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Department Name

Overview of the Department

Department Mission Statement

Please Describe your Departments Main Functions - Please insert one clear concise bulleted 
Statement in each text box 

 

 

 

 

How many students have you served this academic year

Briefly describe up to four of your area's greatest Strengths and the data elements used to measure 
these strengths

First Strength

Second Strength



Third Strength

Fourth Strength



Service Learning/Service Area Outcome #1

Please concisely state your Service Learning/Service Area Outcome

Relationship to College Goals

Provide student-centered pathways that are responsive to change and focus on learning, 
equity and success.
Enhance the college experience by providing student-centered programs, curriculum, 
services and activities that close achievement gaps, engage students and remove 
barriers to their success
Strengthen Institutional Effectiveness through planning, outcomes assessment, and 
program review processes in efforts to enhance data-informed decision making.
Develop, strengthen and sustain beneficial partnerships with educational institutions, 
business and industry and our community
Build an environment that embraces diversity, equity, inclusion, anti-racism, and social 
justice for the benefit of the college community.

Relationship to Guided Pathways

Clarifying Paths
Helping students choose or enter a pathway
Helping students stay on a pathway
Ensuring students are successful and leaving

Briefly describe the data element(s) you will use to measure this SLO/SAO

Please state the status of this SLO/SAO after the first year

Continue
Modify
Completed
Discontinued

If discontinued please list why



Service Learning/Service Area Outcome #2

Please concisely state your Service Learning/Service Area Outcome

Relationship to College Goals

Provide student-centered pathways that are responsive to change and focus on learning, 
equity and success.
Enhance the college experience by providing student-centered programs, curriculum, 
services and activities that close achievement gaps, engage students and remove 
barriers to their success
Strengthen Institutional Effectiveness through planning, outcomes assessment, and 
program review processes in efforts to enhance data-informed decision making.
Develop, strengthen and sustain beneficial partnerships with educational institutions, 
business and industry and our community
Build an environment that embraces diversity, equity, inclusion, anti-racism, and social 
justice for the benefit of the college community.

Relationship to Guided Pathways

Clarifying Paths
Helping students choose or enter a pathway
Helping students stay on a pathway
Ensuring students are successful and leaving

Briefly describe the data element(s) you will use to measure this SLO/SAO

Please state the status of this SLO/SAO after the first year

Continue
Modify
Completed
Discontinued



If discontinued please list why

Service Learning/Service Area Outcome #3

Please concisely state your Service Learning/Service Area Outcome

 

Relationship to College Goals

Provide student-centered pathways that are responsive to change and focus on learning, 
equity and success.
Enhance the college experience by providing student-centered programs, curriculum, 
services and activities that close achievement gaps, engage students and remove 
barriers to their success
Strengthen Institutional Effectiveness through planning, outcomes assessment, and 
program review processes in efforts to enhance data-informed decision making.
Develop, strengthen and sustain beneficial partnerships with educational institutions, 
business and industry and our community
Build an environment that embraces diversity, equity, inclusion, anti-racism, and social 
justice for the benefit of the college community.

Relationship to Guided Pathways

Clarifying Paths
Helping students choose or enter a pathway
Helping students stay on a pathway
Ensuring students are successful and leaving

Briefly describe the data element(s) you will use to measure this SLO/SAO

Please state the status of this SLO/SAO after the first year

Continue
Modify
Completed
Discontinued



If discontinued please list why

Service Learning/Service Area Outcome #4

Please concisely state your Service Learning/Service Area Outcome

 

Relationship to College Goals

Provide student-centered pathways that are responsive to change and focus on learning, 
equity and success.
Enhance the college experience by providing student-centered programs, curriculum, 
services and activities that close achievement gaps, engage students and remove 
barriers to their success
Strengthen Institutional Effectiveness through planning, outcomes assessment, and 
program review processes in efforts to enhance data-informed decision making.
Develop, strengthen and sustain beneficial partnerships with educational institutions, 
business and industry and our community
Build an environment that embraces diversity, equity, inclusion, anti-racism, and social 
justice for the benefit of the college community.

