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Admissions & Records

Admissions and Records Program Review 2020
A. Program Information
1. Program Mission Statement
Please enter your mission statement here.

2. Program Level Student Learning Outcomes
Please list the program level student learning outcomes.

B. Students Completing CCC Apply (Step 1)
Completed enrollment means that the student has completed the following five steps to become a student including: complete CCC Apply; meet
assessment requirements; complete orientation; create an education plan; and register for classes. The chart below captures the first step - students
who compete CCC Apply. The data will include: new first-time students, first-time transfer students and returning students.

 

3. In the data table above, what does the data trend indicate?

We are committed to providing high-quality services to support students in achieving their educational and career goals. By applying
advanced technology, we effectively guide students through the application and registration processes while adhering to Title
V and Education Code standards. We promote an equitable learning environment for the
diverse community of students, faculty, and staff in which we serve.

Application: Students will demonstrate an understanding of where the application is located on the website, how to create their CCC apply
account, and submit the application.

Petitions/Academic Policies: Students will understand when it is necessary to file a petition, how it impacts their school records and the
documentation that may be needed prior to submitting the Petition for Exception of Registration Policies. 

Residency: Students who have been classified as non-residents will learn what the requirements are for establishing
residency and understand what documentation is needed to make changes to their classification.

 the data trend shows an increase in the number of students completing Step 1
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4. If the data trend shows an increase, decrease, or no change/flat in the number of students who complete Step 1, explain why.

5. Does the data trend suggest actions are necessary to improve the number of students completing Step 1?

6. If yes, describe the proposed actions you discussed with the program team for improving the number of students completing Step 1.

C. Students Meet Assessment Requirements (Step 2)

7. In the data table above, what does the data trend indicate?

8. If the data trend shows an increase, decrease, or no change/flat in the number of students who completed Step 2, explain why.

9. Does the data trend suggest actions are necessary to improve the number of students completing Step 2?

 the data trend shows a decrease in the number of students completing Step 1

 the data trend shows no change and/or is flat in the number of students completing Step 1

With the data received above, data points we've seen from the State, and the Guided Pathway information sessions, we are making short-term
and long-term changes. In the last couple of years and with the introduction to Guided Pathways, we as a department have been improving
our delivery of how-to instructions for the application. We've added step-by-step guides, video guides, a Chatbot, and Frequently Asked
Questions (FAQ) to our website. Other areas of improvement where we have incorporated changes, is to do our best to get back to students in
a 24 hour period. We also have added more partnerships at the college and community where we work with our outreach department and
instructional divisions to host application workshops for prospective students. Many times these workshops are for specifically our First Time
New Student population which includes many first-generation, low-income, and other disproportionately impacted groups.

 Yes

 No

The data trends suggest we are doing well, but we can improve the First Time Transfer Student population as it has gone down over the years.
The decline could be related to a policy change of allowing non-resident students to pay resident tuition if enrolled in six units or less. We did
see a large increase of students during this time from other colleges from across the nation. Unfortunately, the increased headcount did not
bring the FTES that we thought it would and we lost in non-resident tuition. We will work with Institutional Research to find the regions where
we saw increases in headcount during those periods and develop a plan to outreach to those areas.  We then can see if the changes we've
made have increased the headcount in these areas. 

 the data trend shows an increase in the number of students completing Step 2

 the data trend shows a decrease in the number of students completing Step 2

 the data trend shows no change and/or is flat in the number of students completing Step 2

With the implementation of the Student Success & Support (3SP) in 2013, the numbers for placement increased as it was a requirement for
priority registration. Efforts were made to make placement mobile, where it was possible for students to take placements at their high schools
or any location with Wifi. We also had workshops at the college for students to complete this step on weekends and late evenings when
typically the Assessment Office would be closed. In the last couple of years, the introduction to AB705 has made it easier for students to
complete this step and many times do not need to step foot on campus. Admissions & Records worked with the Assessment Office to include
these instructions on the Welcome Email after a student applies. We continue to work with Assessment to improve communication to students
and update prerequisite tables in Banner as changes are made to AB705.

