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Our Mission: 
 

TODAY’S STUDENTS, TOMORROW’S LEADERS 
 
Norco College provides educational programs, services, and learning environments for a diverse 
community.  We equip our students with the knowledge and skills to attain their goals in higher, 
career/technical, and continuing education; workforce development; and personal enrichment.  
To meet the evolving community needs, Norco College emphasizes the development of 
technological programs.  As a continuing process we listen to our community and respond to its 
needs while engaging in self-examination, learning outcomes assessment, ongoing dialogue, 
planning, and improvement.  

STUDENT SERVICES DIVISION, NORCO COLLEGE 

Student Services professionals at Norco College are committed to empowering our students by 
enhancing their personal and educational achievement through comprehensive programs and 
services.  Student Services is dedicated to educating, serving, supporting, and promoting student 
success for a diverse community of learners in a student-centered environment. 

EDUCATIONAL MASTER PLAN GOALS 
 

1. Increase student retention, persistence, and success 
2. Improve the quality of student life 
3. Increase student access 
4. Enhance academic programs and the learning environment 
5. Enhance institutional effectiveness 
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Norco College  
Student Services Goals 

 
 
 

NORCO STUDENT SUPPORT SERVICES WILL: 
 

1. Participate in the program review process on a continuous basis to improve and 
enhance services and exceed ACCJC standards. 
 

2. Provide a seamless process for admissions and registration into the college. 
 

3. Support the concept that assessment, orientation, and counseling services are 
vital for student success. 
 

4. Provide comprehensive and technologically-advanced student support services 
that are accessible to all student regardless of location. 
 

5. Provide comprehensive outreach services to prospective and current students. 
 

6. Empower student by providing mechanisms for student involvement in the 
planning, decision making process, and evaluation of support services.  
 

7. Provide a safe, supportive, friendly, and student-centered environment for a 
diverse student population creating pathways designed for student success. 
 

8. Collaborate with academic departments as well as the community on initiatives 
designed to enhance equity and student success.  
 

9. Provide, develop, and promote programs and services designed to retain a 
diverse community of learners. 
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Student Services Program Review Overview 
 
Student Services Program Review is a collaborative goal-setting and assessment process 
designed to help improve and refine student services.  It is intended to be flexible, collegial, 
relevant, practical, and should result in a clear sense of direction and accomplishment for 
participants.  All Student Services undergo self-study as part of a process that results in a 
comprehensive assessment of institutional effectiveness.  The linkage between program review 
and strategic planning is fully operational.  Thus, resource allocations and planning for each unit 
will be directly impacted by this plan.  Student Services updates their program review document 
annually.  It is anticipated that the same format will be used and updates should require only 
minimal editing.   
 
PURPOSE 
The most important extrinsic purpose of this review is for student services to receive the 
resources needed (equipment, staff, etc.) and to meet accreditation standards.  The intrinsic 
purpose of the self-study process is to help Student Services clarify and achieve their goals. 
In addition, the process aids units in strengthening the bonds within the college community and 
fostering cooperation with instructional units. 
 
OBJECTIVES 
The major objectives of Program Review are to: 
 

1. State program goals and align future goals with the College’s mission and goals. 
2. Collect and analyze data on key performance indicators, service area outcomes and 

student learning outcomes, program activities, and accomplishments. 
3. Examine and document the effectiveness of student support services. 
4. Develop recommendations and strategies concerning future program directions and 

needs (e.g. budget, staffing, and resources). 
5. Assure the accuracy of program information.  
6. Comply with Accreditation Standards, Federal and State law, Title 5, Student Equity, 

VTEA, matriculation (including prerequisite and co-requisite standards), ADA 
(American with Disabilities Act), and other legal or certification requirements. 

 
INTEGRATION WITH PLANNING 
Self-study documents are intended to be key drivers in Norco College’s strategic planning 
process.  Student Services program reviews are updated annually and serve as a vital component 
in the planning and budgeting process.   
 
Program review and assessment are the cornerstones of planning.  The Board has endorsed 
Strategic Themes including: 

• Student Access 
• Student Success 
• Service to the Community 
• System Effectiveness 
• Financial Resource Development 
• Organizational and Professional Development 
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Program review provides a means through which units set goals and objectives that support the 
college’s and district’s plans, through focusing on the student as a learner.   
 
The District Strategic Plan 2008-2012 is available online at 
http://www.rcc.edu/administration/academicaffairs/effectiveness/planning.cfm  
 
Norco College’s Strategic Planning Implementation Process is available online at: 
http://academic.rcc.edu/norco/spc 
 

 
 
 

The Chart Above is a Conceptual Draft & does not fully reflect the complexities of the process 
(each campus and the district have process charts) 

  

http://www.rcc.edu/administration/academicaffairs/effectiveness/planning.cfm�
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Student Services Area: Admissions and Records      
 

Prepared by: Mark J. DeAsis, Student Services Supervisor    
 

Academic Year: 2009-2010 
 
I. Student Services Area Overview 
 
1. Mission 
The Office of Admissions and Records strives to provide effective and accurate services 
to the community with sensitivity and respect. We are motivated to preserve the integrity 
of the institution by maintaining confidentiality of records, knowledgeable staff, adaptive 
technology, and accuracy of policies and procedures to promote student success.  
 
2. Philosophy Statement 
The Office of Admissions and Records will welcome students, support educational goals, 
and award success.   
 
3. Staffing Level 
1 FT Student Services Supervisor 
1 FT Student Services Specialist 
1 PT Student Services Specialist 
2 FT Student Services Technician 
9 Temporary Office Assistants 
5 Student Workers 
 
4. Summary 
The Office of Admissions and Records provides services in areas of admissions and 
enrollment, student records, Veterans’ services, transcripts, online services, and the 
Cashier’s Office for Norco College.    
 
5. Objectives 

1. Enhance the admissions and enrollment processes at Norco College.  
a. Communicate with District Information Services to develop effective steps 

to apply online.  
b. Conduct department meetings and training sessions to disseminate 

accurate instructions to students.  
2. Increase student utilization of online services. 

a. Participation in weekly meetings with Information Services.  
b. Facilitation of Web Advisor Workshops. 
c. Staff members provide individual services at the Lobby and Career and 

Transfer Center.  
3. Improve the quality of processes in Admissions and Records. 

a. Provide accurate student information.  
b. Provide instructional materials for temporary staff members.  
c. Provide staff training sessions on an ongoing basis. 

4. Collaborate with other Student Services Departments and Faculty members at 
Norco College.  

a. Provide enrollment assistance for special programs. 
b. Provide Assessment, Orientation, Counseling (AOC) instructions as part 

of initial matriculation.  
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c. Disseminate information regarding Census, Course Repetition, Grades, 
and Late Add Petitions to the Office of the Dean of Instruction.  

5. Admissions and Records staff members will continue to participate in regional 
and state trainings to maintain compliance with Title V regulations.  

a. Continue to attend Region 9 training sessions on FERPA and Residency. 
b. Continue to attend CACCRAO, ACCRAO, and DUG. 
c. Continue to maintain compliance with VA regulations and various 

educational benefits.  
 

6. Strengths 
• Norco College reached an enrollment headcount of 11,147 students in Fall 

2009 semester.  
 
• A&R supports various campus student services programs: 

o Outreach (Day of the Mustang) 
o Counseling (ESL One Stop) 
o TRIO (Upward Bound and Student Support Services)                 
o Puente 
o Talented Tenth Program (T3p)                                              
o Student Government (ASNC) 
o Extended Opportunities Programs & Services (EOP&S) 
o Career Technical Education (CTE) and Step Ahead Program (Student 

Success Programs) 
o John F. Kennedy Middle College High School Program (JFK) 

 
• Consolidated the Veterans Task Force into the Student Learning Programs & 

Services Subcommittee (Strategic Planning Committee- Standard II).  
 

• Initiated and completed the process of Veteran’s Certification. Norco College 
received approval from the CA State Approving Agency as a VA Certifying 
Institution. Approvals for the following were also granted: 3 College Certifying 
Officials in Admissions and Records, Norco College specific programs, 
remedial, and work experience courses. Veteran’s Services and Certification at 
Norco College begins Summer 2010.  

 
• Initiated changes with Official Transcripts and Enrollment Verifications to reflect 

independent college status. 
 

• Using data to determine changes in practice and procedures in Admissions and 
Records. 

 
• Continued to offer Operation “Crunch Time”  

o To provide adequate assistance in impacted areas of student services 
during peak registration times. (For details, view assessment plan 
reports) 

o A&R was responsible for implementing, leading, selecting, training, and 
organizing the project since piloted in Spring Semester 2009. 

 
Summary of major A&R counter services were tracked during the 2008-09 academic 
year. Data below was compared to the current statistics.  
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• Change (%) of over-the-counter duties refers to the results compared to duties 
compiled in the 2007-08 academic year.  

ADMISSION & RECORDS DUTIES 2008-2009 
OVER THE COUNTER SVCS SUMMER FALL WINTER SPRING TOTAL CHANGE 

Add/Drop 1155 4415 1172 3241 9983 -5% 
Official Transcripts 561 305 283  214 1080 -21% 

Enrollment Verification 117 197 73 107 494 19% 
Change of Information 517 331 139 237 1224 20% 
Admission Applications 233 611 153 284 1281 28% 

Residency 120 34 22 51 227 49% 
AB 540 47 0 0 43 90 -22% 

JFK Parent Approval Form 
(New and Returning) 90 213 77 125 505 20% 

 
Over-the-counter services in Admissions and Records were compared from data received in 
2008-09 (above) with data collected in 2009-10 (below). Change (%) is recorded for reference.  

ADMISSION & RECORDS DUTIES 2009-2010 
OVER THE COUNTER SVCS SUMMER FALL WINTER SPRING TOTAL CHANGE 

Add/Drop 1310 4428 643 2476 9334   -6.5% 
Official Transcripts 799 586 179 666 2230 52% 

Enrollment Verification 173 331 101 301 906   45.5% 
Change of Information 746 577 258 483 2064 41% 
Admission Applications 235 388 150 198 971 -24% 

Residency 60 77 6 58 201 -12% 
AB 540 40 44 25 44 153 41% 

JFK Parent Approval Form 
(New and Returning) 118 256 47 106 527 4% 

Transcript Scanned/Recorded  308 502 275 428 1513 Na 

Approved Late Add Petitions 44 54 3 15 116 Na 

Extenuating Circumstances Petition 99 51 13 43 206 Na 

Credit By Exams 4 0 0 4 8 Na 
 
7. Improvement Areas 

• To support the growing demand of online services, A&R should invest in a 
position that would facilitate the development of Web Advisor and Datatel at 
Norco College.   

 
• Additional staffing is required to develop a registration workshop for all new 

students.  
 
• Development of Veterans’ program to include workshops, orientations, and 

events will eventually require a dedicated staff.    
 
8. Students Served 

• General Public 
• Current Students 
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9.   Report on 2008-2009 Assessment Plan for Student Services Area: (Admissions and Records) 

 Mission Statement: The Office of Admissions and Records strives to provide effective and accurate services to the community 
with sensitivity and respect. We are motivated to preserve the integrity of the institution by maintaining confidentiality of records, 
knowledgeable staff, adaptive technology, and accuracy of policies and procedures to promote student success.  

 Objective Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Student 
Service 

Goal/Campus 
Goal/District 

Initiative 

Assessment Criteria 
(Specify Target 

Performance Level) 

Assessment 
Measure  

 Completion 
(or anticipate 
completion)/ 

Findings 

Improvement 
Recommendations 

(next step) 

 
1. 
 

Streamline 
the 
admissions 
process at 
Norco. 
 
#1,2,3 

SLO: By providing 
effective instructions, 
students will be 
satisfied with the 
process of 
completing the RCCD 
online admission 
application. 

District SSV Goals # 
2,3 
 
Campus Ed. Master 
Plan Goal #2 and 3 

80% of students who 
complete the survey 
will be satisfied with 
the application 
process. 

Post 
satisfaction 
survey 
conducted 
via XAP 
online 
application.  
 

3,277 (90%) of 
3,620 students 
in 2008-09 
were satisfied 
with the online 
application. 
 
 

- Goal is met. 
Norco Campus 
should continue to 
facilitate the online 
application by 
regularly 
communicating 
concerns with XAP.  
 

 
2. 

Increase 
remote 
student 
access. 
 
#1,2,3 

SAO: Admissions & 
Records will promote 
online services (Web 
Advisor) for 
successful course 
enrollment. 