Relationship to College Goals

Provide programs and services that are responsive to change and support student 
learning and success
Deliver educational programs and services in formats and at locations that meet student 
needs
Enhances the college experience for students and the community by providing student-
centered programs, services, and activities that celebrate diversity and sustainable 
practices
Develop, strengthen and sustain beneficial partnerships with educational institutions, 
business and industry and our community

Relationship to Guided Pathways

Clarifying Paths
Helping students choose or enter a pathway
Helping students stay on a pathway
Ensuring students are successful and leaving

Briefly describe the data element(s) you will use to measure this SLO/SAO



Please state the status of this SLO/SAO after the first year

Continue
Modify
Completed
Discontinued

If discontinued please list why

Future Needs - Staffing 

The following section will be a needs analysis of Staffing levels for your area. Please make sure that 
the justification for needs ties back to your SLOs/SAOs

SUPERVISORS

What is the current number of Supervisors in your department

In the past academic year, this level has 

Increased

Decreased

Stayed the Same

CLASSIFIED STAFF

What is the current number of Classified Staff in your department 

In the past academic year, this level has

Increased

Decreased

Stayed the same

What is the current number of Full-time Faculty in your department

In the past academic year, this level has

Increased

Decreased

Stayed the same

What is the current number of part-time faculty in your department



In the past academic year, this level has

Increased

Decreased

Stayed the same

What is the current number of NANCe in your department

In the past academic year, this level has

Increased

Decreased

Stayed the Same

In the past academic year, this level has

Increased

Decreased

Stayed the Same

Specific Personnel Requests 
 

Please identify specific issues that are affecting the efficiency or effectiveness of your area due to lack of staffing 
(please answer in concise, bulleted statements)

In general, please describe the additional staffing that you would  need in order to address these inefficiencies? 

Staffing Request #1 (Top Priority) 
Please make sure to reference a specific job category as outlined by the district

Which SLO/SAO does this Staffing Request relate to?

SLO/SAO #1

SLO/SAO #2

SLO/SAO #3

SLO/SAO #4

How would the addition of this position support the achievement of this SLO/SAO 



Please explain any other additional justification for this staffing request

Staffing Request #2 
Please make sure to reference a specific job category as outlined by the district

Which SLO/SOA does this Staffing Request relate to?

SLO/SAO #1

SLO/SAO #2

SLO/SAO#3

SLO/SAO#4

How would the addition of this position support the achievement of this SLO/SOA

Please explain any other additional justification for this staffing request

Staffing Request #3 
Please make sure to reference a specific job category as outlined by the district

Which SLO/SAO does this Staffing Request relate to?

SLO/SAO #1

SLO/SAO #2

SLO/SAO #3

SLO/SAO #4

How would the addition of this position support the achievement of this SLO/SOA

Please explain any other additional justification for this staffing request



List of Resource Needs

Itemize the specific resources you will need to improve the effectiveness of your program