 Yes
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10. If yes, describe the proposed actions you discussed with the program team for improving the number of students completing Step 2.

D. Students Complete Orientation (Step 3)

11. In the data table above, what does the data trend indicate?

12. If the data trend shows an increase, decrease, or no change/flat in the number of students who completed Step 3, explain why.

13. Does the data trend suggest actions are necessary to improve the number of students completing Step 3?

14. If yes, describe the proposed actions you discussed with the program team for improving the number of students completing Step 3.

E. Students Create An Ed Plan (Step 4)

 No

Though the trend suggests no improvements are needed we know that there are always ways to improve the onboarding process. What we
know that is not represented on the data is ESL students struggle with self-placing. Students do not know the differences between the ESL
levels. Students may select a lower-level course when their skills could be higher or vice versa. This will increase the student length of time
before meeting transfer-level English and time to graduation. Admissions have met with the Language Arts Department and Assessment
Office to develop a plan on how to assist students who may be struggling. Short term fix is to have ESL Faculty assess students during the
first class. If the faculty believes the student should be placed higher or lower they will recommend the student take the other course. The
instructor will assist by emailing A&R asking for the change of classes. 

 the data trend shows an increase in the number of students completing Step 3

 the data trend shows a decrease in the number of students completing Step 3

 the data trend shows no change and/or is flat in the number of students completing Step 3

The orientation process moved from a required in-person or completion of Counseling 5 course to a fully online orientation around 2013. This
had increased the number of completions and made it easy for any student, especially our distant education students. From 2013 to 2018 a
vendor provided our online orientation which made it easy to track completions but made it difficult to update the content. In 2018 we moved
from the vendor to our very own orientation through Canvas. We had difficulties tracking completions at first because it required a manual
upload to Banner which was not understood at first. This is why we had lower numbers in 2018-19 but then got back to our average in 2019-
2020. We are updating the online orientation to include more information about resources provided by the campus and more educational tools
that we hope will improve persistence. 

 Yes

 No

Though the trend suggests no actions are needed, we are working to improve the orientation. The Orientation is a requirement for priority
registration, which makes students want to complete this step. This is a great opportunity for the college to give students helpful information.
Admissions will lead this effort and work with the online learning office to make the orientation more welcoming. We will do this by adding short
videos on topics and also create more directed resources for all populations. We are receiving requests from high school students and their
parents for more onboarding tools. As our dual enrollment population has surged these last few years, assisting these students now can assist
with increasing our first-time student population after they graduate from high school. With earlier interventions, our attrition rates will improve
as well. 
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15. In the data table above, what does the data trend indicate?

16. If the data trend shows an increase, decrease, or no change/flat in the number of students who complete Step 4, explain why.

17. Does the data trend suggest actions are necessary to improve the number of students completing Step 4?

18. If yes, describe the proposed actions you discussed with the program team for improving the number of students completing Step 4.

F. Students Register For Classes (Step 5)

 the data trend shows an increase in the number of students completing Step 4

 the data trend shows a decrease in the number of students completing Step 4

 the data trend shows no change and/or is flat in the number of students completing Step 4

With 3SP, the number of Ed Plans increased as it was a requirement for priority registration. Efforts were made to conduct counseling
appointments at high schools and during college on-campus events. We had workshops at the college for students to complete this step on
weekends and late evenings. Admissions & Records has updated the Welcome email and web pages to show that the counseling step is
highly recommended for student success. We continue to work with the Counseling Office to improve communication with students and update
information as needed. In 19-20, we offered fewer workshops and outreach events. A&R and Institutional Research is currently conducting
research on student's major selections and asking students to confirm their selections. This will assist Counselors in creating the proper Ed
Plan for students. A&R and Counseling continue to collaborate on best practices to communicate with students on the importance of
completing Education Plans.