District SSV Goals 
#2, 3 
 
Campus Ed. Master 
Plan Goal #2,3,4 

80% of Norco 
students will enroll in 
courses via Web 
Advisor. 

Web Advisor 
use is 
tracked 
through 
Datatel. 
Utilization of 
online 
services will 
be compared 
to previous 
academic 
year. 

Summer= 
3,504 (91%) of 
3844 students 
enrolled 
through WA. 
 
Fall= 8,237 
(84%) of 9,808 
students 
enrolled 
through WA.  
 
Winter= 4,286 
(92%) of 4,647 
 
Spring= 8,698 
(84%) of 
10,327 

- Goal is met. 
- A&R should 
continue to promote 
Web Advisor for 
student enrollment 
by providing Web 
Advisor handouts 
and instructions. 
 
- A&R should 
maintain active in 
meeting with 
Information 
Services to convey 
the needs of the 
students. 
 
- A&R should 
continue to 
streamline Web 
Advisor.  
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3. 

Create a 
process that 
provides 
accurate 
billing and 
reporting of 
student 
parking and 
student 
enrollment.  
 
#2,3,4,5 

SAO: Admissions & 
Records will measure 
the rate of approved 
Extenuating 
Circumstances 
Petition (ECP) 
pertaining to student 
attendance and 
parking issues in 
order to recommend 
an alternative 
process. 

SSV Goal #4,8, 10, 
11 
 
Campus Ed Master 
Plan Goal #1,2,3 
 

Performance goal is 
to gather a baseline 
measure at this time.  

Data is 
gathered 
from a log 
maintained 
by a 
permanent 
staff in A&R 
and tracked 
monthly per 
term  

84% or 88 total 
approved 
Student 
Extenuating 
Circumstances 
Petitions 
pertaining to 
issues 
regarding 
attendance 
reporting and 
parking issues.  
 
Breakdown- 
 
(43%) or 45 
ECPs 
pertaining to 
inaccurate 
attendance 
reporting.  
 
(41%) or 43 
ECPs 
pertaining to 
parking issues.  
 
Data collected 
for 2008-09 
academic year.     

- The Goal is met. 
Baseline data has 
been gathered.  
 
- Instructors should 
routinely drop 
students through 
census to avoid 
appeals. 
 
- Parking permits 
that are ordered 
online should 
include a change of 
address field to 
avoid parking 
permits that are lost 
in the mail.  
 
NEXT STEP: 
- Decrease the 
number of ECPs 
pertaining to 
attendance 
reporting and 
parking permit 
issues.     

4. Provide 
individual 
assistance to 
students in 
areas of 
A&R, 
Counseling, 
Career & 
Transfer, and 
Financial Aid 

SLO: Students will be 
satisfied with 
immediate services 
provided by Crunch 
Time staff that 
eliminates wait time 
for general inquiries 
during peak 
registration times of 
the semester.   

District SSV #2, 3 
  
Campus Ed. Master 
Plan Goal #1, 2, 3, 5 
 

90% of students 
receiving assistance 
from Crunch Time 
staff will be satisfied 
by the immediate 
response and 
solutions to each 
student’s concerns 
and/or inquiries. 
 

An optional 
post survey 
was provided 
to students 
who received 
immediate 
assistance 
while in line, 
waiting area, 
or entering 

- 450 (99%) of 
students were 
satisfied with 
services.  
  
- 452 (99%) of 
students’ 
questions were 
answered. 
  

- Goal is met. 
- A&R should 
continue to facilitate 
Operation Crunch 
Time every term.  
  
- A&R should 
determine other 
areas where 
Crunch Time Staff 
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with online 
services and 
general 
information. 
#1,2,3,4 

the student 
services 
departments 
seeking 
information 
regarding 
their 
questions 
and/or 
inquiries.  
 

- 453 (99%) of 
students 
recommend the 
assistance of 
Crunch Time 
staff.  
  
- A&R 
exceeded our 
goal by +9% 
 

members should be 
assigned. 
  
- A&R should 
continue to hold 
training for Crunch 
Time staff 
members.  
  
- A&R should 
consider extending 
hours of crunch 
time services.  
  
- A&R will develop 
qualitative means 
to identify students 
who continue to 
seek services in 
person.  
  
- A&R should 
continue to 
determine 
effectiveness of 
Crunch Time 
Assistants through 
the continuous 
development of 
post surveys.  
 

5. Briefly describe how your area used your 2008-2009 outcomes data to make programmatic modifications. Select one or more of your outcomes 
in your 2008-2009 Assessment Plan.  
 

- As a result of increasing remote registration access, groups that traditionally enroll in person [Dismissal and Unit Overload Approvals] have 
been carefully examined with a possibility of allowing access to enroll using Web Advisor beginning Fall 2010.  

- Admissions and Records contributed to the recommendation of changing the process by which students purchase and receive parking 
permits. As a result, RCCD has outsourced services through Credentials Inc.  
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10.   2009-2010 Assessment Plan for Student Services Area: (Admissions and Records) 

  Mission Statement: The Office of Admissions and Records strives to provide effective and accurate services to the community 
with sensitivity and respect. We are motivated to preserve the integrity of the institution by maintaining confidentiality of records, 
knowledgeable staff, adaptive technology, and accuracy of policies and procedures to promote student success.  

  Objective Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Norco 
College Student 
Service Goal and 

Educational 
Master Plan 

Assessment 
Criteria (Specify 

Target 
Performance 

Level) 

Assessment 
Measure  

 Completion 
(or anticipate 
completion)/ 

Findings 

Improvement 
Recommendations 

(next step) 

  
1. 
  

Streamline the 
admissions 
process at 
Norco. 
  
Dept. Objective 
Goal:1,2,3 
 

SLO: By providing 
effective instructions, 
students will be 
satisfied with the 
process of 
completing the RCC 
online admission 
application. 

NC SSV Goals # 
2,4 
  
Campus Ed. Master 
Plan Goal #2 and 3 

80% of students who 
complete the survey 
will be satisfied with 
the application 
process. 

Post 
satisfaction 
survey 
conducted via 
XAP online 
application.  
  

25,255 (90%) 
of 27,848 
students in 
2009-10 were 
satisfied with 
the online 
application. 
  
  

- Goal is met and 
exceeded by 10% 
 
*Admissions & Records 
should continue to 
communicate directly with 
XAP/CCCApply 
 

  
2. 

Increase 
remote student 
access. 
  
Dept. Objective 
Goal:1,2,3 
 

SAO: Admissions & 
Records will promote 
online services (Web 
Advisor) to complete 
student course 
enrollment. 

NC SSV Goals #  
2, 4 
  
Campus Ed. Master 
Plan Goal #2,3,4 

80% of Norco 
students will enroll in 
courses via Web 
Advisor. 

Web Advisor 
use is tracked 
through 
Datatel. 
Utilization of 
online services 
will be 
compared to 
previous 
academic 
year. 

Comprehensive 
Academic Year 
total:  
25,127 (88.3%) 
of 28,450 
Students 
enrolled using 
WA. 
 
Enrolled Using WA by 
Term: 
Summer= 4,465 
(94%) of 4,743 
students 
  
Fall= 8,616 (79%) of 
10,905 students  
  
Winter= 2,513 (103%) 
of 2,422 students 
  
Spring= 9,533 (92%) 
of 10,380 students 

- Goal was met and 
exceed by 8.3% 
 
*Continue to meet with 
Information Services to 
discuss ongoing changes 
with Web Advisor.  
 
*Changes with Web 
Advisor accessibility for 
Dismissal and Unit 
Overload should be noted 
to reflect an increase of 
WA use beginning Fall 
2010. 
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3. 

Provide 
accurate 
reporting of 
student 
enrollment.  
  
Dept. Objective 
Goal:1,2,3,4 

SAO: Admissions & 
Records will regularly 
communicate with 
faculty members in 
order to decrease the 
number of students 
who continue to 
attend courses 
without official course 
enrollment.  
 

NC SSV Goal # 
2, 7, 8 
  
Campus Ed Master 
Plan Goal #1,2,3 
  

Decrease the 
number of received 
Administrative 
Correction form and 
Final Grade After 
Term has Ended by 
50% each academic 
year.  

Data is 
gathered from 
the number of 
Administrative 
Correction and 
Final Grade 
After Term has 
Ended Form 
during the 
academic 
year.  

Summer’08=12 
Fall ‘08=6 
Winter ‘09=4 
Spring ‘09=8 
Total in 
’08-‘09= 30 
 
Summer’09=2 
Fall ‘09=2 
Winter ‘10=0 
Spring ‘10=0 
Total in 
’09-‘10=4 

- The goal is met and 
exceeded by 36% 
 
*Continue to perform the 
assessment for another 
year before 
implementation. Consider 
other variables that 
correlate with Census 
reports.  

4. 
  
  
  

Provide 
individual 
assistance to 
students in 
areas of A&R, 
Counseling, 
Career & 
Transfer, and 
Financial Aid 
with online 
services and 
general 
information. 
 
Dept. Objective 
Goal:1,2,3,4 
 

SAO: Students will 
be satisfied with 
immediate services 
provided by Crunch 
Time staff, which 
eliminates wait time 
for general inquiries 
during peak 
registration period. 

NC SSV Goal # 
2, 3, 4, 6, 7, 9 
  
Campus Ed. Master 
Plan Goal #1, 2, 3, 
5 
  

90% of students 
receiving assistance 
from Crunch Time 
staff will be satisfied 
by the immediate 
response and 
solutions to each 
student’s concerns 
and/or inquiries. 
  

An optional 
post survey 
was provided 
to students 
who received 
immediate 
assistance 
while in line, 
waiting area, 
or entering the 
student 
services 
departments 
seeking 
information 
regarding their 
questions 
and/or 
inquiries.  
  

Fall 2009 
-1,144 students 
completed the 
optional survey 
after receiving 
assistance. 
  
- 1,133 (99%) of 
students were 
satisfied with 
services provided 
by Crunch Time 
Assistants.  
  
- 1,128 (98%) of 
students’ questions 
were answered by 
Crunch Time 
Assistants and 
therefore did not 
have to wait in line 
to receive answers 
from department 
staff members. 
  
- 1,090 (95%) of 
students 
recommend the 
assistance of 
Crunch Time staff.  
  
- A&R exceeded 
our goal by 5-9% 
  
Spring 2010 

- Goal is met and 
exceeded by 5-9% 
during Fall and 
Spring Semesters. 
  
- Due to issues regarding 
budget, allow members of 
Student Government and 
Outreach Ambassadors to 
participate in Crunch Time.  
 
-Revise assessment tools 
to convert to a Learning 
Outcome. Students should 
indicate which Web 
Advisor feature they 
learned to use or what 
they learned as a result of 
interacting with “Crunch 
Time” staff.  
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-1,288 students 
completed the 
optional survey 
after receiving 
assistance. 
  
- 1,266 (98%) of 
students were 
satisfied with 
services provided 
by Crunch Time 
Assistants.  
  
- 1,262 (98%) of 
students’ questions 
were answered by 
Crunch Time 
Assistants and 
therefore did not 
have to wait in line 
to receive answers 
from department 
staff members. 
  
- 1,275 (99%) of 
students 
recommend the 
assistance of 
Crunch Time staff. 
  
- A&R exceeded 
our goal by 8-9% 
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* Detail on following page 

5. 
  
  
  

Obtain 
feedback from 
students, 
though 
Usability/Focus 
groups, to 
determine the 
student 
perspective 
before making 
necessary 
changes on 
Web Advisor.   
 
 
Dept. Objective 
Goal:1,2,3,4, 5 
 

SAO: Admissions 
and Records will 
provide a 
Usability/Focus 
Group Session to 
identify areas of Web 
Advisor that Norco 
College students 
would like to modify.  
 

NC SSV goal# 
1,2,4,6,7,8,9 
  
Campus Ed. Master 
Plan Goal # 
1,2,3,4,5 
  

50% of students will 
find participation in 
the Usability/Focus 
group as important 
and would continue 
to participate in 
routine 
Usability/Focus 
groups at Norco 
College.  

Post survey 
ratings include 
questions on 
the importance 
of participation 
and likelihood 
of repeat 
participation in 
another 
usability/focus 
group.  
 
Data will be 
measured on 
an annual 
basis.  

 Participation 
- 5 (63%) of 
students 
reported 
participation 
was important.  
 
Repeat 
participation 
- 7 (87%) of 
students 
reported 
interests in 
routinely 
participating in 
usability/focus 
groups.  

- Goals were met and 
exceeded by 13-
37%.  
 
The Usability/Focus Group 
was piloted in Spring 
2010, which was new to 
many students.  
 