Facilities

Resource Description/Item

Rationale for Resource Need (including link to a specific Objective/Outcome

Equipment, Technology, Supplies 

Resource Description/Item 

Rationale for Resource Need (including link to a specific Objective/Outcome


	fc-int01-generateAppearances: 
	Rationale for Resource Need (i_MDcDjnjqD-Y-uzm8CuVFWw: Admissions & Records is not a categorical program; therefore, we do not have funds other than what the VPSS provides to us, in order to purchase limited supplies and pay for other operating expenses.
	Resource Description/Item _c5WdGL2PBko7k7LnY2gkEQ: Need student ID card supply budget. Note: SDCCD no longer charges a fee for Student ID cards; therefore, a budget will need to be identified.Collaborate with the Vice President of Student Services to secure and allocate funds for criticAllocate funds toward technological need to support Campus Solutions and other technology platforms.Admissions and Records office needs a budget for the proper equipment to reduce chance of injury and/or workers' compensation claims.
	Rationale for Resource Need (i_gMVEzIQIMe9gP*88-Gh*fQ: 
	Resource Description/Item_*m8SuhWQmVpArQCCWCY99w: 
	Please explain any other addit_ySIO7h2iVPPy9CyqSfbD9A: 
	How would the addition of this_LM5*yJNBfva43*D8yzMqpQ: 
	Which SLO/SAO does this Staffi_3_*9*aQEdkjJJvvL9MmDdLPg: Off
	Which SLO/SAO does this Staffi_2_*9*aQEdkjJJvvL9MmDdLPg: Off
	Which SLO/SAO does this Staffi_1_*9*aQEdkjJJvvL9MmDdLPg: Off
	Which SLO/SAO does this Staffi_0_*9*aQEdkjJJvvL9MmDdLPg: Off
	Staffing Request #3 Please mak_9dZ3dewz1fQu-QpzzwdCjg: 
	Please explain any other addit_8arqTnozfgxLO2jAdTokPQ: The office does not have any evening staff dedicated as first point of contact for the front desk and phone support. Workload is currently supported by staff who have other responsibilities, such as Evaluations and Veterans Affairs, as well as the Student Services Supervisor. Lack of adequate staffing levels has significantly impacted other areas. 
	How would the addition of this_YkI5gZ6wc9qbCK7zfuDsww: Additional staff would enable us to meet the workload demands, record and review data, improve communication with current and prospective students, support outreach,retention and equity efforts.
	Which SLO/SOA does this Staffi_3_4rpspraqHUoBk*JHlpYkbA: Off
	Which SLO/SOA does this Staffi_2_4rpspraqHUoBk*JHlpYkbA: Off
	Which SLO/SOA does this Staffi_1_4rpspraqHUoBk*JHlpYkbA: Yes
	Which SLO/SOA does this Staffi_0_4rpspraqHUoBk*JHlpYkbA: Yes
	Staffing Request #2 Please mak_*JE6tMlwe1lFLKf*uSrmtw: 2 Senior Student Services Assistants
	Please explain any other addit_LPoI--7FMO4AHCbOfl6v6A: Supports high school partnership programs, facilitates learning community enrollment and honors enrollment needs, supports college  faculty/administration with enrollment and grades management needs, provides additional support for international student program planning.   
	How would the addition of this_DkvJLomdO5wFW3PxdxPFsA: Additional staff would enable us to meet the workload demands, record and review data, improve communication internal and external stakeholders.
	Which SLO/SAO does this Staffi_3_XsyedsiM2RHuScwoIuUv2Q: Off
	Which SLO/SAO does this Staffi_2_XsyedsiM2RHuScwoIuUv2Q: Yes
	Which SLO/SAO does this Staffi_1_XsyedsiM2RHuScwoIuUv2Q: Yes
	Which SLO/SAO does this Staffi_0_XsyedsiM2RHuScwoIuUv2Q: Yes
	Staffing Request #1 (Top Prior_hekPk3mmTBvQUC583dxSpA: 2 Student Services Technicians
	In general, please describe th_nsqU0WvYsKcaAUItmmti1Q: 2 Student Services Technicians, 2 Senior Student Services Assistants
