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Welcome to Program Review

Berkeley City College - 2019

Admissions and Records - Service Area or Special Program

Annual Program Update

Program Overview

Please verify the mission statement for your program. If your program has not created a mission
statement, provide details on how your program supports and contributes to the College mission.

The Admission & Records (A&R) Office serves as the first point of contact to the college for new students and the
general public. Admission & Records is dedicated to student access and success by providing accurate, timely and
exceptional customer service regarding applications, registration, online access and academic policies while
providing responsive respectful service to students, faculty, staff and the community.

Program Total Faculty and/or Staff

Full Time Part Time

Admission & Records Specialist ~ Loretta Newsom
Admission & Records Technicians ~ Hue Huynh

Admission & Records Technician (Assigned to BCC as an Sr
Admission & Records Clerk) ~ Elinore Chin

Admissions & Records Technician ~ Tam Vo

The Program Goals below are from your most recent Program Review or APU. If none are listed, please
add your most recent program goals. Then, indicate the status of this goal, and which College and District
goal your program goal aligns to. If your goal has been completed, please answer the follow up question
regarding how you measured the achievement of this goal.
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The Admission & Records Office is located in the Student Service area. We serve under the Dean of
Enrollment Services who in turn serves under the Vice President of Student Services. Our office works
close in proximity to the services provided to the student, admissions assessment, orientation,
counseling, financial aid, welcoming center and the cashier’s office. Admission & Records along with
Assessment, Orientation, and Counseling has teamed up to provide students with online enrollment to
ensure that all needs are met prior to the beginning of each semester. Other major services Admission
& Records staff provides, evaluation of transcripts, awards degrees and certificates, determine residency
and Visa Status, resolve issues for enroliment, help reset their student password, change student email
and addresses, assist instruction with Census, Attendance Rosters and collect final Grade Rollbooks,
process signed AB540 Affidavits-CA for Nonresident-Tuition Exemption students. Student Ambassadors
serving in the role of Customer Service representatives are available to assist student to successfully
navigate the on line class enrollment.

TRANSCRIPTS
Transcripts are out sourced to Credentials and the A&R staff process the request on line or at the A&R
counter. Students can also request unofficial at the counter with a photo ID or through email ID.

DEGREES AND CERTIFICATES

For the academic year 2018-2019, BCC has awarded 151 AA Degrees and 9 AS Degrees, 186 AAT
Degrees, and 69 AST Degrees, and 450 Certificates of Achievement and Certificate of Proficiency. In
addition 70 Certificate of Competency for Noncredit programs. The goal is to increase the number of
awards. Through our activities and work with counselors and the implementation of Degree Audit tools.
Evaluators in A&R are getting trained to evaluate transcripts from other colleges and universities. This
process will help students and counselors to incorporate transcripts credits in the development of SEP’s.
Eventually, the transcript evaluation will lead to the improvement of the Degree Audit tool that is
scheduled for implementation in the Fall 2020.

ENROLLMENT

Enrollment is linked to priority enrollment for students who has matric/exempt appointments dates to
enroll in classes. A&R staff has the task to follow the purpose of AB705 to assist student in specific
courses or links created to assist student to enter and complete transfer-level coursework in English and
math within a one-year time frame.

NON-CREDIT

Admission & Records goal is to partnership with faculty and the District Office to assist students
interested in the Non-Credit Education program. This program is designed to reach out to as new
population of students that may not otherwise be enrolled, offering courses in Child Development, ESOL,
Multi Media and many others. Non-Credit Certificates are offered with NO TUITION OR FEES. Admission
& Records staff assist the student with submitting the non-credit applications online. Admission &
Records staff has the ability to add Credit courses and Non-Credit courses to the student schedule.
Because of the importance of incorporating more non-credit courses in the curriculum, the Admission &
Records office on each campus will include the request in their Program Review for more staffing to
cover the enrollment of the Non-Credit Program.
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enroll in classes. A&R staff has the task to follow the purpose of AB705 to assist student in specific
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numb award:
evelopment of SEP's.