As a pilot, students did not 
know the significance of 
the Usability/Focus group 
because it involved 
programming changes 
with Information Services 
which took approximately 
1 month before Web 
Advisor features were 
modified. Consider 
facilitating the post-survey 
after changes on Web 
Advisor is made.  
 
*Next year’s goal should 
be increased to 80 
percent.   
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2009-2010 Assessment Plan Findings/Data Analysis & Improvement Recommendations  
 
SLO #1:  By providing effective instructions, students will be satisfied with the process 
of completing the RCC online admission application. 
 
INTERVENTION 

• A&R staff continuously informs students of the availability of the Online Application. 
• A&R staff provides individual assistance to students at the computers located in the lobby of the Student Services 

Building. 
• A&R continuously suggests changes to be made on the online application for ease of student use.  

 
DATA ANALYSIS: 

ONLINE ADMISSION APPLICATION 
RATE YOUR EXPERIENCE? 2007-2008 2008-2009 2009-2010 

Total Applicants Surveyed 2,408 3,620 27,848 
VERY DISSATISFIED 17 1% 24 1% 144 .5% 
DISSATISFIED 26 1% 30 1% 218 .7% 
NEUTRAL 204 8.5% 289 8% 2,231 8% 
SATISFIED 833 34.5% 1,274 35% 9,650 34% 
VERY SATISFIED 1,328 55% 2,003 55% 15,605 56% 

 

 
 
• Post online admission application survey was provided.  
• 3/2007-5/2008: 2,408 students responded to the satisfaction survey 
• 3/2008-5/2009: 3,620 students responded to the satisfaction survey  
• 3/2009-5/2010: 27,848 students responded to the satisfaction survey 
• 89.5% of student in 2007-2008 were satisfied with the online application 
• 90% of students in 2008-2009 were satisfied with the online application (.5% increase in student satisfaction from 

previous year) 
• 90% of students in 2009-2010 were satisfied with the online application 

o 0% increase in student satisfaction from previous year 
• A&R exceeded our goal by 10% percent. 

o 25,255 of 27,848 students in 2009-10 were satisfied with the online application process.   
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RECOMMENDATIONS: 
• Admissions and Records should continue to facilitate the online application by regularly communicating concerns 

directly with CCCApply/XAP.   
• Due to the budget reductions facing 2010-2011 academic year, Admissions & Records will no longer offer the paper 

application for general students. As a result, Admissions and Records will continue to guide students through 
CCCApply/XAP in order to complete the online Admission Application successfully.  

 
SAO #2: Admissions & Records will promote online services (Web Advisor) to complete 
student course enrollment. 
 
INTERVENTION 

• A&R provides instructional material for students to log-in through Web Advisor. 
• A&R reports Web Advisor issues to Information Services. 
• A&R suggests Web Advisor changes towards its ease of use. 
• A&R staff provides individual assistance to students at the lobby computers. 
 

DATA ANALYSIS: 
 

ACADEMIC 
YEAR 

SUMMER FALL WINTER SPRING 
Web Advisor 

Use 
Headcount 
at Census 

Change 
(%) Term 

Web Advisor 
Use 

Headcount 
at Census 

Change 
(%) Term 

Web Advisor 
Use 

Headcount 
at Census 

Change 
(%) Term 

Web 
Advisor Use 

Headcount 
at Census 

Change 
(%) Term 

2007-
2008 

2,951 
(88.5%) 3,336 Baseline 

7,425 
(80.4%) 9,237 Baseline 

3,486 
(96.7%) 3,606 Baseline 

7,406 
(85%) 8,714 Baseline 

2008-
2009 

3,460 (90%) 3,844 1.5% 
8,725 
(89%) 9,808 8.6% 

4,286 
(95%) 4,480 -1.7% 

8,698 
(84%) 10,317 -1.0% 

2009-
2010 

4,465 
(94.1%) 4,743 4.1% 

8,616 
(79%) 10,905 -10.0% 

2,513 
(103.7%) 2,422 8.7% 

9,533 
(92%) 10,380 8% 

 
 

Academic Year 
YEARLY TOTAL 

Web Advisor Use (Year) 
Headcount 
at Census 

CHANGE 
(%) YR 

2007-2008 21,268 (85.4%) 24,893 Baseline 

2008-2009 25,169 (88.4%) 28,449 3.0% 

2009-2010 25,127 (88.3%)  28,450  -.1% 
 

 
• Students who enrolled in courses using Web Advisor were tracked and compared against headcount at census to 

determine utilization of online services.  
• 2009-2010 

• 94.1% of students used Web Advisor to enroll in courses during the summer term. 
• 79% of students used Web Advisor to enroll in courses during the fall term.  
• 103.7% of students used Web Advisor to enroll in courses during the winter term. 
• 92% of students used Web Advisor to enroll in courses during the spring term.  

• Change between academic years (2008-09 to 2009-10) 
• .1% decrease in Web Advisor use between 2008-09 and 2009-10. 

• A&R exceeded our goal by: 
o 8.3%, although change between 2008-09 and 2009-10 academic years show a decline of WA use of -.1%.   

 
RECOMMENDATIONS: 

• A&R should continue to promote Web Advisor for student enrollment. 
• A&R should continue to meet with Information Services to convey the needs of the students. 
• A&R should continue to streamline Web Advisor.  
• Identify means of providing individual assistance to students who have online access and still continue to seek 

services at the counter of the A&R Office and other departments.  
• Develop a method of teaching students to facilitate online services. 
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• Create a process that ensures successful facilitation of student question and/or concerns while reducing wait time.  
• Develop process that allows students on dismissal to enroll via Web Advisor. 
• Identify means in which students who receive unit overload approvals will be allowed to enroll via Web Advisor. 

 
FINDINGS: 

• There are groups of students who do not have access to enroll using Web Advisor such as: 
o Students on Dismissal 
o Students who receive unit overload 
o High School Concurrent Enrolled Students 
o Students with extenuating circumstances such as overlapping courses, prerequisite issues, and 

matriculation conflicts must receive prior approval prior to proceeding towards manual enrollment.  
• Throughout the 2009-10 academic year and especially during peak registration periods, Admissions and Records 

continues to experience accessibility issues with Web Advisors.  
o Admissions and Records continues to send error messages to Information Services. 

• There are special groups of students with manual registration/priority privileges such as: 
o Disabled Students 
o Veterans 

 
- Recommendation 

a. Continue to facilitate over the counter services for those without online enrollment accessibility while 
keeping students informed of Web Advisor functionality.  

b. Information Services should invest in increasing enrollment access for students utilizing Web Advisor.  
c. Student Services at the Norco College should invest in a student portal to expand accessibility.  

 
SAO #3: Admissions & Records will regularly communicate with faculty members in 
order to decrease the number of students who continue to attend courses without 
official course enrollment.  
 
INTERVENTION: Weekly reports are sent to the Dean of Instruction from the Student Services Supervisor to monitor 
submitted Census Drop Rosters. In 2009-10, Student Services Supervisor provided updates more than once a week in order 
to frequently provide updated information with regards to submitting census drop rosters. The process of submitting 
outstanding census drop rosters provides assistance to instructors in identifying students who have not officially enrolled in a 
course. As a result, frequently updating the Dean of Instruction with the following information is an attempt at reducing 
student’s appeal for a grade without officially enrolling into a course.     
 
DATA ANALYSIS: 

- Administrative Correction and Final Grade After Term has Ended Forms are used to correct errors with 
attendance and subsequent grade. 

- A&R attempts to find a correlation by reporting outstanding census rosters twice a week. 
 

 
Administrative Correction &  

Final Grade After Term has Ended  

 
Benchmark 

2008-2009 2009-2010 
Change 

(%) 

SUMMER 12 2 -83% 

FALL 6 2 -66% 

WINTER 4 0 -100% 

SPRING 8 0 -100% 

TOTAL 30 4    -86% 
RECOMMENDATION:  

-  Student Services Supervisor should continue to communicate outstanding reports twice a week to the Dean of 
Instruction.  

- Analyze other reports to determine correlation and find a possible solution to increase effectiveness. 
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SAO #4: Students will be satisfied with immediate services provided by “Crunch Time” 
staff, which eliminates wait time for general inquiries during peak registration period.   
 
INTERVENTION: 

• Provide individual assistance to students in areas of A&R, Counseling, Career and Transfer, and Financial Aid with 
online services and general information two weeks before and two weeks after the start of the Fall 2009 and Spring 
2010 semesters.  

 
DATA ANALYSIS: 

• An optional post survey was provided to students who received immediate assistance while in line, waiting area, or 
entering individual student services departments.  

 
  Fall '09 Spring '10 

Surveys received 1,144 1,288 

  Total % Total % 
Students who were 

satisfied with 
services provided 

1,133 99% 1,266 98% 

Number of students 
whose questions 
were answered  

1,128 98% 1,262 98% 

Students who 
recommend 

assistance from 
student workers 

1,090 95% 1,275 99% 

 
 

- The goal is met and exceeded by the following: 
 9% in Fall 2009 
 8% in Spring 2010 

 
 
RECOMMENDATIONS: 

• A&R should continue to facilitate “Operation Crunch Time” every term.  
• A&R should determine other areas where “Crunch Time” staff members should be assigned. 
• A&R should continue to hold training for “Crunch Time” staff members.  
• A&R should consider extending hours of “Crunch Time” services.  
• A&R will develop qualitative means to identify students who continue to seek services in person. 
• Revise assessment tools to convert to a Learning Outcome. Students should indicate which Web Advisor feature they 

learned to use or what they learned as a result of interacting with “Crunch Time” staff.  
• A&R should continue to determine effectiveness of “Crunch Time” Assistants through the continuous development of 

post surveys.  
 
FINDINGS: 

• Students received immediate attention 
• Counseling Department reduced wait time from 2 hours to 30 minutes 
• Financial Aid Department received additional assistance 
• Career and Transfer Center received additional assistance  
• Student with complex issues received proper assistance from staff members of Admissions and Records, while 

student with general questions were assisted by “Crunch-Time” Staff members.   
• The decrease of (1%) satisfaction rating was as a result of increasing headcount and decreasing course offerings.  
• The information presented by A&R may have been overlapping from information that is already published or relayed 

as a result of outreaching efforts 
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SAO #5: Admissions and Records will conduct a Usability/Focus Group Session to 
identify areas of Web Advisor that Norco College students would like modified.  
 
INTERVENTION: 

• Conduct a usability focus group to obtain student feedback in order to improve the functionality and design of Web 
Advisor. Representatives from Admissions and Records, as well as other members of Student Service will examine 
student trends and discuss the necessary programming changes with members of Information Services.  

 
DATA ANALYSIS: 
 
Participants’ Information Breakdown 

TYPE 
EOP&S - 2 

Student Government (ASNC) - 4 
Financial Aid – 5 

Federal Work Study – 3 
JFK – 0 

UNITS COMPLETED 
(0-20) - 2 

                                 (21-40) - 2 
                                 (41-60) - 3 
                               (60-100) - 1 
                                  (100+) - 0 

COMPUTER SKILLS 
 
No Skills- 0                             Skilled- 5 
Some Skills- 3                        Extremely Skilled- 0 

RATE WEB ADVISOR 
Not User Friendly – 0 

Fairly User Friendly - 5 
User Friendly – 3 

PARTICIPATION IN USABILITY FOCUS GROUP 
(Post) 

Not Important - 0 
Important - 2 

Very Important – 3 

INTEREST IN PARTICIPATING IN ROUTINE USABILITY 
TEST (Post) 

 
YES- 7 
NO - 1 

 
Participants (Total 14) 

- 8 Norco College Students ( 7 continuing and 1 new) 
- 3 Norco College Representatives  
- 2 Moreno Valley College Representatives 
- 1 Riverside City College Representative 

 
Methods 
Students participated in a 2 hour usability test using five common scenarios. With each scenario, a student volunteer 
performed a “test drive” using only the services available on Web Advisor as the remaining students evaluated the process. 
After the completion of each scenario, the “test driver” was asked to comment on the process leading to a discussion. 
Facilitators analyzed the test drivers’ level of ease and efficiency in completing tasks on Web Advisor. Each facilitator was 
charged to note immediate reactions and comments for additional discussion.  The scenarios were: 
 

1. You have submitted an application to Norco College and completed the necessary requirements to enroll. It is one 
month before the start of the term and you’ve started to wonder when you can register for classes. What steps would 
you take?     

2. You have not paid for your courses and the deadline to pay is in two days before you are dropped. To avoid being 
dropped from your courses, what steps would you take? 