 Yes

 No

Again, this area can also be improved and messaging to students on the importance of this step. Admissions & Records is working with the
Guided Pathway Program Mapping Team to provide students more flow charts and tools for selecting classes in their major. Future upgrades
to our student information system will also improve tools such as Degree Works, (Education Plan Tool), where classes will load into the
student's schedule based on the education plan that the counselor and students have agreed to. Admissions & Records would work with
Counseling to test and implement this process. 
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19. In the data table above, what does the data trend indicate?

20. If the data trend shows an increase, decrease, or no change/flat in the number of students who completed Step 5, explain why.

21. Does the data trend suggest actions are necessary to improve the number of students completing Step 5?

22. If yes, describe the proposed actions you discussed with the program team for improving the number of students completing Step 5.

G. Students Completing Enrollment Steps By Ethnicity
The charts below show the number of students who completed each enrollment step by ethnicity.

 the data trend shows an increase in the number of students completing Step 5

 the data trend shows a decrease in the number of students completing Step 5

 the data trend shows no change and/or is flat in the number of students completing Step 5

Though headcount increased in 19-20, the number of students that have applied compared to those who have enrolled the overall percentage
has gone down since 15-16. Our registration process can be improved and may also be complicated for students to understand. Depending on
the quarter, there can be a large gap of time from when a student applies to when they register. For example, our Fall application opens in
May, but registration doesn't begin until July. During this time we may be losing engagement with the student. We've also lowered the number
of section offerings, so this may also contribute to the decrease. But with only around 50% of students registered compared to those who have
applied we can do better.

 Yes

 No

We need to analyze why our number of applicants increased but did not turn into enrollment. We'll need to work with IR to review our
shopper/dropper data. Our office will also improve our Welcome email which will have more guiding information for students to use prior to
registration. We can also provide more tools, such as videos on how to navigate My Portal and the registration process. With our
implementation of Guided Pathways, the onboarding process is being revamped. We'll also collaborate with other student service departments
to assist with targeted messages and steps for populations, such as DSPS, VETS, EOPS, and Foster Youth. 
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23. In the data table above, what do the data trends indicate about the number of students who completed each of the five enrollment steps by
ethnicity?

African American

Asian

Filipinx

Latinx

 the data trend shows an increase in completed enrollment steps by African American students

 the data trend shows a decrease in completed enrollment steps by African American students

 the data trend shows no change and/or is flat in completed enrollment steps by African American students

 the data trend shows an increase in completed enrollment steps by Asian students

 the data trend shows a decrease in completed enrollment steps by Asian students

 the data trend shows no change and/or is flat in completed enrollment steps by Asian students

 the data trend shows an increase in completed enrollment steps by Filipinx students

 the data trend shows a decrease in completed enrollment steps by Filipinx students

 the data trend shows no change and/or is flat in completed enrollment steps by Filipinx students

 the data trend shows an increase in completed enrollment steps by Latinx students
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Native American

Pacific Islander

White

Decline to State

24. If the data trend shows an inequity in the number of students completing all enrollment steps, explain why there was a change. (Use a separate
bullet point for each category)

25. Do the data trends suggest programmatic actions are necessary to address disparities in the number of students completing all enrollment steps
by ethnicity, including low completion within a particular group?

26. If yes, describe the proposed actions for addressing disparities in the number of students completing all enrollment steps by ethnicity.

H. Students Completing Enrollment Steps By First Gen
Tracking first-gen students is important in that it aligns with the Student Funding Formula.

 the data trend shows a decrease in completed enrollment steps by Latinx students

 the data trend shows no change and/or is flat in completed enrollment steps by Latinx students

 the data trend shows an increase in completed enrollment steps by Native American students

 the data trend shows a decrease in completed enrollment steps by Native American students

 the data trend shows no change in completed enrollment steps by Native American students

 the data trend shows an increase in completed enrollment steps by Pacific Islander students

 the data trend shows a decrease in completed enrollment steps by Pacific Islander students

 the data trend shows no change and/or is flat in completed enrollment steps by Pacific Islander students

 the data trend shows an increase in completed enrollment steps by White students

 the data trend shows a decrease in completed enrollment steps by White students

 the data trend shows no change and/or is flat in completed enrollment steps by White students

 the data trend shows an increase in completed enrollment steps by decline to state students

 the data trend shows a decrease in completed enrollment steps by decline to state students

 the data trend shows no change and/or is flat in completed enrollment steps by decline to state students

