	Peralta Community College District

UNIT PLAN TEMPLATE Student Services


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:
	February 13,2008

	Program/

Department
	Admissions and Records, COA
	 Administrator:
	Howard Perdue
Kerry Compton, Liaison, COA

	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 along with the VP of Students Services and Vice-Chancellor of Enrollment Management, Howard Perdue.  Two fulltime staff, Marcean Bryant and Shirley Armstrong, continue to maintain

the operation of Admission and Records on campus with additional student workers 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 temporary moved to a new location called Cougar Village on campus until our new building have been completed.    Within our new location we have set up a workstation for students to use a computer 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.

At this time Spring 2008 we are in the process of training faculty and staff to convert over to PeopleSoft by April 1, 2008 in Admissions and Records.  Joyce Brown-Willis and Charlotte Smith along with Derek Lee from District Admission and Records office continue to work on that project.




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 2/9/2008

Class Enrollment       12,407

Touchtone/Web           5,993


	Qualitative Assessments
	Narrative

	Community and labor market relevance

Present evidence of community need based on Advisory Committee input, industry need data, McIntyre Environmental Scan, McKinsey Economic Report, etc. This applies primarily to career-technical (i.e., vocational programs).  
	


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

The unit has not done a Program review.

	College strategic plan relevance
	FACILITES IMPROVEMENT
Action Priority IV:  Offer accessible and responsive educational opportunities within a supportive, caring, inviting, safe and clean environment for all of the college’s constituencies, by effectively planning for future needs based on educational programs and services. 



Action Plan Steps 

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

Work stations to be set up in Welcome Center for Admissions so students can receive assistance if needed to help complete application, Add/Drop as well as view transcript and class schedule on line.


Additional Planned Educational Activities
	Health/safety/legal issues:


	Sign posted were smoking is permitted

	Student Retention and Success


	1.Teach students to complete enrollment process through the internet 

2.Assist  students and Counseling department with new Dismissal and Probation program.  

	Progress on Student Learning

Outcomes.  ( SLO % Complete)


	Last year Enrollment  Fall 2007 by Touch tone/Web       5189

Compared to this year Spring 2008 by Touchtone/Web   5993

SLO% estimate about 1.06%

	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. 

Work with District office to employ permanent hourly worker for peak enrollment hours

New computers for Admissions and Records (3)

Head sets for front counters total (3)

New chairs for front counter (3)

New desks and chairs for Admissions and Records (3)

Student ambassadors to assist with on-line enrollment

Facilities Needs (Items that should be included in our Facilities Master Plan) for Measure A funding:

Please describe any facilities needs. 