3. You need a three unit course to be a full-time student at Norco College and maintain health care eligibility. You work 
part-time at TGIFriday’s and can only go to school on Monday, Wednesday, or Friday between the hours of 8:00 a.m. 
and noon. What steps would you take? 

4.  You have just purchased a car and noticed that parking permits are being enforced on campus. How would you 
avoid a parking citation?  

5. You just realized that 9 units for the Summer term are too many in 8 weeks.  You’ve considered the option to drop, 
but would also like to get your refund. What steps would you take?  

 
RECOMMENDATION: 
The usability/focus group session began with an error message. Web Advisor was inoperable for approximately 10 minutes. 
The utilization of scenarios in place of directing tasks allowed facilitators to witness the methods used by students to navigate 
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through Web Advisor. For the most part, students found Web Advisor to be efficient and rated the system as “fairly user 
friendly”. The discussions following each scenario were most valuable in obtaining our student’s expectations of Web Advisor.   
 

- When asked why participation was important, students replied: 
o Web Advisor could use some improvements to make it easier to add/drop classes, pay fees, etc… 
o Narrowed and simplified what we thought was necessary and make Web Advisor more accessible. 
o It is an important topic that affects us all. 
o My opinion is heard, finding ways to make things better. 
o A lot of ideas were brought up for improvement. 
o To become more familiar with the ‘in’s and out’s’ of what might needed to be improved. 

 
- When asked to explain major concerns with online registration, students replied: 

o My concerns, suggestions, and areas of improvement have been discussed in the focus group. 
o My biggest concern is that it lags on registration days. 
o Sometimes it too busy too, or its temporary down. 
o Suggest to use a different program rather than Web Advisor (ie. Oracle, Peoplesoft enterprise). 
o Finding deadlines for drops and refunds is confusing. 
o It’s self explanatory. 
o I feel that Norco College can better improve its clarity of what important sections that needs to be thoroughly 

explained. 
 
Students were most concerned about access to Web Advisor and requested answers pertaining to the frequent system failure. 
They were quickly informed that addressing issues of network connectivity was not the charge of the focus group. With each 
application/screen, students collaboratively discussed and addressed areas of improvement to simplify and consolidate the 
function of applications on Web Advisor.  
 
Students and facilitators accomplished to modify six applications/screens on Web Advisor, listed below: 
 
1.  CHECK MY REGISTRATION DATE/HOLDS 
Students believe that the drop for nonpayment notice is important to use as a blanket statement on the Main Menu page.  
Unanimously, students noted that the information pertaining to Registration Dates should be in larger font.  
 
Delete and insert on the Main Menu 

• Deadlines to drop for nonpayment are being enforced. To see payment deadlines go to www.rcc.edu, click 
STUDENTS then click on the FEES option located on the right side of the page. 

 
Use larger font and bold text 

• Registration dates are available 1 – 2 months before the term begins. To check registration date availability for an 
upcoming term click here. If you do not have a registration date by this time, it may be because you do not have a 
current application file with RCC. 

 
2. MAIN MENU 

Students felt it is pertinent to blanket the verbiage pertaining to drop for non-payment at the Main Menu where it is readily 
available before proceeding to enroll. Consolidate the main menu by adding sub-menu options.  By selecting one of the sub-
menu options, students will be directed to certain functions alone.   
 
3. SEARCH/REGISTER FOR SECTIONS 

Students reported that the search and register field works best when minimizing the use of options.  Special Program, Starting 
On/After Date, Ending by Date, and Course Title Key Words are features that students unanimously voted to delete. Many 
students would rather see the location option as a required field with an option to select multiple colleges such as populating 
courses in Norco and Moreno Valley alone without listed courses from Riverside. Students also want to add drop down 
features to list Course Methods (late start, online, hybrid) and Units.   

Delete 
• Special Program Drop down option 
• Starting On/After Date  
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• Ending by Date 
• Course Title Key Words 

Relocate/modify 
• The Location option should be moved to where “term” is located and make it a required field 

 
Add 

• Select college(s) check box  
o The check box must be a required field 
o Students would like to be able to select one or more colleges to narrow search criteria 

• “Course Method” 
o An optional field with a drop down menu that allows students to narrow search to include ONLINE COURSES, 

LATE START, HYBRID only 
• “Units” 

o An optional field with a drop down menu that allows students to narrow search by specifying the number of units 
of courses 

o The drop down options should include options such as 1, 2, 3, 4, or 5.  
 

4. PURCHASE PARKING PERMIT 
Many students were not aware of the $3.00 optional fee and as a courtesy, staff members in Admissions and Records offered 
to include the verbiage in red. Once students are directed to the Credentials website, many voiced concerns of the website 
being convoluted and busy. Students felt that information pertaining to citations and grace period should be included in Web 
Advisor instead of the Credentials Website.   

Add 
o In order to waive the shipping and handling fee of $3.00, you must order online using a campus 

computer and choose the pay in person option. 
o Parking Services does not issue tickets for vehicles parked in student spaces for the first two weeks 

of the Fall/Spring terms and the first week of Summer term. 
 

5. MY CLASS SCHEDULE 
Before accessing “My Class Schedule,” students must select term and class status. While students were quick to select 
specific term, the selections available for class status resonated similarly to one another causing a slight confusion to the 
available selections. Students needed to have a second glance at the selections although many knew the difference between 
the two. Students suggested modifying the available selections.   

 
Modify  

o “All Class Activity” to “Term Activity” 
o “Active Classes Only” to “Current Schedule” 

 
6. MY CLASS SCHEDULE RESULTS 

After selecting term and class status, My Class Schedule Results provides a detailed view of particular courses. Students 
commented on the importance of the written verbiage on this page, but felt that parking and photo ID information should not be 
included in this page.  
 

Delete 
- Parking permits will be mailed before the term begins or 5 days after payment once the term has begun (weekends 

and holidays excepted). If needed you may pick up a temporary permit at any Admissions and Records Office or pay 
at metered parking until your permit arrives in the mail.  

- Students can get their photo ID at Admissions and Records.  
 
When selecting Current Schedule (aka Active Classes Only) from My Class Schedule, students want to see important dates 
included in their class schedule without having to request it at Admissions and Records. The group identified areas that could 
potentially be consolidated and removed such as the columns labeled Status, Status Date, and Start Date. 
 

Delete Columns  
- The Status column would not be necessary if students select Current Schedule as it is implied that all listed courses 

are courses that student is currently enrolled. 
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- The Status Date would not be necessary if students select Current Schedule, although it should be kept as part of the 
columns listed under Term Activity.    

- Start Date should be removed as it is also listed under the course meeting information.  
 

Add Columns 
- Course refund date, Deadline to drop without W, and Deadline to drop with W 

 
 
RESULTS: 
In May 2010, Information Services completed several changes to Web Advisor based on recommendations made by Norco 
College students. Along with feedback from members of Admissions and Records from three colleges, several Web Advisor 
screens were modified while others remained static. Updates pertaining to the Web Advisor screens addressed by student 
participants of the Usability/Focus Group are listed below:  

 
- Check my Registration Date/Hold  

o Deadline to drop for non-payment was included in red and information on registration dates were enlarged. 
 

- Main Menu 
o Due to programming concerns addressed by Information Services, the Main Menu screen was not changed. 

The information regarding the drop for non-payment was included in Account Summary by Term.  
 

- Search/Register for Sections 
o The drop down menu for college location was included, moved to the top of the screen, and is currently a 

mandatory field. The “Special Programs” drop down menu includes Online Courses as an option. The drop 
down menu labeled “Units” was not included.   

 
- Purchase Parking Permit 

o The “Purchase Parking” screen now includes information pertaining to the $3.00 transaction fee as well as 
the parking “grace period”. 

 
- My Class Schedule 

o No change was made although discussion took place at the meeting with Admissions & Records and 
Information Services meeting.  

 
- My Class Schedule Results 

o Information on student email was included, but no major programming change was made.  
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II. Area Needs Assessment  
 
1. Staffing Profile (Please indicate the number in terms of FTE. In other words a full time staff 
person is a 1, and half time person is a .5) Five-Year Program Staffing Profile with Anticipated 
Needs 

 

 

Position 

Staffing Levels for Each of the Previous 
6 Years 

Anticipated total 
staff needed 

 
2005 

 
2006 

 
2007 

 
2008 

 
2009 

 
2010 

 2010-
2011 

 

2011-2012 
 

Administration    1 1 1  1 1 
Classified Staff FT 4 4 4 4 3 3  5 5 
Classified Staff PT    1 1 1  5 5 
Confidential Staff FT          
Hourly Staff 6 8 10 10 12 9  0 0 
Student Workers     6 5  5 5 
Faculty Reassigned FTE 
Full time 

         

Faculty Reassigned FTE 
Part time 

         

Total Full Time 
Equivalent Staff 

6 6.5 7.3 8.8 8.8 8.2  11 11 

 
a. Has the workload of your unit increased in recent years?   

Yes, Admissions and Records at Norco College have quickly decentralized many of its functions from the 
Riverside Campus over the last three years to include the following services: 
- Maintenance of all Norco College records  
- Official Transcript Printing of batch and “Rush” processes 
- Printing of student Enrollment Verifications 
- Ordering of Department Supplies 
- Online application access and trouble shooting 
- Merging of duplicate records 
- Researching of Extenuating Circumstances Petitions (ECP) 
- Answering emails from admissionsnorco@rcc.edu 
- Maintenance of all payroll checks for the campus  
- Facilitating requests for mass student emails from Norco College constituents 
- Development and oversight of Veterans Services 
 
Future Plans: 
- Admission application uploads 
- Maintenance of A&R information on the website  

 
b. Has technology made it possible to do more work with the same staff?  Or, has technology increased your 

work load (adding web features which need updating for example)? 
 
- Yes, in several cases the use of technology has allowed the department to increase productivity with 

the same number of staff; however, there are additional duties that are technical in nature and would 
be ideal to isolate to one dedicated staff. 
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c. Does the workload have significant peaks and valleys during the fiscal year?  If so, describe. 
- Yes, the operation in Admissions and Records is generally very heavy at approximately three weeks 

before and three weeks after the start of each term. With limited staffing in the department, peak 
registration times are reserved for student contact such as enrollment concerns. At the end of peak 
registration times, staff members continue with duties that were placed on hold as a result of peak 
registration times. (Please see a list of over-the-counter services performed at Admissions and 
Records in Section I.6) 
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Unit Name:  Admissions & Records  
2. Staff Needs  

NEW OR REPLACEMENT STAFF (Administrative, Faculty, or Classified)  

List Staff Positions Needed for Academic Year______2010-2011__ 
Please be as specific and as brief as possible when offering a reason.  Place titles on list in order (rank) or 

importance. 

Annual TCP*  
TCP for employee 

 
 

1. Admissions and Records Operations Assistant- Permanent Part Time 
Reason: Due to the technical duties in Admissions & Records, permanent part-time clerical employees are required for the 
department to continue serving the Norco College population.   

Classified 
Grade C 
$17,117.00 

2. Admissions and Records Operations Assistant- Permanent Part Time 
Reason: Due to the technical duties in Admissions & Records, permanent part-time clerical employees are required for the 
department to continue serving the Norco College population.   

Classified 
Grade C 
$17,117.00 

3. Admissions and Records Operations Assistant- Permanent Part Time 
Reason: Due to the technical duties in Admissions & Records, permanent part-time clerical employees are required for the 
department to continue serving the Norco College population.   

Classified 
Grade C 
$17,117.00 

4. Application Support Technician (AST) 
Reason: An AST (currently 1 district-wide in RIV) will be able to address technical issues with online services as well as change 
existing manual processes to programmed processes i.e. JFK pre-registration and extracting quantitative data for reporting needs at 
the campus level.  

Classified 
Grade N 
$82,958.00 

5. Veterans Services Specialist  
Reason: To allow greater accessibility for Veterans at the Norco Campus while expanding personnel at Admissions & Records in 
anticipation of the certification process.   

Classified 
Grade N 
$82,958.00 

6. Assistant Cashier Clerk- Permanent Part Time  
Reason: Norco Campus does not have a Cashier. A&R staff currently facilitates the Cashiering process at Norco. 

Classified 
Grade G 
$19,961.00 

7. Assistant Cashier Clerk- Permanent Part Time 
Reason: Norco Campus does not have a Cashier. A&R staff currently facilitates the Cashiering process at Norco. 