Asian, Latinx, and White have larger headcounts which then increases the percentage of completion numbers compared to all other
ethnicities. But overall all ethnic groups have relatively flat or no change year to year. We do want to improve the numbers that complete each
step as we are below 50% for all ethnicities. I believe there may be multiple factors for students of color not attending our college, but what we
can control is the culture of the office, processes, and messaging. We believe students who feel empowered will persist through the
matriculation steps.

 Yes

 No

Targeted outreach with registration workshops for Black/African American, Native American, and Filipinx students to increase headcounts.
With increasing the headcount it will be imperative that we have improved onboarding steps that are mentioned in the above matriculation
steps. We need to emphasize the importance of completing these steps because of the benefits for long-term success and how it can shorten
students time at the college. 
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27. In the data table above, what do the data trends indicate about the number of first-gen students completing each of the 5 enrollment steps?

 the data trend shows an increase in completed enrollment step by first-gen

 the data trend shows a decrease in completed enrollment step by first-gen
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28. If the data trend shows a change in number of first-gen student enrollment, explain why there was a change.

29. Do the data trends suggest programmatic actions are necessary to address disparities in the number of students completing all enrollment steps
by first gen?

30. If yes, describe the proposed actions for addressing disparities in the number of students completing all enrollment steps by ethnicity.

I. Students Completing Enrollment By Gender
The charts below show the number of students who completed each enrollment step by gender.

 the data trend shows no change and/or is flat in completed enrollment step by first-gen

The change from year to year is not significant, but we do need to improve the completion percentage for each step for First-Gen Students.
We currently don't have any direct outreach efforts or workshops for First Gen at this time, so tracking of this is something that can be
improved. We will collaborate with Counseling and explore bringing back our First-Year Experience Program. We can also work with outreach
and marketing to host workshops for this population and highlight their success in making it to this step of entering college. 

 Yes

 No

When reviewing First Gen versus Not First Gen you can see a large difference in the percentage of completion for each step. Though the
headcount is larger for the non-first gen students, you can still see the disparity in each step. Similar to our ethnicity groups we believe it's due
to the lack of knowledge on how to navigate the college processes. These processes can be better laid out for all students but should make an
improvement on our First-Gen Students. With the improvements mentioned in the matriculation steps, we should see higher numbers next
year.
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31. In the data table above, what do the data trends indicate about the number of students who completed each of the five enrollment steps by
gender?

Females

Male

Non-binary

Decline to State

32. If the data trend shows a change in male, female, non-binary, or decline to state enrollment, explain why there was a change.

 the data trend shows an increase in the female enrollment rates

 the data trend shows a decrease in the female enrollment rates

 the data trend shows no change and/or is flat in the female enrollment rates

 the data trend shows an increase in the male enrollment rates

 the data trend shows a decrease in the male enrollment rates

 the data trend shows no change and/or is flat in the male enrollment rates

 the data trend shows an increase in the Non-binary enrollment rates

 the data trend shows a decrease in the Non-binary enrollment rates

 the data trend shows no change and/or is flat in the Non-binary enrollment rates

 the data trend shows an increase in the Decline to state enrollment rates

 the data trend shows a decrease in the Decline to state enrollment rates

 the data trend shows no change and/or is flat in the Decline to state enrollment rates

Ed Plan

There was a decrease in both males and females over the last five years, but in all other areas, there was not much change. The college
hasn't had a focus on gender when recruiting or when hosting workshops. We see Race as the underlining issue in most areas of education
and our focus is to improve our policies and procedures and eliminate any unnecessary barriers. 
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33. If the data trend shows a lack of gender parity in your program, what is the source of that disparity and what is the program doing/planning to do
to address this?

