HAWAI'L COMMUNTIY COLLEGE
PROGRAM REVIEW REPORT

Qotober 28, 205

Admissions & Registration Proorams
Assessment Period: [Fall 2002-Spring 2005

The mission of Hawai't Conuunity College is 1o provide the conmuniny with a responsive educational
citvironment that empowers learneis to develop skills and biiowledee to he responsible wud productive in a
complex world,

The mission of the Admissions & Regisiration Programs is to provide accessibility to edicational
oppornaiities at Hawai't Conuninity College through effective. efficient, consistent, and biclhusive adniission
and registration policies and procedures.

Part I. Executive Summary of Program Status

This element does not apply to Unit Reviews.

Part 1I. Program Description

[istory

The Admissions and Registration Programs are part of the Admissions & Registration Office within the
Office of Student Services and are under the purview of the Dean of Student Serviees. Originally part of the
Admissions and Records Office, the Admissions & Registration Programs became part of the Admissions
and Registration Office January 1, 2000 when the Admissions and Records Office was divided into the
Admissions and Registration Office and the Records and Data Management Oftice.

Adwiissions Program

The Admissions Program is responsible for admitting all new, returning, and continuing students n
accordance with Hawai’i Community College, University of Hawai’i System, State Department of Health
(DOH), and United States Customs and Imummgration Services/Immigration and Customs Enforcement
(USCIS/ICE) policies and procedures. The Admissions Program works m collaboration with other programs
and departments to review and modify procedures to best meet its mission, The Admissions Program shares
responsibility with the Information Center, Counseling and Support Services Center (CSSC), and Academic
Affairs for recruiting students and providing infornation about college pelicies and procedures and academic
and support programs.

The Recrunting [Function is on-going and involves providing information to prospective students during
school visits, campus tours, and community functions.

The Admissions Function begins when a student expresses interest in attending Hawai’t Community College
via email, phone and/or over-the-counter contact. The Admissions function continues until the person 1s
adnutted and receives notification of aceeptance, and information about the registration process and available
advising/counseling services, and submits required health clearance docunments.



Registration Progran:

The Registration Progran is responsible for registering all new, returning, and continuing students
accordance with Hawai't Community Coltlege, University of Hawai’i System, State Department of Health
(DOI), and United States Customs and Iimnnigration Services/Immigratton and Customs Enforcement
(USCIS/ICE) policies and procedures. The Registration Program works in collaboration with other
programs and departiments to review and modify procedures to best meet its mission.

The Registration Function begins when the student attempts to cnroll in a class{es). The Registration
Function continues throughout a student’s academic carecr whenever the office assists the student with
changes to his/her registration and continuing registration cacl semester.

Appendix Al Adnussions Program Map
Appendix A2: Registration Program Map

Program Goals

The goals of the Admissions & Registration Programs for the 2005-2006 academic year are to:

] Actively participate in student recruitment (HawCC ADP 2002-2010, Goal B: Function as a
Seamless State System, “Inercase the Community College’s *going rate” of Hawai™1 public high
school graduates to 40% by Iall 2010,” p. 28)

. Creale a Standard Operating Procedures Manual for Admissions and Ru,lslmuon lo

: facilitate consistent adhercnce to policies and procedure

. Regularly review and revise Admissions & Registration forms to ensure information is
communicated n a consistent, effective and efficient manner

. Regularly revise Admissions & Registration publications te ensure information 1s
communicated i a consistent, effective and efficient manner

. Review and revise the Kama'aina Admissions Program application and procedures to
provide the most effective and efficient manner of recruiting and admitting Hawai'1 1sland graduating
seniors.

. Collaboratc with administration, faculty, and the Office of Contimumg Education and

] Training to streamline the process by which the Intensive English Program participants transfer from

the non-eredit to credit programs at Hawai’s Community College (HawCC ADP 2002-2010, Goal B:
[unction as a Scamless State System, p. 28)

. Process request for information in a timely manner

. Process applications in a timely manner

. Obtain adequale training to be able to admit and monitor students holding F-1 visas (HawCC ADP
2002-2010, Goal D: Develop our Human Resources: Recruitment, Reteniion, and Renewal, p. 34)

. Keep informed of changes to USCIS/ICE and SEVIS policies, procedures and regulations (Haw(CC
ADP 2002-2010, Goal D: Develop our Human Resources: Recruitment, Retention, and Renewal, p.
34)

. Provide on-going training for office staft in providing outstanding customer service (HawCC ADP
2002-2010, Goal D: Develop our Human Resources: Recruitment, Retention, and Renewal, p. 34)

. [mplement the utilization of online applications when available through UH System (Haw(C'C ADP

2002-2010, Goal L: Develop an Effective, Efficient, and Sustainable Infrastructure to Support
Student Learning, p. 29)

) Increase the use of online registration by providing accurate and comprehensive information 1o
students on how to register online (HawCC ADP 2002-2010, Goal I:: Develop an Effective, Efficient.
and Sustainable [nfrastructure o Support Student Learning, p. 29)

()



. Reduce the use of green cards by providing information and training to faculty on how to use their
MyUH accounts to override registration ervor for students { HawCC ADP 2002-2010, Goal E:
Develop an Effective, Efficient, and Sustainable Infrastructure to Support Student Learning, p. 29)

Admissions Program Demand and LEfficiency

The Admissions Program is a sct of services that all prospective eredit students must usc to access the
cducational opportumiies at Hawai’it Comnumity College. A student’s successful utilization of these
services should result in that student being ehigible to register for classes.

Progranm demand is measured by the numbers of inquiries and applications the program receives ina given
time frame, Program efficiency is measured by the percent of students applied who become cligible to
register and the fluctuation of that percentage over time as it relates to procedural changes and how
mformation is communicated to prospective students.

Admission Requirements

Admission to Hawai’t Community College is open to any high school graduate or person 18 years of age or
older who can benefit from the instruction oftered,

International students from non-visa waiver countries must also meet USCIS/ICE requirements for
international students. These students must provide proof of the availability of sufficient funds to meet the
living expenses and tuition and fees for one full year of study. These students must also provide proof of
English proficiency through TOEFL test scores. Once accepted to Hawai’i Community College they must
apply for and obtain an F1 visa to be eligible to enter the United States as a studenl.

