this area once these permanent positions are in place. 

3. How have you improved student engagement with the program/service, 

student learning, or other aspects of program quality? 

On the Spring 2008 survey, students indicated they were generally able to submit their application and register online. However, the survey did not involve a wide variety of students. We plan to redo the survey in Spring 2009 to make a more comprehensive survey of our student’s needs. 

4. If some objectives were not attained, what were the impediments? Do you still believe these objectives will lead to program improvements? How will you overcome the barriers you encountered over the last year? 

Lack of permanently trained staff has led to higher turnover and increased training. Having trained permanent staff will lead to improvements. We feel the barriers will be eliminated by this step. Additionally, space limitations severely impact our ability to best serve the students. This item will be resolved once the expansion is complete. 

5. Describe new objectives that you have identified as a result of changes in our student population, in student interests/needs, in technology, other. 

As evidenced in this document, Admissions & Records is in need of 

enhancement in the following areas: 

• Permanent trained staff – as permanent staff are hired and trained, the staff will be fully functional and productive. 

• Additional staff – although we do not have the room at this time, extra space has been built into our new office. To meet the demands of the growing student population, we must have additional A&R staff. We employ the use of hourly employees during registration, but we would like to add an additional A&R Assistant I to help with counter, phone and scanning duties, to relieve the evaluators of counter and phone duties. 

• Updated records scanning equipment – with additional updated equipment, we can have the scanning equipment running all day and begin to catch up with the backlog of scanning. We need an additional computer and scanner so that two scanning stations can be run simultaneously. The current computer is very old and cannot be repaired. We are also asking for a replacement. 

• Space – we need to free up some space. Our building remodel will 

accomplish this as will the upgrade in scanning equipment. It is too important an item to not have this included. 

• Professional Development – To keep abreast of current policies and 

procedures, more funding is needed to be allocated for conferences for the staff. 

6. In Fall 2007 you were asked to write a plan to assess student learning outcomes for your program/service. Assuming that you implemented your assessment plan in Spring 2008 and you have not reported the outcome on the SLO Assessment Report, please complete the report which can be accessed on the Planning web site: 

SEE attached. 

7. What are your suggestions for improving processes linked to the program review and planning model? We obviously need some data to work with. Please describe the specific data that would be helpful for your program/service. 

We need help formatting a survey in Spring 2009 to ascertain the ease of students using the online application and web registration. 