Classified 
Grade G 
$19,961.00 
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Unit Name:  Admissions & Records 
3. Equipment (excluding technology) Needs Not Covered by Current Budget 
 

List Equipment or Equipment Repair Needed for Academic Year 2010-2011 
Please list/summarize the needs of your unit on your campus below.  Please be 

as specific and as brief as possible.  Place items on list in order (rank) or 
importance. 

Annual TCO*  
 

Cost per 
item 

 
 Number 
Requested 

Total Cost of Request 

1.  
Reason:  

 
 

 
 

 
 

2.  
Reason:  

 
 

 
 

 
 

3. 
Reason: 

   

4. 
Reason: 

   

5. 
Reason: 

   

6.   
Reason: 

   

* TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain accurate 
cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are linked to a position 
please be sure to mention that linkage.  
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Unit Name:  Admissions & Records 
 
 
4. Technology++ Needs Not Covered by Current Budget: 2010-2011 
 NOTE:   Technology; excludes software, network infrastructure, furniture, and consumables (toner, cartridges, etc) 
 
Submitted by: Mark DeAsis Title: Student Services Supervisor 

  
Phone: 951-372-7014 
 

 
             Annual TCO*  

Priority EQUIPMENT REQUESTED 
New (N) or 
Replacem
ent (R)? 

Program: 
New (N) or 
Continuing 

(C) ? 

Location 
(i.e Office, 
Classroom

, etc.) 

Is there 
existing 

Infrastructure
? 

How many 
users 

served? 

Has it been 
repaired 

frequently? Cost per 
item 

 
Number 

Requested 
Total Cost of 

Request 
1. 
Usage / 
Justification 

Colored Printer (HP Office 
jet Pro 8500 – item# 825740) 
Signage, flyers, and handouts that must be 
printed in color. 

N C Office Y 12 N $310.87 1 $310.87 

2. 
Usage / 
Justification   

      
   

3. 
Usage / 
Justification 

 
            

 
   

   

4. 
Usage / 
Justification 

  
           

  
  

   

5. 
Usage / 
Justification 

  
              

   

• TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain 
accurate cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are 
linked to a position please be sure to mention that linkage.  

• ++Technology is (1) equipment that attaches to a computer, or (2) a computer is needed to drive the equipment. 
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Unit Name:  Admissions & Records  
5. Facilities Needs Not Covered by Current Building or Remodeling Projects*  

 
 

List Facility Needs for Academic Year 2010-2011 
(Remodels, Renovations or added new facilities)  Place items on list in order (rank) or 

importance. 

Annual TCO*  
 

Total Cost of Request 

1. Office for Admission and Records Supervisor 
Reason: Confidential area for student discussion, staff evaluation, and general planning is necessary. SSV office is 
currently located in the Cashier’s Office and shared with SSV Technician and an operating Cashier. 

 
Possible secondary effects of Student 

Success Building 
 

 
2. Record Retention Room 
Reason: Need to provide a confidential area for management of class I, II, III documents as well as imaging location. 
Records are currently located in SSV hallway and scanner is located at the counter.   
 

 
Possible secondary effects of Student 

Success Building 
 

 3. Cashier’s Office Payment Window and Expansion 
Reason: ADA compliance and expansion from a single to multiple pay windows will accommodate increasing and 
efficient services in the Cashier’s Office. 

 
Possible secondary effects of Student 

Success Building 
 

4. Front Counter Renovation 
Reason: Additional counters are necessary to facilitate student assistance. Counter height create difficulty for students 
with disabilities.  

 
Possible secondary effects of Student 

Success Building 
 

5.Veterans Office and Center 
Reason: The increasing number of Veterans will need a separate area for enrollment and workshops.  

 
Possible secondary effects of Student 

Success Building 
 

 
*Please speak with your campus Business Officer to obtain accurate cost estimates and to learn if the facilities you need are already in the 
planning stages.   
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Unit Name:  Admissions & Records  

6. Professional or Organizational Development Needs Not Covered by Current Budget* 
 

List Professional Development Needs for Academic Year 2010-2011.  Reasons 
might include in response to AUO assessment findings or the need to update skills.  Please be as 
specific and as brief as possible.  Some items may not have a cost per se, but reflect the need to 

spend current staff time differently.   Place items on list in order (rank) or importance. 

Annual TCO*  
 

Cost per 
item 

 
 Number 
Requested 

Total Cost of Request 

1. CACCRAO CA Assoc. of College Registrars & Admissions Officer  
Reason: Legislative updates, budgetary issues, trends in technology, FERPA updates, Title 5 
regulatory changes, training opportunities, and best practices in the Offices of Admissions & 
Records in CA.  

 
$1,095.00 
 

 

 
2 

 
$2,190.00 

 

2. DUG- Datatel Users’ Group 
Reason:  Datatel utility, technical training opportunities, and obtaining best practices from other 
higher educational institutions in the nation utilizing Datatel.  

 
$2,508.00 

 
1 

 
$2,508.00 
 

3. AACRAO Amer. Assoc. of College Registrars & Adm. Officer 
Reason: Admissions & Records’ regulations, changes, and processes highlighted at the Nat’l level.  

 
$2,800.00 

 
1 

 
$2,800.00 

4. WAVES- Veteran Services 
Reason: Information on Veteran services emphasizing in policies in higher education in CA 

 
$1,900.00 

 
2 

 
$3,800.00 

5. 
Reason: 

   

6.   
Reason: 

   

 
*It is recommended that you speak with Human Resources or the Management Association to see if your request can be met with current budget.   
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Unit Name:  Admissions & Records 
7. OTHER NEEDS not covered by current budget 

 

List Other Needs for Academic Year___2010-2011_______ 
Please list/summarize the needs of your unit on your campus below.  Please be as 
specific and as brief as possible.  Not all needs will have a cost, but may require a 
reallocation of current staff time.  Place items on list in order (rank) or importance. 

Annual TCO*  
 

Cost per 
item 

 
 Number 
Requested 

Total Cost of Request 

1.  Increase budget for Veterans Services 
Reason: Annual budget in A&R should be increased with the addition of Veterans’ Services. Increase in 
budget will cover office supplies and training sessions to maintain updated with changes in VA policies.  

 
$1,500 
 

 

 
    1 

 
$1,500.00 

 

2.  Annual Membership Association Fees  
Reason: Conference memberships for CACCRAO, DUG, AACRAO, & WAVES for Norco College.  

 
$701.00 

 
   1 
 

 
$701.00 
 

3. 
Reason: 

   

4. 
Reason: 

   

5. 
Reason: 

   

6.   
Reason: 

   

 
 
 
 
 

26



Student Services Area:  Assessment Center 
 

Prepared by: Sharon D. Drake 
 

Academic Year: 2009-2010 
 
I. Student Services Area Overview 
 
1. Mission 
The Norco Assessment Center strives to provide fair and equitable testing 
services for students in a quiet student centered environment. 
 
2. Philosophy Statement 
Initial Assessment Testing is a vital first step in the Matriculation process geared 
towards student success.  The Assessment Center is professionally and 
proactively dedicated to providing testing, advisement, and recommendations 
that accurately reflect demonstrated skills and abilities during the testing process. 
 
3. Staffing Level 
1 FT Assessment Specialist 
1 Hourly Office Assistant 
3 Federal Work Student workers 
 
4. Summary 

• The Assessment Center is responsible for offering testing opportunities to 
all students. 

• The Assessment Center provides one or more required Assessment Tests 
for the following populations:  All first-time college students, High School 
Concurrent Admissions students, some returning and continuing students, 
and some students transferring to RCCD from other colleges. 

    
5. Objectives 
1.  As the district makes the transition to three colleges, continue communication 
and collaboration with Assessment Specialists at Moreno Valley and Riverside 
City Colleges to ensure consistency of services and compliance with Federal, 
State and district regulations. 
 
2.  Increase testing offered to the local feeder high schools in an effort to alleviate 
high volume traffic during the summer.  

 
3.  Increase the number of students who review or take English, Math and 
Reading practice tests before they take the college assessment test. 
 
4.  Facilitate student progress through the matriculation process (i.e. 
assessment, orientation, and counseling- A.O.C.) 
 
5.  Incorporate registration assistance from admissions into ESL One-Stop 
testing sessions that already include testing/orientation. 
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6. Strengths 
 
1.   Effective collaboration with other departments to ensure smooth student 
access to the Assessment Center. 
 
2. To optimize use of the Assessment Center during non-testing day other 
departments utilize the Center for other uses including, but not limited to,   ESL 
1-Stops, Financial Aid workshops, and  Career Transfer Eureka presentations. 
 
3. Maintained Assessment testing schedule with reduced hourly staff and 
efficiently utilized Federal Work Study Student workers to facilitate the 
Assessment Center operations. 
 
4. Unlike our Sister Colleges, Norco College Assessment Center offers 
appointment sessions creating a more student friendly Assessment process.  
This has improved hallway traffic flow that previously impacted the nearby 
cubical offices and adjacent stairwell. 
 
5.  The Assessment Center processed the Norco Student Education plans in 
datatel to ensure timely MIS reporting.  
 
6.  This spring term, updated software and hardware were installed in the 
Assessment Center.    
        
 
7. Improvement Areas   
  
• Based upon increased students served by Norco College, there is a need for 

more assistance and facility space to aid in administering tests to all 1st Time 
College students. 

 
•  Reception area needed to eliminate hazards associated with students  

standing at Assessment Center doorway blocking hallway traffic to check in 
for testing, or while asking general questions. 

  
• The Assessment Center needs an additional room to allow for the center to 

be open for Accuplacer testing as well as the PTESL or Spanish testing at the 
same time. 

 
• The Assessment Specialist needs desk area to be partitioned to allow for 

privacy to assist students. 
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8. Students Served 
 
Norco College serves all incoming students needing assessment to matriculate. 
These could be basic skills, transfer, certificated, or students wanting to obtain a 
vocational, non-vocational or area of emphasis Associate Degree.  Our students 
may come from Riverside, Orange, San Bernardino and San Diego Counties.  
  
The results below show all students tested at the Norco College Assessment 
Center.  This includes all testing; all Accuplacer Sessions, High School 
Concurrent Admissions,  PTESL, Spanish Placement Test, Math Competency, 
and California Chemistry Diagnostic Test. 
     
 
 

Students Served 
Unduplicated Head Count 

2007-2008 2008-2009 2009-2010* 
Difference 
08/09-09/10 Increase 

   4162 4407  4705     298     6.87% 
     

*up to 6/9/2010
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9.   Report on 2008-2009 Assessment Plan for Student Services Area:  Assessment Center 
 

 Mission Statement: The Norco Assessment Center strives to provide fair and equitable testing services for Students in a quiet student centered 
environment. 

 Objective Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Student 
Service 

Goal/Campus 
Goal/District 

Initiative 

Assessment Criteria 
(Specify Target 

Performance Level) 

Assessment 
Measure  

 Completion 
(or anticipate 
completion)/ 

Findings 

Improvement 
Recommendations 

(next step) 

 
1. 

Norco 
Assessment 
Will increase the 
number of HS 
Seniors testing at 
the local feeder 
High Schools 

SAO:  Norco Assessment 
will increase the number of 
high school students who 
take the assessment test 
during their senior year, 
by testing at Norco College 
Campus. 

RCCD Student Services 
Goals # 2,7 
 
Norco Master Plan 
Goal # 3 

10% increase in the 
number of seniors assessed 
while in high school as 
compared to the previous 
year. 

Track using 
student lists 
obtained from 
each high 
school. Score 
lists created to 
track #’s 

Actual 
Results=24% 
Increase; 
Achieved goal and 
exceed by 14% 

Goal is met. 
Continue to offer 
Assessment Testing to 
High School Seniors 
during their spring term. 
The Assessment Center 
will continue to offer 
more afternoon sessions 
in the Spring term to 
allow greater 
opportunities for 
incoming HS Seniors to 
complete testing. 

 
2. 

Norco 
Assessment will 
continue to 
increase the 
number of 
students who 
enroll in ESL 
courses after 
completing  ESL  
1-Stop Test  and 
Orientation 
session 

SAO: Students attending 
ESL One-Stop will learn 
how to enroll in 
appropriate courses as 
measured by increased 
enrollment in ESL courses. 

RCCD Student Services 
Goals #2,7 
Norco Master Plan Goal 
#1, #3 

Increase number of 
students enrolling into 
classes by 10%.  
(70 % of 269 completed 
Orientation – 44 % of 187 
Enrolled into ESL courses) 
 

District 
Assessment data 
for Norco-using 
Datatel system. 

Actual Results= 
Students tested 
increase of 8.5%. 
Students completed 
orientation 
decreased by 12%. 
Students registered 
into ESL classes 
decreased by 19% 
from previous year. 
 