Persons under the age of 18 and not vet graduated from high school, may qualify for admissions through the
Running Start and/or Early Admit Programs.

Registrauon Program Demand and Efficigncy

The Registration Program is a sct of services that all credit students must use 1o register for classes at
Hawai't Community College. A student’s successful utilization of these services should result in that student
being registered for classes.

Program demand 1s mcasured by the number of students who register {or credit classes and the number of
credits taken during a semester. Program efficiency may be measured by the pereent of students eligible to
register who successfully register and the fluctuation of this percentage over time as it relates Lo procedural
changes and how information is communicated to students.

[However, other factors may aftect these measurcments such as the availability and timing of Financial Aid
awards, availability of appropriate advising services, and class avaitlability. [t 1s important to consider these

factors when interpreting data associated with Registration Program efficiency.

Registration Reguirements

Registration in Hawai't Community College credit courses 1s open to any active University of Hawal'i
System student who does not have registration holds on his/her account. Examples of registration hotds
tnelude, but are not limited to, missing health clearances, hnancial obligations, and special populaiion holds.



Staff
The Adnussions and Registration Office is staffed by the following:

One full-time tnstructional & Student Swupport Specialist. Filled. Fifty-percent of this position receives
permanent funding and fifty-percent receives temporary funding.

One fuldl-time Clevk Typist 11, Filled. This posrtion is filled by a Temporary Assignment on List {TAOL)
hire. Efforts sccure a permanent hire is on-going.

Dwo part-time Student Assistants. Filled, While school s in session. {rony mid-August to mid-May, these
posttions are funded through Federal Work Study funds. The Work Study budget for these positions is
determined annually, With the 2005-2006 Work Study budget, cach Student Assistant is allowed to work no
more than eleven (11) hours per wecek.

During the summnier, from mid-May to mid-August, Student Assistants have historicaily been funded through
the Transcripl Account, funds that are generated by the Records and Data Managemient Office, Lach
summer the Admissions & Registration must petition the Dean of Student Services to fund these essential
positions.

One pait-time Bridge to Hope Student Assistant, Vacant, bunding available from mid-August to nud-May
for twelve (12) hours per week., While the office has received inquiries, none of the applicants met the
TANF or First To Work participant réquirement, .

Appendix Bl Student Services Specialist Position No. 80639
Appendix B2: Student Services Specialist Position No. 77499T
Appendix B3: Clerk IT Position No, 43857

Appendix B4: Student Assistant A3/A|

Resources

The Admissions & Registration Office shares the following resources with the Records and Data
Management Office.

o approximately 1004 sq. feet of office space

o acopy machine

o 10 five-drawer file cabinets

o 4 three-drawer file cabinets

o 4 rolling-door file cabinets

o 2 upright, side-by-side door cabinets

o 8 77 metal shelves

o | wood paper organizer

o | time clock

o | paper shredder

o basic office supplies such as paper, post-it notes, pens, three-hote punch, paper cutter, paper chips,
cte.

o air conditioner



The Admissions & Registration Office has the following.
5PCs

2 desks

5 rolling chairs

| LaserJet printer

2 fans

2 telephones

> | typewriter

cCc o o o O
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Prior to January 2000, when Admissions and Records formed one office, the office was given a budget of
510,000 cach academic school year for office supplies and employee travel and training. Upon the
scparation of the Admissions and Records Office into the Admissions & Registration and Data & Record
Management Offices, the two offices were cach given $5000 per year.

Community Connections
The Admissions & Registration Office has developed a partnership with Alu Like, Inc. through which Alu
Like peniodically funds student assistant(s) to gain work experience within the office,

Distance Delivery

Oitline Applicaiion. An online application the University of Hawai't Systein 1s scheduled to be available to
students who wish (o apply for the Fall 20006 semester.
Lmail, The Admissions & Registration Office receives and responds to email requests for information,
applications, and forms.

Internet/Web. Hawai’'t Community College has a website. Admissions & Registration Office related pages
on this website are currently under construction. These pages are scheduled to be available November 2005.

Online Registration. Online registration has been available to students since Spring 2003.
Part ITI. Quantitative Trend Data Chart

Many of the data elements listed in the Quantitative Trend Data Chart do not have accompanying values.
The Admissions Specialist is in the process of gathering this information. The Admissions Specialist had
been operating under the understanding that while the mechanism for gathering these values is currently
being developed, they were not eurrently available. However, she was recently informed that these values
are available from UHH System sources and hopes to have these values available by the end of November
200s.

A mechanism for gathering these values is also being developed by Shawn Flood, Institutional Researcher,
Marvin Kitchen, IT Specialist, and David Locding, Registrar. As soon as the mechanism is functional, it will
be made available to assist staff in their data gathering ctforts.

Appendix C: Admissions & Registration Programs Data Chant

Lxamples of revised forms, policics and procedures are available upon request.



Part IV. Student satisfaction survey results
No student satisfaction survey was conducted during the assessiment period.
Part V. Analysis of Program

Alignment with mission

The Admissions & Registration Programs arc ahigned with the mission of Hawai't Community College.
These programs provide the mechanisms through which the community may access the educational
opportunities offered at Hawai't Comnunity College.

Strenyths
High Morade

All students must access these services at some point in their academic careers, The Admussions &
Registration Office cnjoys high traftic volume and contact with students and the community. Opinions
expressed in staff meetings and informal conversations indicate that the staff is kept busy and feels
productive, Statf morale appears high as evidenced by the current employees™ desire to continue and renew
cimployment with the office.

Productiviry

For the past three years, each year, this Unit has participated in an average of 25 recruitment events, received
and processcd approximately 3200 applications, accepted approximately 3000 students, and registered an
average of more than 4750 students per academice school year.

