Peralta Community College District 
Student Services Program Review  
Introduction 
The primary objective of program review is to assure the quality of the PCCD Student Services programs, one that reflects student needs and encourages student success.  It is a systematic process for the collection, analysis and interpretation of data concerning a program and its services.  Recommendations for each program will be linked and incorporated into the unit’s planning process, and decisions concerning schedule proposals, services changes, budget development, and hiring practices. 

Student services program reviews will be completed every three years. Finally, program review is intended to support and complement the completion of annual plans required of each unit. 

The VPs of Student Services from the four Peralta colleges will establish the schedule for program reviews. 

Program Review Process 
Self Study Team and Report 
The VP Student Services will collaborate with the Dean of Student Services, if applicable, and the coordinator of the unit to establish the self-study team, which will consist of the coordinator of the unit, at least one classified employee and one faculty member and student if appropriate.  
• The self-study report will consist of both a narrative and an action plan based on responses to the questions on the self-study narrative. 
Validation Team and Summary of Findings 
• The validation team will consist of at least one manager (Dean of Student Services), one faculty member, one classified staff member and one student from the college or another college within the district. The team will determine the chair.  At the team’s option the validation team may include an external member. 

• The validation team will determine the accuracy of the self-study report and make recommendations. Determine thoroughness. 
• The validation team will meet with the self-study team to share/discuss their summary of findings. 

• The validation team chair will submit the final report to the VP Student Services who will summarize, analyze, and recommend the action plan to the college President.  

Self Study Narrative 
The following questions serve as the basis for the self-study narrative.  All questions may not be relevant to your program. 

I.  Background Information 
A.
Describe:

1. the unit

2. its history 
3. purposes and needs assessed
4. current components 
B. Describe unique aspects of the program. 
C. Describe your current resources.
D. Provide your program goals and show how they are measured.

E. How do you know that the program is meeting its goals?
F. What are the indicators that measure your present goals?  
G. What are expected results of these indicators?
Admissions & Records Program Review

1. Background Information
A.  Describe

2. The Unit:  Admissions & Records; functions at College of Alameda to be administered centrally, with the liaison relationship by the District Officer, Charlotte Smith and Interim Associate Vice-Chancellor James M. Bracy.  Two fulltime staff, Marcean Bryant, Admissions & Records Specialist and Shirley Armstrong, Admissions & Records Clerk II continue to maintain the operation of Admissions & Records on campus with additional support from District employees when needed Connie Wu, Admissions & Records Clerk II and Tam Vo, Evaluator for College of Alameda.  The A&R Department moved quickly to train the staff for the new Passport System which was instituted on April 3, 2008 for the beginning start up for Summer 2008 and Fall 2008 registration.  The A&R staff consists of two full time employees with the help of 11 Ambassadors continues to cover an enrollment that has grown from 6504 2007 to 6898 in 2009. The Welcome Center is located in the new A building  which houses the 21 computers for student use to submit the CCC Apply application, add/drop classes, change addresses, email and print unofficial transcripts. Starting Spring 2008 the A&R Department started printing our diplomas at the District A&R Office. We found that this decision was a great service to our students.  Many of the paper forms from the old Legacy System have been revised by staff member Joyce Willis Brown and can be found on line, such as high school concurrent forms, grade correction, add/drop cards, academic renewal, AA/AS and Certificate petitions.

3. The History:  The mission or history of the Admissions & Records is to provide students with and easy, student-centered and user-friendly flow of information that both validates their capability for pursuing high education but also allows them to enter the college environment most effectively.  The design of the A&R Department on all four of the Peralta campuses is to be the first step in a process of in-person or access to technology which allows them to submit the CCC Apply application which is the first step in the matriculation process.
4. Purposes and Needs Assessed:  Admissions & Records goal is to improve the turn around time of 24 hours before the student is able to access the Passport system after submitting the on-line CCCApply application.  Limit the number of steps required in Passport for students to log into their Student Center to make needed changes. To improve our overall customer service image. To develop a plan that would create more privacy for students using the counter by raising the side barrier.
4.
Current Components:  Students are asked to go to our on-line web site www.peralta.edu and submit the CCCApply application; they can then print out a confirmation confirming the application was submitted. Continuing students receive appointment dates and times in their student center to enroll for upcoming semester. All appointments are based on current units completed in the Peralta District.  New students/returning students will receive a start date to start their registration process. Student can also request official and unofficial transcripts, add/drop classes, view class schedules.