Status If Completed, What evidence supports completion of
In-Progress this goal? How did you measure the achievement of this
goal?
College Goal

Strengthen Resilience: Strengthen BCC students’
abilities to become self-directed, focused and engaged
DiStHe: Rsskit of transformative, life-long learning

experiences that result in personal and academic
Aghvaiee Student Access, Equity, and Success

Describe your current utilization of facilities, including labs and other space

Limited space allocation to serve Admission & Records Students.

Program Update

Semester End Enrollment/Usage Pattern

Review your Semester End Enrollment by setting the filter to your college and subject

M

Microsoft Power BI 1 of O o
5 O

Using the dashboard, review and reflect upon the data for your program. Describe any significant changes
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and discuss what the changes mean to your program. Consider whether performance gaps exist for
disproportionality impacted students. Focus upon the most recent year and/or the years since your last
comprehensive program review. Cite data points from the dashboard to support your answer.

In order to improve on student outcomes and increase the awarding of certificates and degrees, A&R evaluators
are getting trained to evaluate incoming transcripts so that students can matriculate in a timely manner.
Counselors can use the information to develop SEPs that students can access. Also, A&R staff are involved with the
degree audit project at the District to hopefully streamline the awarding of degrees in a timely manner. We
worked close together with the counseling department to eVerify CSU ADT degrees, and the awarding of
certificate of Competency for noncredit programs in addition to the regular degree and certificate awarding
process.

The impact directly affects the students through enrollment trends, awarding non-credit certificates of completion
which will impact the work load of the evaluators and staff. We worked close together with the counseling
department to eVerify CSU ADT degrees, and the awarding of certificate of Competency for noncredit programs in
addition to the regular degree and certificate awarding process.

Describe the department's progress on Student Learning Outcomes (SLOs) and/or Administrative Unit
Outcomes (AUOs) since the last Program Review/APU. If your discipline offers a degree or certificate,
please describe the department progress on Program Learning Outcomes (PLOs).
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In our department our SAO for Admission & Records in the last 2-3 years has partnered with Assessment,
Orientation, Counseling and other stakeholder groups by aligning our office hours under the Enrollment
Management Plan through the Plan 1, five steps program student services offered. Through the District offering
new paper application for The International Students Application (free) and Bilingual Application, students can
now apply on line for the BOGW Fee Waiver, we the staff now able to reset students passwords, course repetition
as of Spring 2107 automatically coded in the system without the use of forms by the students, students can now
choose one of the four colleges on their application for financial aid purposes. Due to changes in the AB50
Affidavits, able to process in a timely manner. Student Equity Achievement (SEA) The Student Equity and
Achievement (SEA) program was established in July 2018. It combined funding from BSI, Student Equity and SSSP.
Though the Chancellor’s Office is in the process of developing Policy, the Funding Formula, the MIS Data reporting,
and the Student Education Plan, A&R staff continue to provide services to support Student Equity and SSSP and are
prepared to support students to improve student success.

A&R participated in the Express Enrollment Days to assist new students with enrollment issues and streamline
enrollment process that aligns with the BCC’s Enrollment Management Plan. We provide priority registration to DI
groups and assist undocumented students with the enrollment process. We also assist students with enrollment
for noncredit classes. We also provide enrollment assistance for learning communities e.g. UMOIJA and FYE.

As a result of AB 705, the English and math departments have linked support classes. A&R staff provide assistance
to new students and faculty. A&R staff participated in the Student Success Day to assist high school seniors,
specifically those in the DI Groups to enroll in linked math and English support classes after they meet with
counselors.

In order to improve on student outcomes and increase the awarding of certificates and degrees, A&R evaluators
are getting trained to evaluate incoming transcripts so that students can matriculate in a timely manner.
Counselors can use the information to develop SEPs that students can access. Also, A&R staff are involved with the
degree audit project at the District to hopefully streamline the awarding of degrees in a timely manner. We
worked close together with the counseling department to eVerify CSU ADT degrees, and the awarding of
certificate of Competency for noncredit programs in addition to the regular degree and certificate awarding
process.