Customer Service

The Unit continues to make a concerted effort to improve customer scrvice through staft training and
support. The Unit has recently implemented monthly staff mectings. In cooperation with the Data &
Records Management Office staff (who provide coverage), the Unit closes an hour carly one day a month to
allow all Unit staff to attend the stafi meeting. Staft Meeting agendas arc available for review upon request.

Continuing Dialogue and Cooperation — A Commitment to Excelience

The Admissions & Registration Office has developed a strong spirit of inter- and intra-office cooperation
across the Hawai't Community College campus and University of Hawaii System,

The Unit 1s committed to on-going review and dialogue regarding forms, policies and procedures and
performs revisions of these forms, policies and procedures in response to the perceived needs of students,
faculty, and the community. Examples of forms, policies and procedures that have been reviewed and
revised are available upon request.

On-going communication with colleagucs at dificrent campuses strengthens this Units ability to meet the
needs of its students. Together the Admissions Officers and Registrars (rom the campuses have a wealth of
knowledge and regular mectings and communication allows individuals to access that knowledge. Meeting
minutes and copies of emails arc available upon request.



Record Keeping

Through collaboration with the Records & Data Management staff and BANNER Central, this Unit
constantly reviews students” records to assure accuracy and completeness, Student Assistants are trained and
tasked 1o review files for proper placement. Examples of training tools are avatlable upon request.

Distance Delivery

Culization of the online registration function has increased as evidenced by a considerable reduction m the
number of Add/Drop Forms and Green Cards used from Fall to Fall semester and Spring to Spring Semester.
A physical count was done of Add/Drop Forms and Green Cards and these are available for review upon
request.

Unit Weaknesses
Lack of Student Survey

The Admissions & Registration Office did not conduct student satisfaction surveys during this assessment
pertod.

Lack of Standard Operating Procedures Manual

The Admissiofs Specialist is attempting to develop a Standard Operating Procedures Manual (SOP) for the
Adnussions & Registration Office. The lack of an SOP has made 1t difficult {or the office staff to follow
policies and procedures consistently and efliciently,

Data Gathering and Management

Data gathering and management techniques have been inconsistent and inadequate. Procedures for present
and future data gathering and management arc currently under development. Marvin Kitchen, IT Specialist,
and David Loeding, Registrar have been instrumental in providing the Admissions & Registration Office
with access to available data.

International Student Services

There is no approved recruitment and admissions program {or I'l [nternational Students at this time. There
arc no positions dedicated to delivering services (recruiting, admissions, orientation, placement testing,
advising, counseling, and SEVIS/USCIS monitoring) to international students. The college has not
identified internationalization of the camipus as a target area.

There 1s no orientation program that addresses the specific needs of international students. IF1 tnternational
students in particular have a variety of procedural, academic and personal concerns that should be addressed
through an on-going orientation/education program. Hawai't Community College is n viotation of the
NATSA Code of Ethics which states “In administering programs, members shall provide appropridte
oricntation, matenals, and on-going guidance for participants.” NAFSA Code of [Ethics, Se -



At the present time, admissions, registration, and SEVIS/USCIS is handled by the Admissions Specialist,
placement test score requirements are determined by ESL Faculty and Academic Affairs, placement testing
1s conducted by the Hale Kea Testing Center, counscling and academic advising 1s done by CSSC counsclors
assigned according to the student’s last name.

Web Site

Hawai't Community College does not have a Webmaster. Information provided on web pages related to the
Admissions & Registration Office was outdated and inaccurate. As of the end of August 2005, these pages
have been under construction and unavailable to students and the community. The Admissions Specialist is
i the process of learning to correet and design pages o reflect accurate and consistent information.

Response Time

Application processing time, particularly for prospective IF1 students, can sometimes be longer than six
months. The average processing timie for the Spring 2005 semester was approximately 30 days. Admissions
staff must focus on processing the applications for the next term and is not able to process applications too
soon before the start of cach semester. The Admissions staff 1s also limited by the number of

Response time to email inguiries can sometimes be longer than two weeks. The Admissions Specialist and
the Clerk I are responsible for responding to email inquiries, and they arc often engaged in other activities
and are not able devote time to responding (o emails.

[vidence of student leaming

Add/Drop Forms/Gireen Cards

Students registering over-the-counter are required to submit Add/Drop Forms. I a registration override 1s
required, the student must also submit a signed Green Card. Students are able to register online and faculty
are able to perform registration overrides online through their MyUH accounts. As students, and faculty,
become more proficient in learning to utilize the online registration function the number of Add/Drop Forms
and Green Cards submitted can be expected to decline.

A physical count of Add/Drop Forms and Green Cards show a consistent and pronounced decline in the
number of Add/Drop Forms and Green Cards submitted over this assessment period.

Resource sufficiency

Physical Resources

The Admissions & Registration Unit has sufficient office supplies and equipment to perform its duties.
However, in order to maintain an adequate shared supply, the Admissions & Registration and Data &
Records Management Office must use a large percentage of its B Budget funds, leaving little lefl for summer
student employment and employec travel and training.

Due to inadequate funding, the Adnussions Specialist and Registrar must alternate attendance at the quarterly
Registrar’s meeting on O'ahu. Since the Admissions Specialist and Registrar share traditional “registrar”
responsibilities, it would behoove both to be able 10 attend cach mecting. Valuable networking and
mformation sharing occur at these meetings. Furthermore, issucs are discussed that one cannot address for
the other, leaving the group without valuable mput.



Personne!

The Admissions & Registration Unit has qualified personnel o serve students and the community, However,
the Admissions Specialist position is funded through half temporary, half permanent funding. A full-time,
permanent position 1s essential. The Dean of Student Services distributed a memo calling atiention to the
need to make such temporary positions within the Office of Student Services permanent. A temporary
designation of any essential position has a negative inpact on the pereeption of that position by the
mdividual(s) {illing the position(s) and the institution.

The Clerk I position ts filled by a Temporary Assigiunent on List (TAOL) hire. The necessary steps are
being taken to fill this position permanently.