 

Continue to offer ESL 
testing to High Schools. 
Unable to accommodate 
all high schools this year. 
Continue to expand 
offering  ESL testing  
to Adult learners. 
Need for Admissions 
Assistance during 
Orientation sessions to 
register students for 
courses. 

4.  Briefly describe how your area used your 2008-2009 outcomes data to make programmatic modifications. Select one or more of your 
outcomes in your 2008-2009 Assessment Plan to describe.  
 1) As a result of the data obtained last year, the number of afternoon sessions were increased to allow for greater access for HS seniors to complete testing in the Spring term.  This 
change is expected to alleviate high volume testing in the summer. 
2)  As a result of findings, we were hoping to increase Admissions assistance in ESL One-Stops; however, staffing restrictions prevented this recommendation to be implemented in 2009-
2010.  Integrating registration assistance into the ESL One-Stop sessions is still a recommendation to be implemented at a time staffing is available. 
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10.  2009-2010 Assessment Plan for Student Services Area: Assessment Center 

  Mission Statement:  The Norco Assessment Center strives to provide fair and equitable testing services for Students in a quiet student centered environment. 
  Objective Student 

Learning 
Outcome 

(SLO) 
or 

Service Area 
Outcome 

(SAO) 

Linked to 
Student Service 
Goal/Campus 
Goal/District 

Initiative 

Assessment Criteria 
(Specify Target 

Performance Level) 

Assessment Measure   Completion (or 
anticipate 

completion)/ 
Findings 

Improvement 
Recommendations 

(next step) 

  
1. 
  

 
#2 
Increase testing 
offered to the local 
feeder high schools 
in an effort to 
alleviate high 
volume traffic 
during the 
summer.  

 
 

SAO:  Norco 
Assessment will 
increase the 
number of HS 
students who take 
the assessment test 
during the spring 
term of their senior 
year. 

Norco College 
Student Services 
Goals # 2,3,5 
 
 
 
Norco Master Plan 
Goal #3 

10% increase in the number 
of students who assess 
while in high school as 
compared to the previous 
year. 
 
2009 – 439 
2010 – 483 
 

 Track using student lists 
obtained from each high 
school. 
Score lists created to track 
number of HS students 
completing assessment. 

Completion 
Date:  June 2010. 
 
-Actual Results: 
19% increase from 
last  year – 85 more 
HS students assessed. 
 
-Set goal was to reach 
483; surpassed as 524 
HS 
seniors completed 
assessment. 
  

Goal is met.  Continue to 
offer Assessment Testing 
to HS Seniors during the 
spring term.  The 
Assessment Center will 
continue to offer more 
afternoon sessions. In the 
Spring term, allow greater 
opportunities for incoming 
HS seniors to complete 
testing in an effort to 
alleviate high volume 
traffic in the summer. 
  

  
2. 

 
#5 
Incorporate 
registration 
assistance from 
admissions into 
ESL One-Stop 
testing sessions 
that already include 
testing/orientation. 
 
 
 
 

SLO:  ESL 
students attending 
one-stop 
test/orientation 
sessions will learn 
how to enroll in 
ESL courses. 

Norco College 
Student Services 
Goals # 2,3,5,7 
 
Norco Master Plan  
#1, #3 

75% of the students who 
participate in the one-stop 
test/orientation session will 
register for ESL 
coursework. 

Use Datatel to track ESL 
students who tested to 
verify that they enrolled in 
ESL Courses. 

Completion Date:  
June 9, 2010 
 
-Actual Results: 
Students tested 
decreased.  Tested 
221 ESL students, 
108 attended ESL 
Orientation;  and 113 
students enrolled in 
ESL courses. 
 
- 48.9% of students 
completing the 
PTELS one-stop 
testing session 
registered in an ESL 
course in the Spring. 

 Goal not met. 
 
Unable to incorporate  
goal of one-stop 
registration due to lack of 
staffing.  As a result of 08-
09 findings it was 
recommended that 
admissions be included in 
ESL  
one-stop sessions. 
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* Details on following page 

  
3. 

 
#4 
Facilitate student 
progress through 
the matriculation 
process (i.e. 
assessment, 
orientation, and 
counseling- 
A.O.C.) 
 
 
 
 
 

SLO: Norco 
Assessment will 
provide students 
with “What’s Next” 
information sheet 
instructions to learn 
 how to complete 
AOC process for  
1st Time College 
Students. 

Norco College 
Student Services 
Goals # 2,3 
 
Norco Master Plan 
#3 

Benchmark Data: set initial 
goal at 75% 
Note:  2 sets of student 
groups selected as 
Orientation/Counseling 
changed to on-line format 
in Spring 2010. 

Completion of AOC 
tracked in datatel (XAOC) 
in July/Aug 2009 for fall 
2009 pre-enrollment group 
(AOC in face to face format 
only) Second group of 
student tracked were those 
who assessed in Dec./Jan 
for Spring 2010 pre-
enrollment group 
(Orientation/counseling in 
on-line format only) 
Note:  Both student groups 
were 1st time college 
students. 

-Completion Date:  
June 2010 
 
- 92.5% (1061 of 
1147 students) 
completed AOC for 
Fall 2009. 
 
- 80.2% (235 of 293 
students) completed 
AOC for Spring 
2010. 

Goal was met. 
 
Benchmark data was 
established when 
orientation/counseling 
shifted from a face-to-face 
to an online format. 
 
Assessment Center will 
continue to instruct 
students on how to 
complete the AOC 
process by use of the 
“What’s Next” learning 
material.    
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2009-2010 Assessment Plan Findings/Data Analysis & Improvement 
Recommendations  
 
 
SLO/SAO#1 
 
Findings/Data Analysis: 

• 09-10: 524 seniors assessed; there was a 19% (85 students) increase from the previous year. 
• 08-09: 439 seniors assessed; there was a 24% (104 students) increase from the previous year. 
• 07-08: 335 seniors assessed; there was a 4% (13 students) increase from the previous year. 
• 06-07: 322 seniors assessed; there was a 37% (118 students) increase from the previous year. 
• 05-06: 204 seniors assessed; no previous benchmark recorded. 

 
• 09-10 Results: Set target performance level: 10 % increase; actual outcome: 19% increase. 

Surpassed target goal by 9%.  
 
Improvement Recommendations: 

• Continue to offer senior testing at the college to attempt to alleviate high volume testing needed 
 in the summer term. 

• Work with high school counselors as early as January to establish at least 4 specific testing dates 
during evening hours for high school senior groups to take the assessment test at Norco College, 
thus creating a more accessible way to track senior groups. 

• During next Assessment cycle will track High School Full Test student flow by month. 
Track February through August to better assess the effectiveness of this practice. 
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SLO/SAO#2  
 
SLO/SAO #2: Students attending ESL One-Stop will learn how to enroll in appropriate 
courses as measured by increased enrollment in ESL courses. 
 
Findings/Data Analysis 

 
1. In Spring 2010, of the 221 students completing the PTESL one-stop testing, 113 students, 

48.9% of the one-stop participants, registered in an ESL course in the Spring term.  
2. From the Spring 2009 to Spring 2010, there was an 17.8% decrease of students who took the 

ESL test, a 42.2% decrease of students who completed the One-Stop Orientation, and a 36.1% 
increase in students who registered into ESL classes. 

 
 

Spring PTESL Participation (2007 – 2010) 
 

 * Spring 2007 ** Spring 2008 *** Spring 2009 Spring 2010 
PTESL One-Stop Testing  117 248 269 221 
PTESL One-Stop Orientation  98 212 187 108 
PTESL Student that 
Registered 48 102 83 113 

 

0

50

100

150

200

250

300

PTESL One-Stop
Testing

 PTESL One-
Stop Orientation

 PTESL Students
that Registered

* Spring 2007
** Spring 2008
*** Spring 2009
Spring 2010

 
 
 
    * Updated Data – Time Frame 01/23/07 – 06/18/07 (only 5 month period) 
  ** Data – Time Frame 06/19/07 – 06/18/08 
*** Data – Time Frame 06/19/09 – 06/25/09 
        Data – Time Frame 06/26/09 – 06/09/2010 

        
 

Improvement Recommendations:  #2 SLO 
Goal was not met.  Unable to incorporate goal of One-Stop registration due to lack of staffing. 
This recommendation was not implemented due to staffing restrictions.   
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SLO/SAO#3 
Norco Assessment will provide students with “What’s Next” information sheet instructions to learn 
how to complete AOC process for 1st Time College Students. 
 
Findings/Data Analysis 

 
1.   Fall 2009 AOC completion tracked for students completing assessment in July and August 
2009; orientation and counseling contacts offered in a face-to-face format: 
 a. 1147 students completed assessment (100% assessment completing rate) 

b. 1061 of the 1147 students completed face-to-face orientation (92.5% orientation    
    completion rate) 
c. 1066 of the 1147 students completed face-to-face counseling (92.9% counseling 
    completion rate) 
d. 92.5% (1061 of 1147 students) completed AOC for Fall 2009. 

 
2.  Spring 2010 AOC completion tracked for students completing assessment in December 2009 
and January 2010; orientation and counseling contacts offered in an online format: 
 a. 293 students completed assessment (100% assessment completing rate) 
 b. 246 of the 293 students completed online orientation (84.0% orientation completion  
     rate) 
 c. 235 of the 293 students completed online counseling (80.2% counseling completion  
     rate) 
 d. 80.2% (235 of 293 students) completed AOC for Spring 2010. 
 
AOC Completion – Fall 2009 and Spring 2010 
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The 75% goal for AOC completion was met for both the Fall 2009 and Spring 2010 Cohorts.  
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RECOMMENDATIONS 
 
Goal was met.  Benchmark data was established to assess the impact on AOC completion when 
the format shifted from a face-to-face to an online format.  Students completing assessment were 
instructed on how to complete the AOC requirement for new student matriculation.  While it is 
noted that AOC completion decreased by 12.3% when moving from a face-to-face to an online 
format, caution is warranted in making an assumption that the result is from moving to an online 
format.  Not only is the Spring cohort of students a significantly smaller sample than Fall, they 
also represent a slightly different population of students that traditionally start in the Fall.  As a 
result, it is recommended that the Assessment Center continue to teach students how to 
complete AOC through the “What’s Next” process and track similar cohorts of students for Fall 
2010 and Spring 2011 with a goal of 85% completion of AOC.  
 
II. Area Needs Assessment  
 

1. Staffing Profile (Please indicate the number in terms of FTE. In other words 
a full time staff person is a 1, and half time person is a .5) 

 

 

Position 

Staffing Levels for Each of the Previous 
Six Years 

Anticipated total staff 
needed 

 
2005 

 
2006 

 
2007 

 
2008 

 
2009 

 
2010 

 2010-2011 
 

2011-2012 
 

Administration 0 0 0 0 0 0  0 0 
Classified Staff FT 1 1 1 1 1 1  1 1 
Classified Staff PT 0 0 0 0 0 0  2 2 
Confidential Staff FT 0 0 0 0 0 0  0 0 
Hourly Staff 3 3 3 3 3 1  0 0 
Student Workers 1 0 0 0 0 3  3 3 
Faculty Reassigned FTE Full time 0 0 0 0 0 0  0 0 
Faculty Reassigned FTE Part time 0 0 0 0 0 0  0 0 
Total Full Time Equivalent 
Staff 

3.0 2.5 2.5 2.5 2.5 3.0  3.5 3.5 

 
 

09-10 Justification 
Classified Staff Permanent Part-Time 
Permanent Part-Time Counseling Clerks are needed to replace hourly assistants.  Counseling clerks 
are needed to assist in administering the placement tests, to process Student Educational Plans, test 
Concurrent Enrollment Admissions Program, students and collaborate with JFK to test students for 
required prerequisites.   The Norco Assessment Center has experienced an increase in these areas 
during the 2009-2010 year.  Overall testing has increased this year by 6%.  Testing of our local feed 
high schools has increased by 16% this past year.  The CNUSD has grown with 2 additional high 
school campuses that have needed to be included in our testing of high school seniors during the 
spring term. 
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Unit Name:Assessment Center                               
2. Staff Needs  

NEW OR REPLACEMENT STAFF (Administrative, Faculty, or Classified)  

List Staff Positions Needed for Academic Year  2010-2011 
Place titles on list in order (rank) or importance. 

Indicate (N) = 
New or (R) = 
Replacement 

Annual 
TCP* 

1. Counseling Clerk I (Permanent Part-Time)  
Reason:  Part-Time Counseling Clerk I is needed to assist in administering the placement tests.  This position will replace 
hourly office assistants.  
 

