	Peralta Community College District

UNIT PLAN TEMPLATE Student Services


2010-2011
This presents the common elements to be addressed by each discipline/department in unit planning. Depending on College preferences, these common elements may be formatted or addressed differently. 

I. OVERVIEW
	
	Date Submitted:
	September 28,2009

	Program/

Department
	Admissions and Records
	 Administrator:
	

	Department

Chair/

Coordinator
	

	Mission/

History

Service provided

Brief, one paragraph 

	 Admissions and Records function of College of Alameda continued to be administered

centrally, with the liaison relationship managed by the District Officer Charlotte Smith and Interim Assoc. Vice Chancellor of Student Services/Admission James Bracy along with the VP of Students Services, Kerry Compton.  Two fulltime staff, Marcean Bryant and Shirley Armstrong, continue to maintain the operation of Admissions and Records on campus with

additional student workers and Student Ambassador when needed.  

We are continuing to print our diplomas at the District office. We found that this service was an access to our department as well as a great service for our students.  In addition Admission and Records have moved back to building A along with the Welcome Center as of August 2009.    Within our new location we have 24 computers set up for students to use to add/drop as well as complete an online application and also to view class schedule and transcript.  Joyce Brown Willis has added some of our admission forms to our website so students can down load forms on line.

Marcean Bryant and Shirley Armstrong continue to support and participate in activities on campus as well as off campus activities.  Our services will always be available to help with Commencement ceremony and the annual Spring Into College. We will continue to support future events we enjoy every minute.




II. EVALUATION AND PLANNING 
	Quantitative Assessments
	Narrative

	 Include service area data such as number of students served by program. Include data and recommendations from program review.


	Enrollment Statistics as of last day to add 9/5/2009
Student Enrollment 7312


	Qualitative Assessments
	Narrative

	Community and college relevance

Present evidence of community need based on Advisory Committee input, McIntyre Environmental Scan, Student surveys  
	N/A


Identify strengths, weaknesses, opportunities, and limitations (from the Action Plans)

Weakness would be with passport when new and or returning students complete the online application through CCC apply the turn over with the application process sometimes would be 24 to 48 hours so students cannot register for classes on the same day.
	College strategic plan relevance
	N/A



Action Plan Steps 

Please describe your plan for responding to the above data. 
	ACTION PLAN -- Include overall plans/goals and specific action steps. 

Our department is in constant communication via email or phone with Joyce Brown Wills and Min Lam when we have a problem so they can fix the problem within a two hour window if possible.  The plan would be to have the application process so students can enroll the same day.



Additional Planned Educational Activities
	Health/safety/legal issues:


	1. Panic buttons are still not installed in various departments like Admissions  

    And Records        
2.On site training on how to deal with irate students or staff.
   

	Student Retention and Success


	1. Teach students to complete enrollment process through the internet.
2. Assist students and Counseling department with Dismal program.

	Progress on Student Learning

Outcomes.  ( SLO % Complete)


	Last year enrollment for  Fall  2008   was               5709
Compared to this year Fall 2009 enrollment           7312

SLO% estimate about 1.29%

	Other


	   


III.
RESOURCE NEEDS

Personnel Needs

	FT/PT ratio
	Current
	If filled
	If not filled
	
	# FTE faculty assigned)
	

	
	
	
	
	
	
	

	Narrative: are PT faculty or staff available?  Can FT faculty

or staff be reassigned to this program?  Implications if not filled 


	


Equipment/Material/Supply/ Classified/Student Assistant Needs:
Please describe any needs in the above categories. 

Ambassador funding throughout the year for at lease 11 people to work in the Welcome Center $84,000.00 no benefits
Head set for front counter $250.00
Additional computer for front counter $1500.00
1 New chair for additional computer station at front counter $1500.00
1 additional permanent 1.0 Classified Clerk $45,390.08 with benefits factor 41.72%
Facilities Needs (Items that should be included in our Facilities Master Plan) for Measure A funding:

Please describe any facilities needs. 
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