Describe the outcomes and accomplishments from previous year’s funded resource allocation request.

Brief description of Source (any additional Total Outcome/Accomplishment
funded request award outside your base Award
allocation) Amount

In the boxes below, please add improvement actions and resource requests that are directly related to
the questions answered in this section. If there are no improvement actions or resource requested in this
area, leave blank.
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Improvement Action

Improvement
Actions

Improvement Action

Action Item

Description

Resource Request

To be completed By

Responsible Person

Personnel Classified Staff
% Time Description/Justification  Estimated Annual Salary  Estimated Annual
100.00 PRIORITY #1 | Benefits Costs
Admissions & Records Clerf 3576000 895400
]
Total Costs
4471400
Resource Request Summary
Total Cost: $4471400
Total Resource Request: 1
Program Update
Personnel
Type % Time Description/Justificdistmated Estimated Total Costs
Annual Salary Annual Benefits
Costs Costs
Classified Staff 100.00 PRIORITY #1 3576000 895400 4471400

Professional Development
No Resources found for this
category

Technology and Equipment
No Resources found for this
category

Admissions &
Records Clerk

Sub-Total: $4471400
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Supplies
No Resources found for this
category

Facilities
No Resources found for this
category

Library

No Resources found for this
category

Other
No Resources found for this
category

Sign and Submit

Please provide the list of members who participated in completing this program review.

Loretta Newsom, Gail Pendleton, Tam Vo,
Hue Huynh, & Elinor Chin

Please enter the name of the person submitting this program review.

Loretta Newsom

file:///C/Users/Staff/Desktop/2019-2020%20APU%20Report/APU-ADMISSIONS-RECORDS-HTML%20REPORT.htm[10/13/2020 11:20:21 AM]



	Local Disk
	Microsoft Power BI


	9SRFMtSFRNTCUyMFJFUE9SVC5odG0A: 
	textarea0: The Admission & Records (A&R) Office serves as the first point of contact to the college for new students and the general public.  Admission & Records is dedicated to student access and success by providing accurate, timely and exceptional customer service regarding applications, registration, online access and academic policies while providing responsive respectful service to students, faculty, staff and the community.
	textarea0_(1): The Admission & Records Office is located in the Student Service area.  We serve under the Dean of Enrollment Services who in turn serves under the Vice President of Student Services.  Our office works close in proximity to the services provided to the student, admissions assessment, orientation, counseling, financial aid, welcoming center and the cashier’s office.  Admission & Records along with Assessment, Orientation, and Counseling has teamed up to provide students with online enrollment to ensure that all needs are met prior to the beginning of each semester.  Other major services Admission & Records staff provides, evaluation of transcripts, awards degrees and certificates, determine residency and Visa Status, resolve issues for enrollment, help reset their student password, change student email and addresses, assist instruction with Census, Attendance Rosters and collect final Grade Rollbooks, process signed AB540 Affidavits-CA for Nonresident-Tuition Exemption students. Student Ambassadors serving in the role of Customer Service representatives are available to assist student to successfully navigate the on line class enrollment. 

TRANSCRIPTS
Transcripts are out sourced to Credentials and the A&R staff process the request  on line or at the A&R counter.  Students can also request unofficial at the counter with a photo ID or through email ID.

DEGREES AND CERTIFICATES
For the academic year 2018-2019, BCC has awarded 151 AA Degrees and 9 AS Degrees, 186 AAT Degrees, and 69 AST Degrees, and 450 Certificates of Achievement and Certificate of Proficiency. In addition 70 Certificate of Competency for Noncredit programs.  The goal is to increase the number of awards. Through our activities and work with counselors and the implementation of Degree Audit tools. Evaluators in A&R are getting trained to evaluate transcripts from other colleges and universities.  This  process will help students and counselors to incorporate transcripts credits in the development of SEP’s.  Eventually, the transcript evaluation will lead to the improvement of the Degree Audit tool that is scheduled for implementation in the Fall 2020.