B.
Describe Unique Aspects of the Program:  The Admissions & Records with it small staff on each campus decided that they would put all their efforts into Passport and to make it work as a new enrollment tool in the Peralta District. The decision to proceed without paper application was a belief that our students would rise to the technology challenge and with the support of the Student Ambassadors to assist in the process. By all accounts the process is a success.
C. Describe your Current Resources:  Two full time staff employees to cover an enrollment of 6898 for Spring 2010 with the help of 11 Ambassadors to assist students on our limited resources. This includes working with the financial aid staff, resource to faculty members unable to process rosters, submit grades on line and working with special High School groups.
D. Provide your program goals and show how they are measured:  Our goal was to provide technological assistant to students unfamiliar with the Passport System that would allow them to submit the on-line application and successfully enroll in classes.  
E.   How do you know that the program is meeting it goals:  Increase in our enrollment and feedback from CCC Apply survey.

F.    What are the indicators that measure your present goals?  Welcome Center has been identified as the physical location for students to submit the on-line CCCApply applications.  Student Ambassadors duties are to assist students to successfully enroll in classes and make necessary changes in their programs.
         G.   What are expected results of these indicators:  Shorter lines at the counter dealing with application problems? Students are able to navigate the system with confidence.

        







 

TABLE 1. 
	GOAL
	HOW IS THE GOAL MEASURED

(INDICATORS)
	WHAT ARE EXPECTED OUTCOMES

	Admissions & Records goal is to provide students with easy, student-centered and user-friendly flow of information that both validates their capability for pursuing higher education but also allows them to enter the college environment most effectively. To provide clear and accurate information in all publications as well as online or in-person.  Maintain confidentiality, accuracy, and security of student records and reports.  Serve as a primary resource for faculty in matters related to accurate accounting of census, attendance, and grade reports in compliance with college, state and federal regulations.  Continuously review current and/or proposed technological software and hardware programs that will improve efficiency of Admissions and Records delivery system.  Continue to implement and improve technology for the Passport system to enhance a “user-friendly” environment for students, staff, and faculty for access to student data.

	Admissions & Records is the first point of contact with College of Alameda for our average students.  This contact is both in person and through technology.  A&R Department will continue to develop procedures that will increase the use of on-line services for our students.  The college has identified the Welcome Center as the physical location for students to submit the on-line CCCApply application.  Along with staff Student Ambassadors assist student in the process of successfully enrolling in classes, add/drop classes, change addresses and email and print unofficial transcripts.
Decrease the number of students with problems at the counter. Improve the 24 hour turn-around time for CCCApply applications to come to the Peralta District.
	Students will clearly understand the specifics of the on-line admissions, registration and special petitioning with fewer errors.
Students will take advantages of the Early Registration for special groups and continuing students.

We will continue to improve the technological software and hardware that will allow student to have more access to their personal information.

	
	
	

	
	
	


II. Student Demographics of Those Using Your

Services (by numbers)
A. Who do you serve?

TABLE 2. 