The Adnussions & Registration Unit's Work Study budget is insufficient to provide funding for adequate
stafling by Student Assistants, The 2005-2006 budget was reduced by $717 fromi the previous vear. This
reduction combined with required raises for returning employees reduced our Student Assistant work hours
by approximately eight (8) hours per week.

Lach summer the Admissions & Registration Office must petition the Dean of Student Services for funding
for Student Assistant positions. While the Unit’s funding request for the Summer 2005 was granted in full,
the need to submit requests to cover three different time periods during the summer and watt for approval
cach time caused anxicty for the Unit’s Student Assistants, The Unit relies on the summer siudent assistants
to provide support in processing applications, maintaining student files, and responding to requests {or
information. ' ' )

[tis imperative that the Admissions & Registration Unit address and correct #s weaknesses. However, at
current staffing levels, the Unit is unable to do so. All staff members are operating at a high level of
productivily, as evidenced by the number of applications processed, students admitied, students eligible (o
register, and continuing program development and networking between campuses. Still, request for
information and application processing times are too long, an indication that Unit staff are already working at
their capacity.

The University of Hawai'i is poised to initiate system-wide online applications for the Fall 2007 semester.
While it might be counter-intuitive to some to think that on-line applications will cause an increase in
workload for the Admissions & Registration, the fact is that the on-line applications, while a great boon for
prospective students, will, at ieast mitially, take more time and effort to process. There are more and
different steps to complete and the increased complexity of the online application processing procedures will
necessitate that the task be assigned to the Admissions Specialist & Clerk 1L Currently, Student Assistanls
arc tasked with the initial steps of processing hard-copy applications. When the Admissions Specialist and
Clerk Il are given the added responsibility of online application processing, they will have tess time to
devote to other tasks, This will cause the deterioration of the quality of services that this Unit 1s able to
provide to students and the community,



Part V1. Action Plan

Admissions and Reaistration Programs Goals for 2005-20006

GOAL | GOAL EVIDENCLE/AJUSTIFICATION PLAN O ACTION RESPONSIBLE
MET?
Actively participate in Yes # of recruitment visits, fairs and Continue participation of Adnussions Specialist
student recruitiment student tours participated in and recriiting events
scheduled trom [nformation Center
Creme SOP Manual No Insufficion: hinan resources Complete draft 12/3172003 Adnussions Specialist
Review and revise Yes Previeus/current forms Continue review and revision | Admissions Specialist/
forms Clerk 1§
Review and revise Yes Previcus/current publications Continue review and revision | Adnmissions Specialisyf
publications Clerk [
Review and revise No tnsufficient fnan resoerces Complete initial revisions by Admissions Spucialist
A& R weh pages F1/31/72003
Review and revise Yes Previous/current application Continue review and revision | Information Specialist
Kama'aina as needed Admissions Specialist
Streamiime [EP- Partial | Record of meerings with 1EP siajf. Complete OFE presentarion Admissions Specialist
HawCC HE Power Point Presentation and present 1o Adminisiration
n 1173105
Process request for Partal | Record of requests and response Record info requests; train A&R Office Staff
info in timely manner time staff to respond o email
reguests, reduce response
time to 2 working days
Process applications in | Partial | BANNER record of application Enforce application deadtine: | DOSS
tmely manner receipt and accepiaiice letter sent investigate increased staffing | A&R Office Staff
dates; physical documentation options
Adequate Pl Training Yes Annual NAFSA National Continue networking with Admissions Specialist
Conference 2005, CIPP mecting colleagues and reviewing
minutes; SEVIS online traiming: [Ix | NAFSA Advisor Manual;
sceure funding for future
conferences/lrainings
Keep informed Yes CIPP mecting nunutes; SLVIS Continue attendance at CIPP Admissions Specialist
USCISACE and online training: NAFSA Advisor's meetings and review of
SEVIS Manual NATFSA Advisor Manual and
SEVIS anline training
Staft training re: Yes Staff mecting minutes; Hx Continue staft A&R Office Staft
customer service meelings/training
Implementation of No UH Svstem plans implemeniation Autempt 1o secure fundmg/ Admissions Specialist
online upplication Sor Fall 2006 resources to handle increasce
workload as result of added
processing sieps for online
upplication, (rabning for siaff’
on processing the application
Increase online Yos Decrease in number of Add/Drop Continue to review and revise | Admissions
registration Forms submitted online registration Specialist’'Clerk 11
information, policies and
procedures to ensure
consistency and accuragy
Decrease use of green Yes Decrease m number of Green Cards | Provide training and Admissions Specialist
vards submitied reminders o facully on how
o perform overrides in their
MyUH accounts

1)




Action Plan to Address Weaknesses 2005-2000

Ir__ Action to Address Weakness N Timeline _| Person(s) Responsible
Discuss and bepin develapment of a Student Subimit first draft to DOSS by Jamuary 31, | Admissions Specialist
Sanslaction Survey _ - 2005 [ |
Create Standard Operating Procedures Manual (1o | Submit first draft for review to DOSS and | Admissions Specialist |
include procedures for Data Gathering) colleagues by December 31, 20035 |
Office of International Education Progosal | Complete by November 30, 2005 Admissions Specialist |
presented o Administration ] |
Provide services specific to international studenss | fuswfficient uan resouwrces 1o address Proposal for an Office

this weakness of international

Education is being
developed (see above)

Create/Ldit Web Page information | Complete initial revisions by November Admissions Specialist
| [5, 2005 Webntasier

e _ i | |

Discuss funding options with DOSS for additional | ASAP - Admissions Specialist |

student assistant hours and employee training and

travel B |
| Train on Online Application procedures Upon word from UH System that Online | Admissions Specialist |
[ Applications available Clerk 11 '

Office of International Education

A proposal for an Office of International Education (O1E) 1s under developmient and slated to be presented to
the Administration for consideration by the end of November 2005. Contained within the proposal is
information idicating that greater internationalization of Hawai't Community College could serve to provide
additional income 1o hire personnel to provide services to international students. Additional personnel in this
area would enable Hawai't Community College to meet its obligation to international students and would
aileviate some of the responsibilities now carried by the Admissions and Registration Programs and CSSC
cnabling these units to focus their attention on other tasks.

