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 APR Report for the Academic Year 2021-2022 
2022-2023 Cycle 

Section I: Program Description 

IA. Program Title 

IB. Program Contact (Your first and last name) 

IC. Program Mission Statement 

Provide the Program’s Mission Statement. 

ID. Program Summary 

Provide a brief summary on the current status of the program being reviewed. 

For descriptions and examples of all APR Report items, please click:    2022-23 APR How to Guide

https://drive.google.com/file/d/16w6l3vKviyyokOvZkTuJtunrwYe04Mtl/view
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Section II: Looking Back—2021-2022 

IIA. Present the Results (Rubric Criterion 3) 

Provide a descriptive summary of the outcomes from the 2021-2022 cycle of program review –if your program’s 2020-21 
goals have been funded, please provide updates here as well.  

IIB. Probe the Results: I Wonder . . . (Rubric Criteria 1, 3) 

In this section, judge whether the activities you implemented in 2021-2022 to reach your goals were effective. Did the 
activities have an effect on the outcome? Please describe WHY you believe your outcomes came out the way they did. 
Did you reach your goals? If yes, explain why. If you did not reach your goals, explain why. 

IIC. Ideate Innovations: What if . . . (Rubric Criteria 1, 5) 

In this section, describe activities you believe would have an effect on your 2022-2023 outcome measures. 
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Section III: Looking Forward—2022-2023 

III. List Your 2022-2023 Goals—Be Quantitative!

List your 2022-2023 APR goals in terms of their expected changes on the outcome measures as indicated earlier. Each 

goal that requires resources, impacts other areas, or otherwise is substantive requires the submission of an APR Goal 

form. Keep in mind the scoring rubric criteria: 

1. The relationship between program review narrative and the APR Goal is evident and strongly supported by

evidence.

2. The APR Goal directly implements institutional planning document goals.

3. The outcome directly implements institutional planning outcomes and is transferrable and/or scalable

institutionally.

4. APR Outcome indicators, methods and/or timelines use institutional measures, transferrable/scalable institutionally

5. Before/after benchmarks and timelines are completely specified, identical methods, transferrable/scalable.
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Section IV (Optional): Evaluation of Program Review and Planning Process 

IVA. Evaluation of Program Review and Program Planning Process 

In this cycle of program review, what aspects of the program review and program planning process worked best and 
why? 

IVB. Evaluation of Program Review and Program Planning Process 

In this cycle of program review, what aspects of the program review and program planning process would you change 
and why? 