R 
(Classified) 

$17,657 

2.  Counseling Clerk I (Permanent Part-Time) 
Reason:  New Part-Time Counseling Clerk I is needed to assist Assessment Center.  The Norco Assessment Center has 
experienced an increase of 6% growth in high school senior testing alone.  

N 
(Classified) 

$17,657 

3.  
Reason: 

  

4.  
Reason: 
 

  

5.  
Reason: 
 

  

6.  
Reason: 
 

  

• TCP = “Total Cost of Position” for one year is the cost of an average salary plus benefits for an individual.  New positions (not replacement positions) 
also require space and equipment.  Please speak with your campus Business Officer to obtain accurate cost estimates.  Please be sure to add related 
office space, equipment and other needs for new positions to the appropriate form and mention the link to the position. 
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Unit Name:Assessment Center 
3. Equipment (excluding technology) Needs Not Covered by Current Budget 
 

List Equipment or Equipment Repair Needed for Academic Year 2010-2011 
Please list/summarize the needs of your unit on your campus below. Please be 

as specific and as brief as possible.  Place items on list in order (rank) or 
importance. 

Annual TCO*  
 

Cost per 
item 

 
 Number 
Requested 

Total Cost of Request 

1.  Urgent need for 25 chairs for computer stations/front check-in. 
Reason:  Replacement needed of original chairs from lab opening- 7/2001. 
Normal wear and tear over the course of constant use. 

 
 

25 Quote requested from 
HON company 

2.  
Reason:  

 
 

 
 

 
 

3. 
Reason: 

   

4. 
Reason: 

   

5. 
Reason: 

   

6.   
Reason: 

   

* TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain accurate 
cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are linked to a position 
please be sure to mention that linkage.  
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Unit Name: Assessment Center 
4. Technology++ Needs Not Covered by Current Budget:  
 NOTE:   Technology; excludes software, network infrastructure, furniture, and consumables (toner, cartridges, etc) 
 
Submitted by:  Title:  

  
Phone:  
 

  

Priority EQUIPMENT REQUESTED 
New (N) or 
Replacem
ent (R)? 

Program: 
New (N) or 
Continuing 

(C) ? 

Location 
(i.e Office, 
Classroom

, etc.) 

Is there 
existing 

Infrastructure
? 

How many 
users 

served? 

Has it been 
repaired 

frequently? Cost per 
item 

 
Number 

Requested 

Annual TCO* 
Total Cost of 

Request 
1. 
Usage / 
Justification 

  
 

         

2. 
Usage / 
Justification   

      
   

3. 
Usage / 
Justification 

 
            

 
   

   

4. 
Usage / 
Justification 

  
           

  
  

   

5. 
Usage / 
Justification 

  
              

   

• TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain 
accurate cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are 
linked to a position please be sure to mention that linkage.  

• ++Technology is (1) equipment that attaches to a computer, or (2) a computer is needed to drive the equipment. 
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Unit Name: Assessment Center 
5. Facilities Needs Not Covered by Current Building or Remodeling Projects*  

 
 

List Facility Needs for Academic Year ______________ 
(Remodels, Renovations or added new facilities)  Place items on list in order (rank) or 

importance. 

Annual TCO*  
 

Total Cost of Request 

1.                                              
Reason:  

 
 

 
2.  
Reason:  

 
 

3.  
Reason:  

 
 

4.  
Reason: 

 

 5. 
Reason: 

 
 

6. 
Reason: 

 

*Please speak with your campus Business Officer to obtain accurate cost estimates and to learn if the facilities you need are already in the planning stages.   
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Unit Name: Assessment Center 
6. Professional or Organizational Development Needs Not Covered by Current Budget 

 
List Professional Development Needs. Reasons might include in response to assessment 
findings or the need to update skills to comply with state, federal, professional 
organization requirements or the need to updates/skills/competencies. Please be as specific 
and as brief as possible. Some items may not have a cost, but reflect the need to spend 
current staff time differently.   Place items on list in order (rank) or importance. 

Cost per 
item 

 
  
Number 
Requested 

Total Cost of Request 

1. Attend Professional Conferences or Workshops-Assessment 
Reason:  CCCAA South Chapter & State Conferences.  To network and update 
Community College assessment practices for the State of California. 

$75.00- 
150.00 
 

2 $250.00 

2.  
Reason:   

   

3.  
Reason:  

   

4.  
Reason:  

   

5. 
Reason: 

   

6.   
Reason: 
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Unit Name: Assessment Center 
7. OTHER NEEDS not covered by current budget 

 

List Other Needs that you are certain do not fit elsewhere. 
Please be as specific and as brief as possible.  Not all needs will have a cost, but 
may require a reallocation of current staff time.  Place items on list in order (rank)  

or importance. 

Annual TCO*  
 

Cost per 
item 

 
 Number 
Requested 

Total Cost of Request 

1. Reason:  General Office Supplies- need budget to expand to meet needs.  
Current Budget covered general supplies.  Toner is needed for the 2 printers in the 
center. Paper needs have grown with the increase in testing.   

 
NA 

 
 

 
NA 

 
$1,000 

 

2. 
Reason: 

 
 

  
 
 

3. 
Reason: 

   

4. 
Reason: 

   

5. 
Reason: 

   

6.   
Reason: 

   

* TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain accurate 
cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are linked to a position 
please be sure to mention that linkage. 
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Student Services Area: Career & Transfer Center 
 

Prepared by: Natalie Aceves 
 

Academic Year: 2009-2010 
 
I. Student Services Area Overview 
 
1. Mission 
The Career & Transfer Center is dedicated to aiding students by providing them the 
recourses that will enhance academic success, ultimately leading to personal goals. The 
center shall maintain an open and welcoming environment that promotes and encourages 
career exploration, self-development and transfer opportunities. 
 
 
2. Philosophy Statement 
The Career & Transfer Center will motivate students towards setting their personal and 
educational goals; to encourage self-development in a respectful, positive and open-
minded surroundings; and to maintain an environment that is focused on students. 
 
3. Staffing Level 
1 FT Educational Advisor, 1 Classified Hourly Employee, 5 Federal Work Study Employees 
 
4. Summary 
• The Career & Transfer Center is responsible for assisting students in the 

understanding of career & transfer opportunities, the transfer process, policies and 
procedures. 

•  To encourage student efforts to obtain career and transfer goals. 
• To provide students with tools and resources that will enhances student’s ability to 

make decisions about future career and transfer goals. 
 
5. Objectives 
1.  The Career & Transfer Center will create awareness to Norco College students. 
2.  Increase the number of students that participate in Transfer Fairs. 
3.  Increase the number of students making appointments with university representatives  
     and/or obtaining representative contact information. 
4.  Assist students with understanding the transfer process, requirements, and   

responsibilities. 
5.  Help students understand and encourage career, research and exploration. 
 
6. Strengths 
1. The center maintains the most up to date CSU/UC articulation and certificate sheets 

used by counselors, students, and the general public. 
2. The center collaborated with the Norco College’s Honors Program to offer personal 

statement workshops; a beneficial workshop to students applying for UC transfer.  
3. The center has consistently seen an increase in the number of students that utilize the 

resources at the center (from 2007/2008 to 2008/2009 there was a 13% increase in the 
number of students assisted) 
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4. Approximately 642 student contacts (15% increase) were accounted for during the fall 
[Oct. 2009] transfer fair; approximately 557 contacts made in Oct. 2008. 

5.  Successfully utilizing social networking techniques to reach out and promote services 
to the Norco College student body.  

6. Participated in the implication of student online orientation/SEP; during spring 
enrollment, Norco completed 174 of the online student educational plans.  

 
7. Improvement Areas 
• The job duties of job placement need to be removed from under the educational 

advisor and given to an additional full-time or part-time permanent staff in order to 
provide students with the proper and deserved attention. 

 
 
 
 
 
 

*2009-2010 has had a significant drop in the number of jobs 
posted versus previous years do to the economy. Students continue to  

visit the center for resume assistance. 
 
• In order to keep up with technological advancements and to utilize anticipated space 

in the new center, additional and upgraded computers are needed in the Career & 
Transfer center to accommodate student needs. 

• In order to provide evening hours to students at the Norco College, and to provide 
consistency of availability to students, another permanent staff person is needed. 

 
 
 
 
8. Students Served 
The Career & Transfer Center serves current students interested in transferring to a four-
year university and students that are interested in researching career. As of May 2010, the 
Career & Transfer Center has served a total of 4,489 students since July 2009. 

Academic Year Students Utilizing 
Job Placement Services 

Number of Jobs posted 

2009-May 2010 341 546 
2008-2009 779 2060 
2007-2008 573 1081 
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9.   Report on 2008-2009 Assessment Plan for Student Services Area: Career & Transfer Center 
 

 Mission Statement: The Career & Transfer Center is dedicated to aiding students by providing them the resources that will enhance academic 
success, ultimately leading to personal goals. The center shall maintain an open and welcoming environment that promotes and encourages career 
exploration, self-development and transfer opportunities. 

 Objective Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Student 
Service Goal/Campus 

Goal/District 
Initiative 

Assessment 
Criteria (Specify 

Target 
Performance 

Level) 

Assessment 
Measure  

 Completion 
(or anticipate 
completion)/ 

Findings 

Improvement 
Recommendations 

(next step) 

 
1. 
 

 
 
I.5.1 
 
 
 

SAO: The Career & 
Transfer Center will 
increase the number of 
students that utilize career 
and transfer resources, 
through a variety of 
interventions. 

Student Services Goals #3-
provide comprehensive 
student support services to 
all RCCD students; #7-
provide a supportive, 
friendly and safe 
environment for students 
Master Plan Goal #1- increase 
student success. 

5% increase in the 
number of students 
that utilize 
career/transfer 
resources. 

Utilize the 
Career & 
Transfer Center 
sign-in sheet. 

 Increase of 
students that used 
the center. 
[08/09=2,892 
07/08= 2,601] 

-Goal is met 
-Continue to promote 
the centers’ services to 
students, staff and 
faculty. 

 
2. 

I.5.2 
 

SAO: The Career & 
Transfer Center will 
increase the number of 
students that participate in 
Transfer Fairs on Campus. 

Student Services Goals #3-
provide comprehensive 
student support services to 
all RCCD students; #7-
provide a supportive, 
friendly and safe 
environment for students 
Master Plan Goal #1- increase 
student success. 

5% increase in the 
number of student 
contacts that are made 
in the transfer fairs 
per academic year. 

Track student 
contacts with a 
count sheet at 
each rep. 
station. 

Fall 09 contacts: 
642 
 
[Fall 08 + Spring 
09 fair student 
contacts: 1,138] 

Spring 10 transfer fair 
has been cancelled. 
-Use Fall fair contacts 
as benchmark 

 
3. 

I.5.3 
 

SAO: The Career & 
Transfer Center will 
increase the number of 
students that make 
appointments with 
university representatives. 

Student Services Goals #3-
provide comprehensive 
student support services to 
all RCCD students; #7-
provide a supportive, 
friendly and safe 
environment for students 
Master Plan Goal #1- increase 
student success. 

5% increase in the 
number of students 
that make 
appointments with 
university 
representatives.  

Utilize the 
SARS Grid to 
track 
appointments 

39% increase 
appointments with 
university reps. 
Surpassed goal by 
34% 
[08/09=578 
07/08=413] 

-Goal is met. 
-Continue to promote 
rep dates to student, 
staff and faculty 
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4.  Briefly describe how your area used your 2008-2009 outcomes data to make programmatic modifications. Select one or more of your outcomes in 
your 2008-2009 Assessment Plan to describe.  
  
I.5.3:  Due to economic changes and university representative demands, in 2008-2009 there were 621 number of appointments made available to 
students; in 2009-2010 there were 504 number of appointments made available to students (18% decrease in the number of appointments available to 
students); as a result Goal was not met for 2009-2010.  
 
Due to the reduced number of visits, the center has provided and will continue to provide information workshops at least once a month, per counselor 
on the same days as their appointments. These modifications will ensure that students will be receiving opportunities for success, and that university 
representative schedules are accommodated and maximized to their fullest ability. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

46



 
10.   2009-2010 Assessment Plan for Student Services Area: Career & Transfer Center 

  Mission Statement:  The Career & Transfer Center is dedicated to aiding students by providing them the resources that will enhance academic success, 
ultimately leading to personal goals. The center shall maintain an open and welcoming environment that promotes and encourages career exploration, self-
development and transfer opportunities. 