Webmuaster

Serious attention and consideration must be given 10 the hire of a Webmaster. Especially since Hawai'
Community College and ihe UH System has been moving towards greater electronic delivery of services, it
Is imperative that the information provided on he institution’s websile 1s accurate and user-friendly. While
the Admissions Specialist will be attempting to correct and create some of the pages on the website, she has
not received adequate training and must sacrifice other responsibilities to focus on editing the web pages.



Personnel and Resowrces

Current staffing levels are necessary to maintain the status quo. As stafl members take on additionzl
responsibilities in order to meet the Admissions & Registration Programs goals and correct the weaknesses
identificd above, other arcas of operation will suffer. Additional personnel and resources are necessary to
address and correct the Unit’s weakness and stilt maintain the current level of quality of service and stafl
morale.

As mentioned gbove, the UL System is poised to initiate online applications for Fall 2006, Upon initiation,
the Admissions Specialist and Clerk [ will have the added task of processing these applications. In order wo
alleviate the anticipated demands of this added responsibility and to address the need for more hours for
Student Assistants, the Admisstons Specialist will discuss with the DOSS options for additional staffing.

The Admissions Specialist will also discuss with the DOSS options for increased B Budeet funding to enable
both the Admissions Specialist and the Registrar to attend the Quarterly Registrar mectings in O ahu.

Part VII. Budget implications
Webmaster

Budget implications of a hiring a webmaster is unknown at this tume. The Admissions Specialist consulted
with the Personne! Office to try and determine the appropriate salary scale but was unablce to obtain this
tmformation.

- -

Office of International Education

In Hawai't Community College’s Academic Development Plan 2002-2010, page 11, Section Se, 1t is stated
that “the UHCC Executive Director for International Education estimates that integrated international
cducation and globalization activities of the UHCC's generated over $3.5 mitllion during fiscal year 2000-01,
and according to the March 2002 issue of Ut Community Colleges, *The UHCC system would hike 1o sec
this figure double — or triple.”™

According to estimates from the proposal being developed for a Flawai't Community College Office of
International Education, greater intemationalization of the campus through incrcased recruitiment efforts and
better retention could result in an estimated increase of $1,577,624 in tuition revenue (from base figures from
2004-2003) by 2009-2010. This amount is nearly quadruple the amount of tuition revenue generated by Fl
international students in 2004-2005.

A note must be madce here, though, that the estimates provided i the above mentioned proposal are
simplistic and looks only at tuition revenue and cost of hire. The Admissions Specialist has scheduled a
meeting with the Vice Chancellor of Academic Affairs to discuss the proposed numbers and their accuracy.
Iinal numbers should be available by the end of November 2005.

Over the five-year period, increased tuition revenue could be utilized to create and grow an Office of
International Lducation (OIE). This otficc would be responsible for recruiting, advising, and retaining
iternational students. Furthermore, by providing a wide spectrum of services to mternational students, the
OLL would alleviate some of the overload currently being experienced by the Admissions & Registration
Office and the Counscling & Student Services Center,

Appendix D: Proposed Five-Year Plan for [nternational Education at Hawan Community Collage



Personnel and Resources

When the Admissions & Registration Office became a separate entity in January 2000, the B budget lor the
Adnissions & Records Office was divided between it and the Records & Data Management Offices,
Currently other offices {CSSC, Financial Aidy within Student Services operate with $10,000 B budgets. [f
the Admissions & Registration and Records & Data Management Offices were given cquitable budget
allowances, staffing needs could be met, the Adnussions Specialist and Registrar would be able to attend the
Quarterly Registrar mectings on O’ahu, and funds would be available for employee development and
rainmge.



APPENDIX Ai: Admissions Program Map
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APPENDIX A2: Registration Program Map
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Appendix Bl: Student Services Specialist Position No. 80659



Revised 09/03/03

Instructional & Student Support
Student Serviees Specialist (50 General Fund)
(Admissions Specialist)

Position No. 80659

This position is assigned to the Office of Student Scrvices and reports to the Dean of
Student Services. This position is responsible for journeyworker level professional work
involving participation in the conduct of a varicty of services for students and prospective
students. This position is primarily responsible for admitting and registering students.
The position has secondary respounsibility for recruiting and advising by providing
information about college policies and procedures as well as academic and support
programs.

This position is responsible for the development, implementation and inodification of
procedures and guidelines for admitting and registering students.

This position participates in college recruitment cfforts by assisting students through the
application, admissions, and registration processes. The position also supports college
academic advising and career guidance efforts by identifying, informing, directing, and
rcferring students who might benefit from special counseling or advising services.

Work is performed under the general supervision of the dean of student services. Work is

reviewed through reports, stafl meetings, surveys, conferences, and observations of
performance.

Admissions and Recruitment Support

Provide prospective students with instructions, application materials, and related
information required for admission to the college.

Develop and implement procedures for monitoring and predicting student enrollment in
programs and courses.

Assist instructional and student services staff, particularly in the Information Center, in
educating prospective students and the community about college programs.

Monitor student admissions into the college’s programs and provides status reports (o
high school counselors and referring agencies.

Work with high school counselors and referring agencies to maintain and improve the
admissions process for persons seeking entry into the college programs.

Develop, modify, design and maintain data bases of potential students and identifies
those enrolled in secondary school-to-work and technical preparation programs.



Develop and maimtain a system that has procedures and guidelines to ensure the
admissions of students into HawCC is conducted i a coordinated and effective manner.
Responsible for revising the system as needed.

Responsible for managing the student information system used to admit students.

Assure that State and University regulations affecting admissions are followed resulting
in cquitable treatment of applicants.

Responsible for the processing of all applications.

Responsible for the appropriate application of residency rules and regulations.

Develop and revise, as needed, procedures governing admissions.

Develop and recommend academic policies and procedures as they relate to admissions.
Review and assist in the preparation of the admissions section of the college catalog, the

college’'s web page, and other media used to inform students of admissions policjes and
procedures.