	Please identify specific issue_bnS89oKHT3lLj2c1794Cjw: *All staff is responsible for at least two areas in Admissions and Records, which limits our effectiveness.*No coverage in area(s) where there is only one staff member.
	In the past academic year, thi_6C0PfHbt7adxNuzyuD6DyQ: Decreased
	In the past academic year, thi_qkVCdetJLgQ3QWWG*JqrvA: Decreased
	What is the current number of _J8se2mE0VtKCVqK5sMmP0A: 1
	In the past academic year, thi_Pv1Ofy8pk*CWz2RZrzAPlA: Stayed the same
	What is the current number of _qGvNzeZP6v2e5mG6sMT7eQ: 0
	In the past academic year, thi_*Ibcs6j4lfSGQ5SRYEyYRQ: Stayed the same
	What is the current number of _A4a3dv3OaDZO724GB2ABng: 0
	In the past academic year, thi_YzcAfQ3lZ4RRSFct3eJQnQ: Stayed the same
	What is the current number of _Spk2M4Yhp04xkV66Rvasjw: 10
	In the past academic year, thi_vq0SfHnocmre6JIkJvMZig: Stayed the Same
	What is the current number of _MMVPVzgl8AoFOw77dObFMQ: 2
	If discontinued please list wh_pZseyFOTowjh-ptmIT6hfw: 
	Please state the status of thi_3_boWcZ4fQmT4KIzEtg8JQqQ: Off
	Please state the status of thi_2_boWcZ4fQmT4KIzEtg8JQqQ: Off
	Please state the status of thi_1_boWcZ4fQmT4KIzEtg8JQqQ: Off
	Please state the status of thi_0_boWcZ4fQmT4KIzEtg8JQqQ: Off
	Briefly describe the data elem_u9B6ZBbHPhR19F*Gyvlm1Q: 
	Relationship to Guided Pathway_3_uG3QiaoraK1357aWfITkqQ: Off
	Relationship to Guided Pathway_2_uG3QiaoraK1357aWfITkqQ: Off
	Relationship to Guided Pathway_1_uG3QiaoraK1357aWfITkqQ: Off
	Relationship to Guided Pathway_0_uG3QiaoraK1357aWfITkqQ: Off
	Relationship to College Goals_3_aCG1-MVfKrSvmNIHWxhWgg: Off
	Relationship to College Goals_2_aCG1-MVfKrSvmNIHWxhWgg: Off
	Relationship to College Goals_1_aCG1-MVfKrSvmNIHWxhWgg: Off
	Relationship to College Goals_0_aCG1-MVfKrSvmNIHWxhWgg: Off
	Relationship to College Goals_4_WS1gD2Vg7bzjgl7W4DIlmA: Off
	Relationship to College Goals_3_WS1gD2Vg7bzjgl7W4DIlmA: Off
	Relationship to College Goals_2_WS1gD2Vg7bzjgl7W4DIlmA: Off
	Relationship to College Goals_1_WS1gD2Vg7bzjgl7W4DIlmA: Off
	Relationship to College Goals_0_WS1gD2Vg7bzjgl7W4DIlmA: Off
	Please concisely state your Se_SX2LakLyW*Hf5dnQmeD1*A: 
	If discontinued please list wh_TCgfo7QCp9ZuHobNCQ6BjA: 
	Please state the status of thi_3_*KX-LvQs6TIL55lOL7Ar2A: Off
	Please state the status of thi_2_*KX-LvQs6TIL55lOL7Ar2A: Off
	Please state the status of thi_1_*KX-LvQs6TIL55lOL7Ar2A: Off
	Please state the status of thi_0_*KX-LvQs6TIL55lOL7Ar2A: Yes
	Briefly describe the data elem_pGUoXG3xjrI9sL2wLxqXSg: Number of complete/incomplete applications submitted.
	Relationship to Guided Pathway_3_n8gLBmeRXTJGPCMU63FF6w: Off
	Relationship to Guided Pathway_2_n8gLBmeRXTJGPCMU63FF6w: Off
	Relationship to Guided Pathway_1_n8gLBmeRXTJGPCMU63FF6w: Off
	Relationship to Guided Pathway_0_n8gLBmeRXTJGPCMU63FF6w: Yes
	Relationship to College Goals_4_r2N32NYBG17mondtEULxtw: Yes
	Relationship to College Goals_3_r2N32NYBG17mondtEULxtw: Off
	Relationship to College Goals_2_r2N32NYBG17mondtEULxtw: Yes
	Relationship to College Goals_1_r2N32NYBG17mondtEULxtw: Yes
	Relationship to College Goals_0_r2N32NYBG17mondtEULxtw: Yes
	Please concisely state your Se_BlHqZhAtzx0*HHiTOaJXZg: Prospective international students will demonstrate the ability to successfully complete the paper application process.
	If discontinued please list wh_YsliEWW3CeXK3SqhRmG35Q: 
	Please state the status of thi_3_Xaunf92jL6ngd2e*2bGg9A: Off
	Please state the status of thi_2_Xaunf92jL6ngd2e*2bGg9A: Off
	Please state the status of thi_1_Xaunf92jL6ngd2e*2bGg9A: Off
	Please state the status of thi_0_Xaunf92jL6ngd2e*2bGg9A: Yes
	Briefly describe the data elem_Cdewxiw8Nd2iR59ocYzb8Q: Number of students enrolled.
	Relationship to Guided Pathway_3_0dj9i6tQWTB8FtkYqLXYyg: Off
