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	Annual Unit Plan July 1, 2011 – June 30, 2012
	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:
	X
	Zero Based 
Budget
	
	Self-Funded
	
	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 Malsheimer
	Budget Acct No.:
	
560200
	Total Amount Requested (Only for Annual Plans requesting new/additional money):
	
$ 

	

	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:
	

	

	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 

	1, 8

	Create formal enrollment services procedures – 100%

Implement incomplete grade processing through Banner –
· Present incomplete grade processing banner feature to Provost meeting August 2011
· Incorporate workflow – student notification 

Implement electronic transcript requests and mailing
· Identify third party transcript requests company
· Identify third party transcript electronic submission company

Implement flex registration through Banner for continuing education courses:
-testing complete fall 2012
-implementation plan developed fall 2012 

Implement Live Person – electronic student communication for fall 201210

Cross-train 4 enrollment services employees
	Executive staff minutes and agenda from May meeting

Incomplete grade processing completed 100% through Banner Fall 201210 including workflow




Third party service identified by Fall 201210 for both:
· Transcript requests service contract
· Electronic submissions contract




Flex registration for continuing education implemented spring 201220


Live Person training fall 201210 for student affairs department – sign in sheet

Develop FAQ responses for Live Person fall 201210 – FAQ sheet

Provide 6 cross-training sessions – staff meeting minutes & agenda (every 2 months)

	


	

	
Review and develop automated/electronic processes to decrease paper processing using banner relationship management
	10, 11, 1












	
Staff training on banner relationship management summer 2011

Identify enrollment services processes to convert to paperless processes: 
· Veterans
· International students
· All enrolled students

Convert student paper files to electronic files
	
Training sign-in sheet


Enrollment services staff meeting minutes 





10% of student paper files converted to electronic files
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