Design and implement procedures for servicing people who enter the Admissions Office,

Prepare and edit, as needed, the written communications that are sent to students as part
of the admissions process.

Develop and implement systems to manage information and documents submitted by
students.

Responsible for budget and physical resources allocated to the admissions function.

Study the admissions process in order to identify strengths and weaknesses. Recommend
actions.

Registration

Develop procedures and guidelines to ensure the registration of students into HawCC is
conducted in a coordinated and effective manner.

Responsible for developing guidelines and implementing procedures that guide a quality
management of the information system used to register students.

Supervise registrations. Assure that State and University regulations pertaining to
registration are followed.



Develop and maintain a system that has proeedures for creating records for students
registering, processing and posting changes to registration records, storing and disposing
of registration records.

Responsible for developing and revising, as needed, procedures and systems that support
the purpose and gencral operations governing registration.

Review and assist in the preparation of the admissions and registration section of the
college catalog, the college's web page, and other media used to inform students of
registration policies and procedures.

Design and implement procedures for servicing people who register.

Prepare and edit; as nceded, the written commuaications that are sent to students as part
of the registration process.

Develop and implement systems to manage registration documents submitted by
students.

Responsible for budget and physical resources allocated to the admissions and
registration function,

Study the registration process in order to identify strengths and weaknesses. Recommend
actions.

Counseling and Advisiug Support

Work with college counselors and instructional faculty to support and improve academic
advising programs.

Provide information about applicants to admissions counselor and division chairpersons
for use in planning oricntation and advising activities for new, retumning and transfer
students,

Assist the admissions counselor in implementing and improving the process for recruiting
students into the college.

Provide counselors and academic advisors with instructions, application materials, and
related information to support their work in assisting prospective students.

Assist the career and admissions counselor in providing opportunities for secondary
students to evaluate the college’s programs and make informed decisions about college
major selection.



Institutional Support

Assist the Dean of Student Services to develop policy and procedures that assist students
in making informed academic and carcer and technical education decisions.

Through the Dean of Student Services, communicate with the Dean of Instruction and
division chairpersons to maintain a thorough knowledge of college programs and related
policies and procedures.

Other

Other duties and responsibilities, as nceded, and determined by the position’s supervisor,



Appendix B2: Student Services Specialist Position No. 77499T



Revised 09/03/03

Instructional & Student Support
Student Services Specialist (.50 Special Fund)
(Admissions Specialist)

Position No. 77499T

This position is assigned to the Office of Student Services and reports to the Dean of
Student Services. This position is responsible for journeyworker level professional work
involving participation in the conduct of a variety of services for students and prospective
students. This position is primarily responsible for admitting and registering students.
The position has sccondary responsibility for reeruiting and advising by providing
‘information about college policies and procedures as well as academic and support
programs.

This position is responsible for the development, implementation and modification of
procedures and guidelines for admitting and registering students.

This position participates in college recruitment efforts by assisting students through the
application, admissions, and registration processes. The position also supports college
academic advising and career guidance efforts by identifying, informing, directing, and
referring students who might benefit from special counseling or advising services.

Work is performed under the general supervision of the dean of student services. Work 1s
reviewed through reports, staff meetings, surveys, conferences, and observations of
performance.

Admissions and Reeruitment Support

Provide prospective students with instructions, application matcrials, and related
information required for admission to the college.

Develop and implement procedures for monitoring and predicting student enrollment in
programs and courses.

Assist instructional and student services staff, particularly in the Information Center, in
educating prospective students and the community about college programs.

Monitor student admissions into the college’s programs and provides status reports (o
high school counselors and referring agencies.

Work with high school counselors and referring agencies to maintain and improve the
admissions process for persons seeking entry into the college programs.



Develop, modify, design and maintain data bases of potential students and identifies
those enrolled in secondary school-to-work and techuical preparation programs.

Develop and maintain a system that has procedures and guidelines to ensure the
admissions of students into HawCC is conducted in a coordinated and effective manner.
Responsible for revising thie system as needed.

Responsible for managing the student information system used to admit students.

Assure that State and University regulations affecting adinissions are followed resulting,
in equitable treatment of applicants.

Responsible for the processing of all applications.

Responsible for the appropriate application of residency rules and regulations.

Develop and revise, as needed, procedures governing admissions.

Develop and recommend academnic policies and procedures as they relate to admissions.

Review and assist in the preparation of the admissions section of the college catalog, the
college's web page, and other media used to inform students of admissions policies and
procedures.

Design and implement procedures for servieing people who enter the Admissions Office.

Prepare and edit, as needed, the written communications that are sent o students as part
of the admissions process.

Develop and implement systems to manage information and documents submitted by
students.

Responsible for budget and physical resources allocated to the admissions function.

Study the admissions process in order to identify strengths and weaknesses. Recommend
actions. :

Repgistration

Develop procedures and guidelines to ensure the registration of students into HawCC is
conducted in a coordinated and effective manner.

Responsible for developing guidelines and implementing procedures that guide a quality
management of the information system used to register students.



Supervise registrations. Assure that State and University regulations pertaining to
registration are followed,

Develop and maintain a system that has procedurcs for creating records for students
registering, processing and posting changes to registration records, storing and disposing

of registration records.

Responsible for developing and revising, as nceded, procedures and systems that support
the purpose and gencral operations governing registration.

Review and assist in the preparation of the admissions and registration section of the
college catalog, the college's web page, and other niedia used to inform students of
registration policies and procedures.

Design and implement procedures for servicing people who register.

Prepare and edit, as needed, the writtcn communications that are sent to students as part
of the registration process.

Develop and implement systems to manage registration documents submitted by
students.

Responsible for budget and physical resources allocated to the admissions and
registration function.

Study the registration process in order to identify strengths and weaknesses. Recommend
actiomns.

Counseling and Advising Support

Work with college counselors and instructional faculty to support and improve academic
advising programs.

Provide information about applicants to admissions counselor and division chairpersons
for use in planning orientation and advising activities for new, returning and transfer
students.

Assist the admissions counselor in implementing and improving the process for recruiting
students into the college.