ENROLLMENT
Enrollment is linked to priority enrollment for students who has matric/exempt appointments dates to enroll in classes. A&R staff has the task  to follow the purpose of AB705 to assist student in specific courses or links created to assist student to enter and complete transfer-level coursework in English and math within a one-year time frame.

NON-CREDIT
Admission & Records goal is to partnership with faculty and the District Office to assist students interested in the Non-Credit Education program. This program is designed to reach out to as new population of students that may not otherwise be enrolled, offering courses in Child Development, ESOL, Multi Media and many others.  Non-Credit Certificates are offered with NO TUITION OR FEES.  Admission & Records staff assist the student with submitting the non-credit applications online. Admission & Records staff has the ability to add Credit courses and Non-Credit courses to the student schedule. Because of the importance of incorporating more non-credit courses in the curriculum, the Admission & Records office on each campus will include the request in their Program Review for more staffing to cover the enrollment of the Non-Credit Program.
	textarea0_(1)_(2): The Admission & Records Office is located in the Student Service area.  We serve under the Dean of Enrollment Services who in turn serves under the Vice President of Student Services.  Our office works close in proximity to the services provided to the student, admissions assessment, orientation, counseling, financial aid, welcoming center and the cashier’s office.  Admission & Records along with Assessment, Orientation, and Counseling has teamed up to provide students with online enrollment to ensure that all needs are met prior to the beginning of each semester.  Other major services Admission & Records staff provides, evaluation of transcripts, awards degrees and certificates, determine residency and Visa Status, resolve issues for enrollment, help reset their student password, change student email and addresses, assist instruction with Census, Attendance Rosters and collect final Grade Rollbooks, process signed AB540 Affidavits-CA for Nonresident-Tuition Exemption students. Student Ambassadors serving in the role of Customer Service representatives are available to assist student to successfully navigate the on line class enrollment. 

TRANSCRIPTS
Transcripts are out sourced to Credentials and the A&R staff process the request  on line or at the A&R counter.  Students can also request unofficial at the counter with a photo ID or through email ID.

DEGREES AND CERTIFICATES
For the academic year 2018-2019, BCC has awarded 151 AA Degrees and 9 AS Degrees, 186 AAT Degrees, and 69 AST Degrees, and 450 Certificates of Achievement and Certificate of Proficiency. In addition 70 Certificate of Competency for Noncredit programs.  The goal is to increase the number of awards. Through our activities and work with counselors and the implementation of Degree Audit tools. Evaluators in A&R are getting trained to evaluate transcripts from other colleges and universities.  This  process will help students and counselors to incorporate transcripts credits in the development of SEP’s.  Eventually, the transcript evaluation will lead to the improvement of the Degree Audit tool that is scheduled for implementation in the Fall 2020.

ENROLLMENT
Enrollment is linked to priority enrollment for students who has matric/exempt appointments dates to enroll in classes. A&R staff has the task  to follow the purpose of AB705 to assist student in specific courses or links created to assist student to enter and complete transfer-level coursework in English and math within a one-year time frame.

NON-CREDIT
Admission & Records goal is to partnership with faculty and the District Office to assist students interested in the Non-Credit Education program. This program is designed to reach out to as new population of students that may not otherwise be enrolled, offering courses in Child Development, ESOL, Multi Media and many others.  Non-Credit Certificates are offered with NO TUITION OR FEES.  Admission & Records staff assist the student with submitting the non-credit applications online. Admission & Records staff has the ability to add Credit courses and Non-Credit courses to the student schedule. Because of the importance of incorporating more non-credit courses in the curriculum, the Admission & Records office on each campus will include the request in their Program Review for more staffing to cover the enrollment of the Non-Credit Program.
	textarea0_(1)_(2)_(3): The Admission & Records Office is located in the Student Service area.  We serve under the Dean of Enrollment Services who in turn serves under the Vice President of Student Services.  Our office works close in proximity to the services provided to the student, admissions assessment, orientation, counseling, financial aid, welcoming center and the cashier’s office.  Admission & Records along with Assessment, Orientation, and Counseling has teamed up to provide students with online enrollment to ensure that all needs are met prior to the beginning of each semester.  Other major services Admission & Records staff provides, evaluation of transcripts, awards degrees and certificates, determine residency and Visa Status, resolve issues for enrollment, help reset their student password, change student email and addresses, assist instruction with Census, Attendance Rosters and collect final Grade Rollbooks, process signed AB540 Affidavits-CA for Nonresident-Tuition Exemption students. Student Ambassadors serving in the role of Customer Service representatives are available to assist student to successfully navigate the on line class enrollment. 