	Relationship to Guided Pathway_2_0dj9i6tQWTB8FtkYqLXYyg: Yes
	Relationship to Guided Pathway_1_0dj9i6tQWTB8FtkYqLXYyg: Yes
	Relationship to Guided Pathway_0_0dj9i6tQWTB8FtkYqLXYyg: Yes
	Relationship to College Goals_4_3hM1pjRL7rpmJlPXAlU3gA: Yes
	Relationship to College Goals_3_3hM1pjRL7rpmJlPXAlU3gA: Off
	Relationship to College Goals_2_3hM1pjRL7rpmJlPXAlU3gA: Yes
	Relationship to College Goals_1_3hM1pjRL7rpmJlPXAlU3gA: Yes
	Relationship to College Goals_0_3hM1pjRL7rpmJlPXAlU3gA: Yes
	Please concisely state your Se_reipKdDkW0Gx0IOps6JRTg: Students will demonstrate the ability to successfully register and receive an enrollment confirmation.
	If discontinued please list wh_dxWqw08kAAgpdpChFg7Epg: 
	Please state the status of thi_3_Z0YuhkiBumt5hwfcoohYLw: Off
	Please state the status of thi_2_Z0YuhkiBumt5hwfcoohYLw: Off
	Please state the status of thi_1_Z0YuhkiBumt5hwfcoohYLw: Off
	Please state the status of thi_0_Z0YuhkiBumt5hwfcoohYLw: Yes
	Briefly describe the data elem_vRkp-l0Az9pLSFin6rxrvw: CCCApply data collected each semester and analyzed each academic year.
	Relationship to Guided Pathway_3_93bQNhnZjvy0MttWVfYUwA: Off
	Relationship to Guided Pathway_2_93bQNhnZjvy0MttWVfYUwA: Off
	Relationship to Guided Pathway_1_93bQNhnZjvy0MttWVfYUwA: Yes
	Relationship to Guided Pathway_0_93bQNhnZjvy0MttWVfYUwA: Yes
	Relationship to College Goals_4_aHXwEo3Tt92WZziUmunSAA: Yes
	Relationship to College Goals_3_aHXwEo3Tt92WZziUmunSAA: Off
	Relationship to College Goals_2_aHXwEo3Tt92WZziUmunSAA: Yes
	Relationship to College Goals_1_aHXwEo3Tt92WZziUmunSAA: Yes
	Relationship to College Goals_0_aHXwEo3Tt92WZziUmunSAA: Yes
	Please concisely state your Se_G8RBXr8-XmwoNmAsVeVBNQ: Students will demonstrate the ability to successfully complete the online application process.
	Fourth Strength_QQoSJTk4iG9oZUBT9NjSNQ: Process all paperwork and inquiries in a timely manner.  Students are advised of the 48 hour time period for completion of paperwork or responses to inquiries; however, we primarily respond within the same day.
	Third Strength_FpQBTHlLtAC3XgVTEcpxRw: Teamwork - staff are cross-trained
	Second Strength_iBpLxg2uuFNZlaeZv7UBVg: Facilitates residency reclassification in a timely manner, in order to ensure students are being assessed the appropriate fees and are reported correctly for State funding purposes.
	First Strength_sLhHPjbInHoQSkvCIwr5jw: Enrolling students - all International Students, Public Safety students, Petition for Exception to Course policy and high school students are enrolled by the Admissions and Records Office.
	How many students have you ser_ELN-a8rNaq*SslV6OV8TGA: 23540
	Column3_544SSRHot61BUKaM1NdkSg: Process student petitions for exception to policy.
	Column2_7f3j8B0TOZbGO6e9NSXUpA: Ensures the confidentiality of student records.
	Column1_xPKtc5*JR2DzoWb-w*xQiA: Facilitates the unique and complex enrollment of special populations, such as international students, public safety students, and all concurrently enrolled high school students.
	textfield_oiCmrS*oKe53uV5cgxx1RQ: Provides assistance with the application for admission, residency reclassification, registration, record adjustments, records maintenance, and facilitates the completion of certificates and degrees.
	Department Mission Statement_r7XjvSoEdZGBHP5PeqCt3g: The goal of the Office of Admissions and Records is to provide a welcoming, accessible and responsive environment that demonstrates sensitivity and respect for individual needs, giving timely accurate and consistent information and resolving issues as needed. We support diversity, inclusion and belonging.  
	Department Name_wJ-cCAU90A1B8pBrm2o4KA: Admissions and Records