Provide counselors and academic advisors with instructions, application materials, and
related information to support their work in assisting prospective students.

Assist the career and admissions counselor in providing opportunities for secondary

students to evaluate the college’s programs and make informed decisions about college
major sclection.



Institutional Support

Assist the Dean of Student Services to develop policy and procedures that assist students
in making informed academic and carcer and technical education decisions.

Through the Dean of Student Services, communicate with the Dean of Instruction and
division chairpersons to maintain a thorough knowledge of college programs and related

policies and procedures.

Other

Other duties and responsibilities, as nceded, and determined by the position’s supervisor.



Appendix B3: Clerk Il Position No. 43857



L. IDENTIFYING INFORMATION

Position/Pseudo Number: 43857

Depanment: University of Hawai'i

Division (Office). Hawai't Community College

Branch: Student Services

Scction: Enrollment Services, Adnussions & Registration
Unit: Hawai't Community College

Geographic Location: Hilo, Hawai’

I1. INTRODUCTION

The function of this organizational section is to provide all the neccssary and complementary scrvices
directly related to admissions and registration of students in Hawai't Community College credit programs.
Other functions of this scetion arc 1o recruit students to Hawai't Community College and to provide
information about the College to the gencral public. The purposc of the services offered is to cnhance the
students’ abilities to succeed in their learning experiences, adjust to the College and to achicve their future
goals.

The primary purpose of this position is to provide customer service and specialized clerical support for the
Admissions & Registration Office in Student Services. The work is accomplished by adhering to poliey
and procedures related to specific office practices as well as to the particulars of academic and other
institutional procedures in processing of applications and registration.

III.  MAJOR DUTIES AND RESPONSIBILITIES

Admissions Application Processing 50%

Answers inquiries regarding the application process. Processes admissions applications. Generates and
distributes letters to inform applicants of missing documentations/information and to instruct the
applicants on how to complete the applications, Makes preliminary deternunation of applicants’
residency status and directs applications to the Admissions Specialist for {inal determination. Conducts
input of application information into BANNER (Stindent Information System). Trains and supervises
student assistant(s) in inputting applications information into BANNER. Assists in the admission of
applicants and generates and distributes acceptance letters to new, returning and transfer students.
Updates student information as nceded. Receives and processes requests from students to redirect their
applications to other campuses within the University of Hawai’i System. Maintains new, returning and
transfer students’ filcs and records, Continually reviews data input {or processing errors and special
circumstances that require correction. Informs the Admissions Specialist of processing errors and special
circumstances that may require procedural/policy review and modification.

Registration Processing 259%

Conducts input of registration information into BANNER. Trains and supervises student assistant(s) in
inputting registration information into BANNER. Troubleshoots, via phone, email, in-person contact, for
students who encounter difficultics with online registration. Updates and distributes registration
information flicrs.

Revised 10/13/2005



Customer Service & Clerical 20%

Generates letters, memos, reports and other documents for the Admissions & Registration Oftice.
Ensures proper punctuation, correct grammar, and sentence structure and word usages.

Responds to admissions, registration and gencral college inquiries at the front counter, over the telephone,
mat! or electronic mail by providing information about Hawai'i Community College, admissions &
registration requiremients, deadlines and related information, or by referring inquiries appropriately so that
polential and current students receive prompt and effectuive service.

Responds to written requests for information and materials (includes drafting and finalizing memoranda
request for information, with cursory revicw by supervisor) by organizing mailings of materials and
determining which requests should be referred to professional staff or another unit for processing so that
all requests are handled in a timely manncr.

Opens, date stamps, and distribules incoming Admissions & Registration Office mail in accordance with
established procedures to ensure Lhat official documents are handled correctly.

Other Related Work 5%

Assists with typing, filing and other clerical work related to Admissions & Registration.
IV. CONTROLS EXERCISED OVER POSITION
A. Supervisor

Position No.: 80659/77499T
Class Title:  Student Services Specialist, Band B

B. Nature of Supervisory Control Exercised Over the Work

I Instructions Provided
Specific instructions or procedures are provided for cach kind of assignment but the
employee is expected to use his/her experience in deeiding how to carry out activities, such
as meeting the deadlines for the complction of the assignments and projects.

2. Assistance Provided
The employec is expected to work with capability and individual judgment in meeting day-
to-day responsibilities in this position. The Admissions Specialist shall provided guidance
and assistance,

3. Review of Work

The supervisor spot checks completed work for accuracy and compliance with instructions.

Revised 1041372005



v,

VI,

VII.

Nature of Available Guidelines Controlling Work
I Policy and Procedural Guides

Hawai't Community College catalog

Student Employce Manual

BANNER Uscr Manual

2. Use of Guidelines

Procedural guides cover situations. The employee is expected to know and apply basic

customer service techniques, Hawai't Community College policies, procedures and

regulations, FERPA and HIPPA guidelines.

REQUIRED LICENSES, CERTIFICATES, ETC.

N/A
RECOMMENDED QUALIFICATIONS
Sce appropriate class specifications,

TOOLS, EQUIPMENT & MACHINES

Microcomputer, typewrite, calculator, photocopicr, fax, timestamp, laser printer/9 pin printer

Rewvised 107132005



Appendix B4: Student Assistant A3/Al



Hawai'i Community College
Admissions & Registration
Student Assistant

Position Description

Level A3

Qualifications Required.”

Knowledge of admissions policies, procedures, pracesses, and practices and knowledge of college
programs and aclivities or the ability ta quickly assimilate such knowledge. Ability to work
independently with minimum supervision. Ability to type 40 words a minute and file with a high degree
of accuracy. Ability to establish and maintain a good working relationship with the general public,
faculty, staff, and students. Must be able to lift at least 35 pounds.

Narrative of Duties:”

Reports directiy lo supervisor; assists clerical and professional staff. Assists with admission and
registration processing. Responds to telephone, in-person and writlen inquires. Assists with
maintenance of admissions and registration files, materials, and information. [nvolves extensive use of
the computerized student information system. Must be able to lift at feast 35 pounds.