TRANSCRIPTS
Transcripts are out sourced to Credentials and the A&R staff process the request  on line or at the A&R counter.  Students can also request unofficial at the counter with a photo ID or through email ID.

DEGREES AND CERTIFICATES
For the academic year 2018-2019, BCC has awarded 151 AA Degrees and 9 AS Degrees, 186 AAT Degrees, and 69 AST Degrees, and 450 Certificates of Achievement and Certificate of Proficiency. In addition 70 Certificate of Competency for Noncredit programs.  The goal is to increase the number of awards. Through our activities and work with counselors and the implementation of Degree Audit tools. Evaluators in A&R are getting trained to evaluate transcripts from other colleges and universities.  This  process will help students and counselors to incorporate transcripts credits in the development of SEP’s.  Eventually, the transcript evaluation will lead to the improvement of the Degree Audit tool that is scheduled for implementation in the Fall 2020.

ENROLLMENT
Enrollment is linked to priority enrollment for students who has matric/exempt appointments dates to enroll in classes. A&R staff has the task  to follow the purpose of AB705 to assist student in specific courses or links created to assist student to enter and complete transfer-level coursework in English and math within a one-year time frame.

NON-CREDIT
Admission & Records goal is to partnership with faculty and the District Office to assist students interested in the Non-Credit Education program. This program is designed to reach out to as new population of students that may not otherwise be enrolled, offering courses in Child Development, ESOL, Multi Media and many others.  Non-Credit Certificates are offered with NO TUITION OR FEES.  Admission & Records staff assist the student with submitting the non-credit applications online. Admission & Records staff has the ability to add Credit courses and Non-Credit courses to the student schedule. Because of the importance of incorporating more non-credit courses in the curriculum, the Admission & Records office on each campus will include the request in their Program Review for more staffing to cover the enrollment of the Non-Credit Program.
	textarea0_(1)_(2)_(3)_(4): Limited space allocation to serve Admission & Records Students.
	textarea0_(1)_(2)_(3)_(4)_(5): The Admission & Records Office is located in the Student Service area.  We serve under the Dean of Enrollment Services who in turn serves under the Vice President of Student Services.  Our office works close in proximity to the services provided to the student, admissions assessment, orientation, counseling, financial aid, welcoming center and the cashier’s office.  Admission & Records along with Assessment, Orientation, and Counseling has teamed up to provide students with online enrollment to ensure that all needs are met prior to the beginning of each semester.  Other major services Admission & Records staff provides, evaluation of transcripts, awards degrees and certificates, determine residency and Visa Status, resolve issues for enrollment, help reset their student password, change student email and addresses, assist instruction with Census, Attendance Rosters and collect final Grade Rollbooks, process signed AB540 Affidavits-CA for Nonresident-Tuition Exemption students. Student Ambassadors serving in the role of Customer Service representatives are available to assist student to successfully navigate the on line class enrollment. 

TRANSCRIPTS
Transcripts are out sourced to Credentials and the A&R staff process the request  on line or at the A&R counter.  Students can also request unofficial at the counter with a photo ID or through email ID.