	 
	2006-07
	2007-08
	2008-09

	AGE GROUPS
	 
	 
	 

	UNDER 16
	       95
	   166
	    66

	16-18
	    767
	   788
	  768

	19-24
	2,393
	2,556
	2,853

	25-29
	   868
	    942
	1,063

	30-34
	   579
	    562
	    574

	35-54
	1,187
	1,168
	1,176

	55-64
	    218
	    224
	    200

	65+
	       86
	      98
	      58

	TOTAL
	6,193
	6,504
	6,728

	GENDER
	 
	 
	 

	MALE
	2,642
	2,790
	2,787

	FEMALE
	3,496
	3,694
	3,650

	UNKOWN
	      55
	      35
	    291

	TOTAL
	6,193
	6,504
	6,728

	ETHNICITY
	 
	 
	 

	ASIAN/PI
	2,100
	2,232
	2,227

	BLACK
	1,529
	1,587
	1,688

	FILIPINO
	    285
	    251
	    257

	LATINO
	    761
	    861
	    831

	NATIVE AMER.
	      36
	      37
	    139

	WHITE
	    982
	   985
	    948

	OTHER/MULTI
	    500
	    551
	    638

	UNKNOWN
	 
	 
	 

	TOTAL
	6,193
	6,504
	6,728

	SPECIAL POPS
	 
	 
	 

	EOPS/CARE
	N/A
	N/A
	N/A

	CALWORKS
	N/A
	N/A
	N/A

	DSPS
	N/A
	N/A
	N/A

	MATRICULATED
	N/A
	N/A
	N/A

	FIN AID RECPT 
	N/A
	N/A
	N/A.



III. Student Performance and Feedback
A. How do students who receive services perform? 

B. How do their counterparts who do not receive services perform? [If data are available.] 

C. What do students have to say about student services [CCSSE Reports 2007 & 2009 as well as other surveys]?  4,995 satisfied with online services and 5,663 responded to application process.
D. Have you used statewide or national assessment instruments to assess your program? 
TABLE 3.
	
	FALL 2007 (#/%)
	FALL 2008 (#/%)
	FALL 2009 (#/%)

	Success
	
	
	

	Retention
	
	
	

	TERM GPA
	
	
	

	Probationary Status
	
	
	

	Persistence FA TO SP
	
	
	


IV. Program Effectiveness- (How do you know that your program/service/ department is effective?) 

A.
Interdepartmental/ Program/Campus Collaboration 

1. Please provide a list of memberships in standing committees and governance groups.

2. How does the unit (and committees in which unit participates) support other administrative, student services and academic units in the college?

3. If your program does have an impact on other programs/dept/service, please describe the nature of the relationship with the program/dept/service and the effectiveness of the relationship. 
B.
Quantity of program/dept/service delivered (student utilization of services and student engagement) 

1. How many students do you serve (unduplicated)? 150 students per day (non peak enrollment). During peak enrollment there is a 30% increase.
2. How many appointments do you have on any given day? None. Students are helped on walk in basis.
3. How many contacts do you make with students?  Via phone 100 calls per day.(non peak enrollment). During peak enrollment there is a 30% increase.
V. Student Learning Outcomes 
A. List the student learning outcomes that are presently being assessed.  Describe the activities that will be or have been implemented to achieve the SLOs.
B. What additional student learning outcomes should be considered to demonstrate what your student should know and/or be able to do as a consequence of the service provided by your unit? 

VI. ACTION PLAN: Using the results of the data collected and discussed in the self-study, identify:  

A. The future needs of the program

B. The future goals and methods of assessment of the program, including student learning outcomes.
C. The strategies and actions to be taken by the unit over the next six years to strengthen the program and meet the strategic goals of the program and the college. 

D. The support needed by the unit in order to address issues resulting from the self-study. 

Validation Team Report 
Unit reviewed _______________________________  Date _________ 

Self-Study Team _______________________ 

   _______________________ 

   _______________________ 

   _______________________ 

   _______________________ 

   _______________________ 

Validation Team _______________________ 

   _______________________ 

   _______________________ 

   _______________________ 

   _______________________ 

   _______________________ 

Summary of Findings 
Part A. Accuracy and Thoroughness of Self-Study/Action Plan (program strengths, areas for improvement, data collection, projection of future trends/support). 

Part B. Validation Team Recommendations 
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