Hawai'i Community College
Admissions & Registration
Student Assistant

Position Description

Level Al

Qualifications Required:*

Ability to work independently with general supervision. Ability to establish and maintain a good
waorking relationship with the general public, faculty, staff, and students. Must be able to lift at least 35
pounds. Must be First {o Work parlicipant or receive TANF,

Narrative of Duties:”

Reports directly to supervisor; assists clerical and professional staff, Assists with processing of office
paperwark, Responds to telephone, in-person and written inguires. Assists with maintenance of office
files, materials, and information.
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Admissions & Registration Programs Data Chart

FALL SPRING FALL SPRING FALL SPRING
DESCRIPTION 2003 2004 2004 2005 2005 2006
Recruiting and Informaticon
rumber of school visits attended by A&R statf 24 38 12
Humber of non-F1 email inguines
[Average response lime to non-F1 email inquiries
Number of F1 email inquines
|Average respanse lime to F1 email inquiries
Humber of non-F 1 phene inquiries
IAuernge respanse ime lo non-F1 phoneg inguines
Numizer of F1 phone inquines
_rlﬁverage response time to F1 phone inquines
Mumber of non-F1 in-person inquisies
Number of F1 in-gerson inguiries ,
YT T Ty s rrrry reT
L‘SuL‘-nlilled \\&\ & 3 &\‘ \ ‘\&\\\ \
‘ F1 Intecnalional R N DY
Kama'aina N \\ \&\\\ \ \ \
Lacked/incomplete 40 158
F1lnternationat 4 55
Kama'aina 0 6
Acceplad 2015 891 2053 980 2022
Residenl ‘\\L\k \ \‘\\\&\\\\ \\\\“ \ \\
MNon-Resident \ \\Q_‘\\‘ \\\ X\\ N \ \\\\\\
F1 Imernational \\\\\ \ \\\\\ N \\\\\ \\\\\\ N
Institulional Exemption - | R T T T Ty
Institutional Exemption - H N \\\\\\\ \\\ \\\ \\\\\\\ \\\\\\‘\Q
Imstitutional Exemption - M \\\\ \\\ \‘\\\\ \ m \\\
[Kama'aina A R R R
Cancelled \\\\\\\\\\\\‘\\\X\\\\ TR
Resident v
Non-Resident N \\\\ A
F1 Internalional A T
Institutional Exempton - | Ry A Y \\\\\\\\ A
Institutional Exernpticn - H \ \\\\ \ \\\ \ \\A \\
Institutional Exernpticn - M i\\\\\\\% \ \\ “\\)\”\L\ \ \\\ \ \ \\\
[Kamaaina A R Y
IAverage apphcatuon processmq time (days) N \ \\\&\\‘ \\ \\\ . 33“
Registration = i e ’
Total with registration hx at close of semester 2409 2235 2537 2454 2487
New, Returning, Transfers {(NRTs) regisiered 1102 496 1277 566 995
New, Returning, Transfers (NRTs) never registered 913 385 776 424 1027
Percent of NRTs eligible to register registered 54.68% 55 67% 82.20% 5717% 45 21%
Total with zero credits {dropped after stact of ¢lass) 131 121 167 191 118
Total number of credit hours at close of semester 21326 15412 21617 19840 21878
Number of Add/Drop Forms submitted 1686 1177 1224 788 805
Number of Green Cards submitled 1257 837 989 956 691

*as of 10/112/20056
“tas of 10/11/2005
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A FIVE-YEAR PLAN
for
INTERNATIONAL EDUCATION
at
HAWAI'y COMMUNITY COLLEGE

WHY ME, WHY NOW
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PURPOSE
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OFFICE OF INTERNATIONAL EDUCATION
MISSION STATMENT .
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through a wibrant, thriving, integrated intermational
studinl papulation,

WHERE WE ARE NOW

Intensiva English Program [IEP)
Cifica o Cortinursg Education and Traewng (OCET)

-~ 29 shsleds Curtenlly {T1 average Shedenils par e |
r 3 Tt whackes, (e rresnd repsioni, of Livtedd Sustes)
» YV FTE Program Coprriplor
1 Faiulty Tob (pot Secondary degree, Cacusl Tee)
o 1 Fatulie urraun. Dhrverkoyeriss oo, Do b 201 Fars, [ s |
| Fanmyen Satrons Conedautor {1018 f wah |
T T (i barwy
« N P Aacivalens, Deres’ (5 hey o ek )
8§ Dobucatacah Biel e ern stomend Cfaorr (4] Ty g mmaok)
Classiean Chalsnges
. Dodelileg OabaomT
o Mimelerdion [ corsitdend i CLBAonT s el |
r Fculty woruipeds
Al peusmard G
r Regidar F Y-gomier crsnlobeon el S o

"

kY

.

WHERE WE ARE NOW

Cradit Program
Oiffsce of Bludent Secvces (055)

N

Fill 70005 = 14 cwly ScCapladd. 8 praiied

.s'jhn,-uw-u enrclion Ful 2005, dechsass of 10 7% hoam Spring
5

Eludenitd gnncl i an gverage of 132 coadis par samauie

i eIty JRCTUding CiOgram

N F & -agmcric cnaiilatson paogiam

MO Deeeating Cosmpslss pleiecen

Al e, regebataon, SEYLS maoniiing harefed Iy

Acimntaing Speciibil

N

vy oy




PROJECTED ENROLLMENT INCREASE TUITION REVENUE INCREASE
(beginaing base 2004-2005 luition revenue)
Inensive English Program
trcrusse prgment by 10 FTE e year, Intensive English Program & Credit Programs Combined
Incrase anrgimen by 15 o 20002010 = SELLLLEA L)
PO murmbsers G o anchucdd ufuig Andee imcrggses
Academic Year 2005-2006 $T6.HCO
Credit Program

Incizasn F1 avaodenent by 20% ea0n som Academic Yeur Z006-2007 $233.4Ge

# wEly go-abde | pewe recraane By oo ADI Tyl s

SLAMsd i relnu }.‘al . ) i
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2010
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e | 5
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