ADMISSIONS AND RECORDS
The Admissions and Records (A&R) Office is the primary contact area for faculty and administration with regard to student enrollment, grades, graduation eligibility, and attendance.  A&R is also the key service area for students from initial admission to graduation and transfer.

The duties and responsibilities performed by the A&R Office include:

· Providing students with information about admissions, registration, and student records.

· Providing timely and efficient service to students and staff.

· Maintaining confidentiality, accuracy, and security of records and reports.

· Maintaining accurate accounting of census, attendance, and grade reports.

· Promoting a “user-friendly”, service-oriented environment.

· Cooperating with other areas of LPC to effectively inform students, faculty, and staff of available services and programs.

· Regularly reviewing technology that can improve the efficiency and productivity of the Office.

A&R is committed to maintaining and protecting student records in a manner consistent with federal and state regulations.  The Office strives to ensure that the information it produces is clear, accurate, and consistent.

The A&R staff recognizes the importance of a welcoming atmosphere, and work to respond in a sensitive, friendly, and helpful manner to the students and faculty they serve.  The Office is vital to overall student access and success and strives to remain as technologically current, innovative, and flexible as possible.

STAFF NEEDS

Classified Positions

0.5 FTE – Administrative Assistant 

2.5 FTE – Admissions & Records Assistant I    
1.0 FTE – Admissions & Records Assistant II 

1.0 FTE – Admissions & Records Assistant III (evening)

1.0 FTE – Admissions & Records Coordinator

1-2 FTE – Administrative Systems Analyst II



(Also listed under the Office of Information Technology)

1.0 FTE – Student Records Evaluator

Implementation Table

Admissions and Records   
	Targets


	Activities


	Person Responsible


	Timeline


	Measurable Objectives

	1. Develop and implement a plan for an updated document imaging system that will allow shared access to LPC and Chabot College student records.


	1.1 Examine current use of the product. Identify capabilities and limitations.

1.2 Research document imaging systems that meet new specifications.

1.3 Invite prospective vendors on campus for product demonstrations.

1.4 Obtain list of current clients and verify satisfaction levels.

1.5 Include appropriate departments interested in document imaging.

1.6 Establish training schedule.

1.7 Pilot the document imaging system in select areas.

1.8 College-wide implementation.


	Assistant Dean of A&R

A&R Staff

Dean of Technology

ITS

Counseling

Campus Depts. (TBA)


	ITS has identified an upgraded document imaging system as one of its top 10 priorities scheduled for development and implementation.


	Increased access to complete records for those students with both LPC and Chabot academic history.


Implementation Table

Admissions and Records

	Targets


	Activities


	Person Responsible


	Timeline


	Measurable Objectives

	2. Develop a comprehensive records management process for the storage, retrieval, and destruction of records.


	2.1 Review and itemize current A&R forms/documents.

2.2 Research recommended (Title V) timeline for retention and disposal of records.

2.3 Analyze current staff levels & budget to determine short-term and long-term strategies.

2.4 Develop a realistic management plan and consistent timeline.

2.5 Prioritize projects based on A&R tasks, workload, and budget.

2.6 Implement.


	Assistant Dean of A&R

A&R Staff


	2005-2008


	Increased staff awareness of records maintenance requirements (retention and disposal).


Implementation Table

Admissions and Records

	Targets


	Activities


	Person Responsible


	Timeline


	Measurable Objectives

	3. Begin the initial analysis and implementation timeline for Banner Faculty Web.  Among the benefits and features:

· Ability for faculty to review their class schedules online (detail and “at-a-glance”);

· Ability for faculty to review class rosters online;

· Ability for faculty to enter grades online;

· Ability for faculty to submit census and “w” attendance rosters online.


	3.1 Visit community colleges that have implemented the Banner Faculty Web system.

3.2 Establish faculty sub-group.  These individuals will serve as liaisons to divisions and actually help to promote the benefits of the system to all faculty.

3.3 Banner Faculty Web campus-wide demo.

3.4 Establish faculty training sessions.

3.5 Pilot online grade submission for test group to identify any software glitches.

3.6 Implement.


	Assistant Dean of A&R

Dean of Technology

A&R Assistant III

A&R Staff

Academic Services

ITS


	ITS has identified Faculty Web as one of its top 10 priorities scheduled for development and implementation.


	Increased efficiency in data collection.

Increased faculty access to grade and attendance records online.

Reduced manual data collection.

Improved archive system for maintaining faculty grade reports and attendance rosters.

Reduced grade processing timeline.

Convenience.


Implementation Table

Admissions and Records

	Targets


	Activities


	Person Responsible


	Timeline


	Measurable Objectives

	4. Advance the development of the Banner Student Degree Audit system.  The system will provide electronic student degree evaluation for counseling, evaluators, and students.


	4.1 Develop the specification (parameters) that will address student, counseling, and evaluation needs.

4.2 Identify project responsibilities from initial implementation to on-going maintenance.

4.3 Analyze impact on counselor and evaluator service areas.

4.4 Hire a consultant for initial data set-up.

4.5 Establish training timeline.

4.6 Implement pilot project.


	Assistant Dean of A&R

Evaluator

Counseling

ITS

Chabot College


	ITS has identified Banner Student Degree Audit system as one of its top 10 priorities scheduled for development and implementation.


	Students will be able to verify progress toward their degree/ certificate objectives.

Streamlined evaluation process – evaluator time/ effort will be directed fully to the actual evaluation, research and analysis of records.

Reduced manual compilation of student records (transcripts, PRCs, etc…) needed to initiate evaluation process.

All student services (Financial Aid, Veterans, EOPS, etc…) have access to students’ completed requirements.




Implementation Table

Admissions and Records

	Targets


	Activities


	Person Responsible


	Timeline


	Measurable Objectives

	5. Collaborate with the VP of Student Services and the Dean of Counseling in designing a student services building that will accommodate the future growth (staffing, office space, storage) and promote more cohesive, comprehensive student support services.


	5.1 Participate in the student services planning committee.

5.2 Visit local community colleges that have recently completed student services building renovations.

5.3 Identify and propose configuration options for A&R program area.  Ensure options adequately address critical A&R needs: office and storage space, online service area, etc…


	VP Student Services

Dean of Counseling

Assistant Dean of A&R

A&R Staff


	
	A&R office space, work areas, and technology will adequately address the needs of a growing institution.
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