	IA Program Title: STU SRVCS Admissions & Records
	IB Program Contact Your first and last name: Tiffany Payne
	Provide the Programs Mission Statement: The Admissions and Records Office is committed to maintaining a supportive learning environment by: • Providing students, faculty, and staff 24/7 access to the admissions process; • Facilitating timely and accurate student registration; • Evaluating and maintaining student enrollment records with accuracy, timeliness, and confidentiality. The A&R Office is committed to providing responsive, respectful and individualized service to the constituents of Taft College and the communities it serves.
	Provide a brief summary on the current status of the program being reviewed: The Admissions and Records department has had the following staffing changes in the 2022/2023 academic year: The Director of A&R, an A&R Technician II, an out of class WESTEC assignment, an out of class A&R Technician II assignment, and an Interim Evaluator assignment. Currently, we are recruiting a replacement for the Evaluator. We have experienced a smooth transition during staffing changes and have since only used our consultant to assist with the 320 submission. We will continue to have the consultant assist until a full 320 annual cycle has been completed by the new Director. The current team has implemented new processes that have increased efficiency for our students, staff, and faculty such as: graduation application submission and preliminary evaluation process; final graduation evaluation process; conversion of all A&R forms to fillable online forms with hyperlinks and helpful descriptions when applicable; and a temporary new WESTEC process to regularly flush in, process, and validate the records. During this academic year, we have also successfully: transitioned from Credentials to Parchment for our transcript services, completed a 21-22 WESTEC data audit that led to a 320 recalculation submission, and implemented Salesforce, Jitterbit, and Blackthorn. 
	goals have been funded please provide updates here as well: Although our graduation application does not fully synchronize directly into Banner fields, we have changed the form and acceptance process to minimize user error and decrease the amount of time spent by records staff manually inputting the information. Salesforce, Jitterbit, and Blackthorn have been fully implemented and can currently be used for prospective students. We are in the final stages of integration with the Banner system and anticipate it will be fully integrated within the next month. We have placed an "Inquiry" button on the home page that directs students to a submission form that feeds directly into Salesforce. Once in Salesforce, they are placed in an email campaign drip. Currently, we are creating new content for an email campaign that will specifically target junior and senior high school students. We anticipate this campaign will begin within the next month. We have increased cross-training for all employees in A&R, many of whom have been serving in out-of-class or interim roles on top of their current positions. This has allowed us to better serve our students and provide coverage in all areas when there are employees out of the office. We have also made an effort to have an increased A&R presence at TC events such as the TC Open House in which all A&R employees worked. 
	Did you reach your goals If yes explain why If you did not reach your goals explain why: The identified goals were reached due to the willingness of the A&R employees to work in additional assignments and participate fully in our new programs and processes. Although we have been short staffed, we prioritized our projects and tasks. This allowed us to meet all deadlines, even those that were unexpected projects outside of our normal day-to-day operations, such as the WESTEC audit. The following activities that were identified in the 21-22 report were implemented: more frequent team communication, meetings and trainings; Banner conference was attended by the prior Director; online trainings and workshops were completed/attended by all employees in A&R; Degree Works has been localized with our TC logo with the help of IT; and Degree Works "What-If" menu picklist options has been modified to better benefit our students, staff, and faculty.  The following activities that were identified in the 21-22 report were not implemented: conference attendance by employees other than the prior Director; and a proposal to redirect the Veteran Affairs certifying officials annual payment directly to the Admissions and Records budget line. The reasons the two activities described above were not implemented are due to coverage issues while being short-staffed and prioritizing the projects that had strict deadlines. We will continue to look for conference opportunities once we are fully staffed; in the mean time, we will be completing virtual conferences/trainings. During our VA audit that was recently completed in December, we learned more about the Veteran Affairs certifying officials annual payment and are looking into possible proposals. 
	In this section describe activities you believe would have an effect on your 20222023 outcome measures: Multiple trainings with Parchment Diploma Services to fully understand the services within the platform so that we can best utilize the product. Collaboration and continuous meetings with our partners at Salesforce, Jitterbit, and Blackthorne as well as our IT team and Outreach Coordinator. Collaboration and continuous meetings with our Marketing Director and Outreach Coordinator to strategically implement and continue our high school email campaign. Training all members of A&R to better understand Adobe editing, formatting, web forms, and sign options. Continued team communication and meetings, both individually and as a group. Training for our newest employees in Salesforce, Jitterbit, and Blackthorne. 
	5: A&R Goals include:Transitioning from Diplomas on Demand to Parchment Diploma services. This will allow Parchment to handle printing and mailing which will reduce the manual work required in the office. The data import will also be more user friendly and require less steps. The full integration of Salesforce, Jitterbit, and Blackthorne with the Banner system to target our communication to prospective and current students in an effort to increase enrollment and retention. The creation and implementation of a high school email campaign through Salesforce to target prospective high school special admit students. Changing our online email form submissions (Academic Renewal, Petition to Withdraw, Repeat Petition) that are designed to come in an email format to online web Adobe Forms that feed directly into our current Adobe Forms. A reorganization of A&R positions that better suits the needs of the department and will allow for an increase in one-on-one student contact. This will provide our students with a more personal and positive experience with the goal of retention in mind. 
	why: 
	and why: 


