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	Annual Unit Plan July 1, 2010 – June 30, 2011
	Unit:
	Enrollment Services

	
	
	
	

	
	FKCC Mission Statement: Florida Keys Community College is an open-access, educational institution dedicated to serving the intellectual, diverse, cultural, and occupational needs of the Florida Keys as well as the global community. The college is committed to student-centric academic programs and services, workforce development, continuing education, diverse partnerships, electronically delivered instruction, and sustainable practices that prepare students for personal success and responsible citizenship.    

	

	Type of Plan:
	 
	Zero Based 

Budget
	
	Self-Funded
	X
	Additional Budget Requests for Personnel, 

Supplies, Equipment (attach budget request form)
	
	Additional Budget Request for Renovations/ remodeling (attach budget request)

	

	Division:
	Student Affairs
	Unit Director:
	Cheryl A. Malsheimer 

	Budget Acct No.:
	560200

	Total Amount Requested (Only for Annual Plans requesting new/additional money):
	$14.16/$27612 annually

	

	Unit Purpose Statement:
	The Enrollment Services Office facilitates the registration and admissions processes. This office maintains accuracy and enhances accessibility of student records to the college community. This office also plays a key role in the successful implementation of technological advancements.

	Unit Goal:
	To provide effective customer service to students, faculty and staff through an environment conducive to staff development and well being.



	Link to College Goal:
	1

	

	Unit Objective/Project Description

(assign priority - #1 = highest)
	Link to Plan
	Expected Outcome
	Assessment Criteria &  Evaluation Methods
	Assessment Results

(use of actual data to describe annual performance)
	Use of Results

	Increase efficiency and effectiveness  of the enrollment services department 


	13

1

1

13

1


	Hire  “records specialist”

Revitalization of the optical disk storage

VA folder and packet for admission 

VA brochure

VA microsite developed

Expedite VA certifications – reallocation of duties to new position
Revise application for admission:  add legislation mandates update and add tracking information 

Review all policies and procedures in Section 7 (enrollment related) FKCC board rules by end of year

Plan developed and proposed for paperless student record archiving by fall 2010

Microsite for international students developed by Spring 2011

Automate process for communication to students voided for non-payment

DegreeWorks pushed to Students and Advisors

Develop enrollment services metrics for monthly reporting

Develop and implement “missing documents” letter

Review and develop automated/electronic processes to decrease paper processing
	Records Specialist hired

Revitalization of optical disk storage

VA folder/packet & brochure created and disseminated
Duties assigned to new position allowing VA certifications expedited 
Legislation mandates and tracking information added to application for admission

All policies under Section 7 reviewed and revised 

Developed and proposed paperless student record archiving by fall 2010

Microsite developed
Process automated

· Advisors – Fall 2010

· Students – Spring 2011

· Used for tracking course substitutions 

· Automate graduate check down sheets

Monthly reports created and disseminated to Dean of Student Affairs
“missing documents” letter developed and implemented
Processes reviewed and developed
	Position filled summer 2010.

Objective in progress.

Objective no longer considered valuable.  

Objective was met.

Objective met awaiting final approvals.

Objective in progress.

Objective in progress.

Objective met.

Objective not met.

Objective in progress, testing with advisors is being done.
Objective met.

Objective on hold due to other software priorities regarding BRM.

Objective in progress.

	Position hired in summer 2010 allowing a shifted of multiple job duties from two front line staff to the new position. This has improved the efficiency of the unit.
Project delayed due to staff turnover.  Remains a priority for the unit. 
Updated web site with pertinent info in lieu of creating this hard copy brochure.  The website improves accessibility to all students at all FKCC locations. 
New position that was added to staff allowed our VA rep to certify vets in the order that they registered with FKCC.  Certification timeframe has improved by 30 days.

After final approval in June 2011, publication to be completed in-house due to budget constraints.

Legislation mandates and tracking information were added to the FKCC application for admission.  Unit is awaiting final approval of mandates.
Project delayed due to staff turnover.  Remains a priority for the unit and is listed in the 11-12 unit plan.
FKCC website was updated with link to Int’l Student Packet.  The link improves student awareness and streamline communication between international students and the unit’s staff.  
Banner relationship mgmt process was developed to inform students electronically when voided for nonpayment of fees.  This process assists student affairs unit in increasing and improving timeliness of notifying students who are voided for non-payment.  It ensures an improved turn-around time for students to re-register.
Advisors began using DW in spring 2011.  The implementations will provide students with an opportunity to “self-advise” and limit the amount of face-to-face time required with advisors.  The Plan for student  use implementation is summer 2011.

Communicates volume of activity managed by our dept.  Revise as-needed to help us anticipate and manage student volume of activity.
Pending prioritization for 2011-12 unit plan and FKCC software/resource availability

PIN reset process was reviewed.  As a result, the PIN reset form was permanently retired.  Students are now informed via admissions letter that all communication will be through the FKCC student portal email account.

Examples:  automated wait list process, all transcript request follow-ups are done via email, students applying on line get emails regarding application follow-ups, creation of accounts for receiving online transcripts from other colleges and the US Army, we are processing electronic requests for transcripts from U of Phoenix, created a Vets @FKCC.edu email account to facilitate Vets questions.

Unit is now able to transmit and receive scanned documents .  This has resulted in a decreased amount of processing time, increased service to students by being faster, enhanced overall efficiency of the ES office.