34. Use this opportunity to provide feedback on the template or address a topic that was not previously discussed.

J. Service Area Outcomes Addendum
1. What are the service area outcomes/strategic objectives for the coming year?

2. What is your implementation plan for the above-mentioned objectives

3. In the past five academic years, were there any commendations/special mentions identified in accreditation, state reports? If yes, please
elaborate.

4. In the past five academic years, were there any major citations/findings identified in accreditation, audits or reviews (e.g. areas of improvement,
strategic direction, facilities, personnel, etc.)? If yes, please elaborate.

5. What actions has the program taken to address the accreditation, audit, or review citations/findings identified?

CCCApply, not much disparity between male and female students who have completed this step. There was not enough data for non-
binary students as the application only began to ask this question fairly recently.
Assessment, again not much disparity, but males had a larger Head Count (HC) in completing this step.
Orientation, again not much disparity, but female students had a larger HC in completing this step.
For Ed Plan and Enrollment, males had higher numbers, but again not a large disparity.

Currently, we have not done direct outreach or workshops focusing on gender. We are currently working on improving communication that
doesn't deadname students and that creates a more welcoming environment for non-binary students. Again completion rates for all steps need
to improve and we are working on doing just that with Guided Pathways.

We'd like to have our student service reviewed and how many times a student engages with our office. We'd like to see how many students
return for the same question or service.  It would be interesting to us to see if they receive their answers at Admissions and do not have to visit
other locations. It would help the college in deciding if a Welcome Center is needed.

1. In the academic year of 2021- 2022, the Dean of Enrollment Services will evaluate the staff's knowledge of Title 5 and district policies
surrounding Admissions & Records. Staff, faculty, and students will report their satisfaction with the service received from all members of
the office of Admissions & Records.

2. In the academic year of 2021- 2022, Admissions & Records will better inform faculty of census and grade policies, so that we see a 25%
decrease in the number of late census and grade submissions.

1. For the first SAO, the Dean and Senior Supervisor will provide cross-training for staff and evaluate their knowledge with role-playing and
short multiple-choice assessments. We will add this to our future retreats and weekly meetings. With this, we can better serve students
on current and past policies that benefit them. We can also collaborate with ETS, Marketing, and the Online Learning Office to create
additional online training and storage of information for future reference. 

2. For the second SAO, we'll create outlines for these processes that include the Title 5 policy that supports them. We will work with the
online learning office and attach these to our Admissions & Records Canvas page of resources for faculty to review each quarter. We will
also ask that more reminders are sent out via My Portal, Canvas and clean up the current email messaging. 

Yes, but not directly, the accreditation team did mention that as a college we needed to offer comparable services to our online students. This
includes Admissions & Records. With COVID this has expedited that effort and currently, we have every service fully online with no need to
submit anything in person, by mail, or fax. 

We will continue to improve processes, forms, and communication to students as we hear feedback from students, staff, and faculty. We will
follow a universal design model when making changes.

None with accreditation, but we did receive one audit finding this past year which was regarding the time we report students to the National
Student Loan Data System. We must report students every 60 days, but due to our quarterly calendar set up, at times we were late on some
of the reports as they align more with semester colleges. 

We have already implemented changes by working with the National Student Clearinghouse and aligning our calendar to report on time. We
have also been added to the webinar listserv for future training. Additionally, we'll review this area in collaboration with Financial Aid, so that
we continue to stay compliant.
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This form is completed and ready for acceptance.

6. What barriers has the department faced in implementing improvement?

Self-Study Checklist
Writers can use this final checklist for ensuring quality control before hitting the final submit button.

We do not have barriers at this time, but what has made this difficult, is the amount of information we must know to stay in compliance. We are
scheduling a quarterly meeting with the National Student Clearinghouse to review any changes with yearly audits. Keeping the line of
communication open with them will help us stay on top of any changes from the National Student Loan Database.

 Attended the Writer Orientation/Training in November

 Responses are supported by the data

 Engaged in discussion with IR Coach

 The Self-Study Report was written collaboratively with other program stakeholders

 The Self-Study Report was proofread by a collaborator