DEGREES AND CERTIFICATES
For the academic year 2018-2019, BCC has awarded 151 AA Degrees and 9 AS Degrees, 186 AAT Degrees, and 69 AST Degrees, and 450 Certificates of Achievement and Certificate of Proficiency. In addition 70 Certificate of Competency for Noncredit programs.  The goal is to increase the number of awards. Through our activities and work with counselors and the implementation of Degree Audit tools. Evaluators in A&R are getting trained to evaluate transcripts from other colleges and universities.  This  process will help students and counselors to incorporate transcripts credits in the development of SEP’s.  Eventually, the transcript evaluation will lead to the improvement of the Degree Audit tool that is scheduled for implementation in the Fall 2020.

ENROLLMENT
Enrollment is linked to priority enrollment for students who has matric/exempt appointments dates to enroll in classes. A&R staff has the task  to follow the purpose of AB705 to assist student in specific courses or links created to assist student to enter and complete transfer-level coursework in English and math within a one-year time frame.

NON-CREDIT
Admission & Records goal is to partnership with faculty and the District Office to assist students interested in the Non-Credit Education program. This program is designed to reach out to as new population of students that may not otherwise be enrolled, offering courses in Child Development, ESOL, Multi Media and many others.  Non-Credit Certificates are offered with NO TUITION OR FEES.  Admission & Records staff assist the student with submitting the non-credit applications online. Admission & Records staff has the ability to add Credit courses and Non-Credit courses to the student schedule. Because of the importance of incorporating more non-credit courses in the curriculum, the Admission & Records office on each campus will include the request in their Program Review for more staffing to cover the enrollment of the Non-Credit Program.
	textarea0_(1)_(2)_(3)_(4)_(5)_(6): In order to improve on student outcomes and increase the awarding of certificates and degrees, A&R evaluators are getting trained to evaluate incoming transcripts so that students can matriculate in a timely manner. Counselors can use the information to develop SEPs that students can access. Also, A&R staff are involved with the degree audit project at the District to hopefully streamline the awarding of degrees in a timely manner. We worked close together with the counseling department to eVerify CSU ADT degrees, and the awarding of certificate of Competency for noncredit programs in addition to the regular degree and certificate awarding process.

The impact directly affects the students through enrollment trends, awarding non-credit certificates of completion which will impact the work load of the evaluators and staff.  We worked close together with the counseling department to eVerify CSU ADT degrees, and the awarding of certificate of Competency for noncredit programs in addition to the regular degree and certificate awarding process.

	textarea0_(1)_(2)_(3)_(4)_(5)_(6)_(7): In our department our SAO for Admission & Records in the last 2-3 years has partnered with Assessment, Orientation, Counseling and other stakeholder groups by aligning our office hours under the Enrollment Management Plan through the Plan 1, five steps program student services offered. Through the District offering new paper application for The International Students Application (free) and Bilingual Application, students can now apply on line for the BOGW Fee Waiver, we the staff now able to reset students passwords, course repetition as of Spring 2107 automatically coded in the system without the use of forms by the students, students can now choose one of the four colleges on their application for financial aid purposes. Due to changes in the AB50 Affidavits, able to process in a timely manner.  Student Equity Achievement (SEA) The Student Equity and Achievement (SEA) program was established in July 2018. It combined funding from BSI, Student Equity and SSSP. Though the Chancellor’s Office is in the process of developing Policy, the Funding Formula, the MIS Data reporting, and the Student Education Plan, A&R staff continue to provide services to support Student Equity and SSSP and are prepared to support students to improve student success.
A&R participated in the Express Enrollment Days to assist new students with enrollment issues and streamline enrollment process that aligns with the BCC’s Enrollment Management Plan. We provide priority registration to DI groups and assist undocumented students with the enrollment process. We also assist students with enrollment for noncredit classes. We also provide enrollment assistance for learning communities e.g. UMOJA and FYE.
As a result of AB 705, the English and math departments have linked support classes. A&R staff provide assistance to new students and faculty. A&R staff participated in the Student Success Day to assist high school seniors, specifically those in the DI Groups to enroll in linked math and English support classes after they meet with counselors.
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