  Objective Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Student 
Service Goal/Campus 

Goal/District 
Initiative 

Assessment 
Criteria (Specify 

Target 
Performance 

Level) 

Assessment 
Measure  

 Completion 
(or anticipate 
completion)/ 

Findings 

Improvement 
Recommendations 

(next step) 

  
1. 
  

I.5.1 SAO: The Career & 
Transfer Center will 
increase the number of 
students that utilize the 
Career & Transfer 
resources, through a 
variety of interventions. 

Student Services Goals #7-
provide a safe, supportive, 
friendly, & student-centered 
environment for diverse 
student population creating 
pathways designed for 
student success; #5-provide 
comprehensive outreach 
services to prospective and 
current students.  
Master Plan Goal #1- increase 
student success. 

5% increase in the 
number of students 
that utilize the career 
and transfer resources. 
 
 
7/09-5/10: 1,716 
08/09=: 2,892 
 

Utilize the Career 
& Transfer Center 
sign-in sheet. 

IP 
[July 2010 data 
collection & 
analysis will be 
come complete] 
 
 

-Based on preliminary 
data there may be a slight 
decrease in the number of 
students using the 
career/transfer services 
-The relocation of the 
career, transfer center to 
the student success center 
will aid in increasing 
center usage. 

2. I.5.2 SAO: The Career & 
Transfer Center will 
increase the number of 
students that participate in 
Fall Transfer Fairs. 

Student Services Goals #7-
provide a safe, supportive, 
friendly, & student-centered 
environment for diverse 
student population creating 
pathways designed for 
student success; #5-provide 
comprehensive outreach 
services to prospective and 
current students.   
Master Plan Goal #1- increase 
student success. 

5% increase in the 
number of students 
that participate in the 
Fall transfer fairs.  
 
Fall 2009: 642 
Fall 2008: 557 
[no previous 
benchmark] 

Track student 
contacts with a 
count sheets at 
each rep. station. 

15% increase in 
students contacts 
made in 2009. 
 
 

-Goal is met 
-Continue to utilize count 
sheet to track student 
contacts 
-Continue to promote 
transfer fairs to students, 
staff and faculty. 
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* Details on following page 

  
3. 

I.5.3 SAO: The Career & 
Transfer Center will 
increase the number or 
students that make 
appointments with 
university representatives. 

Student Services Goals #7-
provide a safe, supportive, 
friendly, & student-centered 
environment for diverse 
student population creating 
pathways designed for 
student success; #5-provide 
comprehensive outreach 
services to prospective and 
current students. Master Plan 
Goal #1- increase student 
success. 

5% increase in the 
number of students 
that make 
appointments with 
university reps. 

Utilize SARS grid 
to track 
appointments 
made. 

IP 
[July 2010 date 
collection will be 
complete] 
 
[Data to date: 
7/09-5/10: 432 
08/09: 578] 

-Based on preliminary 
data there may be a slight 
decrease in the number of 
students making 
appointments.  
-Continue to utilize SARS 
to track number of 
appointments. 
-Continue to promote 
reps. to students, staff and 
faculty. 

  
4. 

I.5.4 SLO: Students that 
participate in transfer 
workshops/university rep 
appointments will 
enhance their knowledge 
of the transfer process. 

Student Services Goals #7-
provide a safe, supportive, 
friendly, & student-centered 
environment for diverse 
student population creating 
pathways designed for 
student success; #5-provide 
comprehensive outreach 
services to prospective and 
current students. Master Plan 
Goal #1- increase student 
success. 

5% increase in the 
number of students 
that understand the 
transfer 
process/requirements 
after receiving transfer 
advisement. 

Track student 
knowledge with 
pre and post 
evaluations 

As of 11/23/09: 
-Appointments 
made: 273 
-Students showed 
for appointments: 
206 
Evaluations 
completed: 69 
 
-Students self-
reported an 
increase in transfer 
knowledge by 
39.6% from the pre 
to post survey. 
 

-Goal is met. 
 
This evaluation will 
continue once the transfer 
center has moved to the 
Student Success Bldg. 
[Fall 2010] 

5. I.5.5 SLO: Students that 
receive assistance from 
the Career & Transfer 
Center with assist.org, 
will learn their transfer 
requirements per their 
major. 

Student Services Goals #7-
provide a safe, supportive, 
friendly, & student-centered 
environment for diverse 
student population creating 
pathways designed for 
student success; #5-provide 
comprehensive outreach 
services to prospective and 
current students. Master Plan 
Goal #1- increase student 
success. 

5 % increase in the 
number of students 
that understand the 
transfer requirements 
after receiving 
assistance with online 
resources. 

Utilize post 
assessment sheets 
to measure 
learning. 

100% of students 
that received 
assistance 
understood their 
transfer 
requirements as it 
relates to their 
major 
  

-Goal is met. 
-Continue to utilize the 
post assessment sheets to 
measure learning 
outcomes during light 
traffic times. 
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2009- 2010 Assessment Plan Findings/Data Analysis & Improvement 
Recommendations  
 
SAO #1: The Career & Transfer Center will increase the number of students that 
utilize career/transfer services. 
 

Findings/Data Analysis 
• 7/09-5/10: 1,716 (students that have signed in for career/transfer 

purposes). Final finding for completes academic year will be recorded in 
July 2010. 

• 07/08-06/09: 2,892 students that signed in for career/ transfer purposes; 
there was an 11% increase from the previous year. 

• 07/07-06/08: 2,601 students that signed-in for career/transfer purposes; 
there was a 9.04% increase from the previous year. 

• 07/06-06/07: 2,176 students that signed-in for career/transfer purposes; no 
previous benchmark recorded. 

o These figures represent only those students who added their names 
to the sign-in sheet. Not all students assisted by the Career & 
Transfer staff are represented in the figures above as not all 
students signed-in. 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Improvement Recommendations 

• Continue to promote career and transfer services on campus, through 
student email and the RCCD website. 

• Begin to host information tables on campus to promote services offered in 
the Career & Transfer Center to students. 

 

 Students Utilizing Career/Transfer Resources 

 Academic Year (Month/Year) 
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SAO #2: The Career & Transfer Center will increase the number of students that 
participate in Fall Transfer Fairs 
 

Findings/Data Analysis 
• During the Fall 2009 Transfer Fair, each university representative was 

given a “count sheet” and was asked to make tally marks for each student 
that inquired about his or her institution.  

• The Career & Transfer Center staff collected the count sheets at the end of 
the fair. 

o There was a 15% increase in the number of students that 
participated from 2009 to 2008. 

o Fall 2009 Transfer Fair: 642 student contacts were made. 
o Fall 2008 Transfer Fair: 557 student contacts were made. 
o No previous benchmark recorded. 

 Many representatives noted that they were not able to mark 
all students that approached their table. The numbers 
presented are a rough count. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Improvement Recommendations 

• Continue to invite representatives from various universities to the fall 
transfer fairs. 

• Continue to utilize the tally mark system at fairs so that students will not 
be inconvenienced with having to sign in at every station they visit. 

• Continue to promote the event on campus, through student email, through 
the RCCD website, and the Center’s social networking site [twitter]. 

• When budget allows, spring fairs will be held on campus, as they are an 
area of critical outreach; historically, spring fairs bring 48 % to data. 

 Student Contacts Made at Fall Transfer Fairs 

 Semester Year (Transfer Fair) 
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SAO #3: The Career &Transfer Center will increase the number of students that 
make appointments with university representatives and/or obtaining representative 
contact information. 

 
Findings/Data Analysis 
 SARS Data: 

• 7/09-5/10: 432 scheduled appointments; 17.9% decrease from previous 
academic year. 

• 7/08-6/09: 526 scheduled appointments, 27.4% increase from the previous 
academic year. 

• 7/07-6/08: 413 scheduled appointments, 26.3%% increase from the 
previous year-full fiscal. 

• 7/06-06/07: 327 scheduled appointments; no previous benchmark 
recorded-full fiscal. 

 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Improvement Recommendations 

• Continue to monitor student appointments with SARS Grid. 
• Continue to promote representative appointments on campus, on the 

RCCD website through counselors and through student email. 
• Due to budget cuts at Cal State & UC institutions, representatives were 

forced to reduce their visit dates to Norco College. 

 Student Appointments with University Reps. 

 Academic Year (Month/Year) 
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SLO #4: Students that participate in transfer workshops and/or university rep. 
appointments will enhance their knowledge of the transfer process. 
 

Findings/Data Analysis 
• Pre and post evaluation sheets are given students before an appointment or 

workshop. 
• The Career &Transfer Center began administering the evaluations in late 

October 2008. 
o Not all evaluations are presented in the data because not all 

evaluations were returned to the Career &Transfer Center staff after 
appointments/workshops.  

• The distance between the Transfer Center staff and reps has made for 
inconsistent evaluations statistics. 

o Data from July 09-11/23/09 
 273 appointments made 
 206 showed for appointments 
 69 evaluations have been received 

• Students are not completing evaluations sheets; staff cannot monitor because 
of the distance (between reps and center) 

• Evaluations will resume once the center has moved into the students success 
building (Fall 2010) 

 
• PRE-ASSESSMENT FINDINGS shows the total number of students that 

marked the area that applied to their knowledge level before the 
appointment/workshop. 

o Based on the data collected, students generally have a low to moderate 
understanding of the transfer process, requirements and their major 
requirements.  
 

• POST-ASSESMENT FINDINGS shows the total number of students that 
marked the area that applied to their knowledge level after the 
appointment/workshop. 

o Based on the data collected students increased their knowledge of the 
transfer process, requirements and their major requirements. 
 

• PRE-ASSESSMENT AVERAGES shows two different groups: not enough 
to be successful and enough to be successful before the 
appointment/workshop. 

o The average is that 56.5% of students, pre-assessment, felt they did not 
know enough to be successful in transferring. 
 

• POST-ASSESSMENT AVERAGES shows the two different groups: not 
enough to be successful and enough to be successful. 

• An average of 83.1% felt that they knew enough to be successful in 
transferring. 
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Pre-Assessment Averages 
Not enough  to  be  

s ucces s fu l 

43.5% 56.5% 

Enough  to  be  
s ucces s fu l 

Not enough  to  be  
s ucces s fu l 

Enough  to  be  
s ucces s fu l 

83.1% 16.9% 

 

 
 
 
 
 

 
 

 

 
 
 
 
Improvement Recommendations 

• Cease pre/post evaluations  
o Continue to administer/evaluate the students’ transfer 

advisements/workshop sessions in fall 2010 
• The next step will be to administer a direct learning survey; ask specific 

questions (i.e: minimum units needed to transfer, application filing periods, 
etc.) to see if students fully understand the transfer process and requirements. 

 
 
 
 
 
 
 

Question Not at all 
(1) 

I know a little, but NOT 
enough to be successful 

(2) 

I know enough to 
be successful 

(3) 

I have a full 
understanding 

(4) 
1. How well do you 
understand the transfer 
process? 

 
7 

 
35 

 
20 

 
7 

2. How well do you 
understand the 
requirements to transfer? 

 
6 

 
28 

 
26 

 
9 

3. Are you familiar with 
the courses needed for 
your major? 

 
12 

 
29 

 
16 

 
12 

Question Not at all 
(1) 

I know a little, but NOT 
enough to be successful 

(2) 

I know enough to 
be successful 

(3) 

I have a full 
understanding 

(4) 
1. How well do you 
understand the transfer 
process? 

 
0 

 
8 

 
27 

 
34 

2. How well do you 
understand the 
requirements to transfer? 

 
2 

 
2 

 
28 

 
37 

3. Are you familiar with 
the courses needed for 
your major? 

 
7 

 
16 

 
9 

 
37 

Post-Assessment Averages 
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SLO #5: Students that receive assistance from the Career & Transfer Center will 
understand transfer requirements as it relates to their major.  
 
 

Findings/Data Analysis 
• Assessment sheets are handed to students after receiving assistance with 

the online resources. 
• Students are asked “Yes” or “No” questions. 
• Data from November 2009-January 2010: 

o 38 evaluations received 
o 100% of students that received assistance felt they were able to 

utilize this resource at home. 
o 100% of students that received assistance understood their transfer 

requirements as it relates to their major 
• No previous benchmark has been recorded 

 
 
 
 
 
 
 
 
 
 

Improvement Recommendations 
• Continue to monitor student appointments with SARS Grid. 
• Continue to promote representative appointments on campus, on the 

RCCD website through counselors and through student email. 
• Revise survey to assess direct learning. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Question Yes No 
1. After receiving assistance from 
the transfer center staff, are you 
familiar with navigating through 
www.assist.org? 

 
38 

 
0 

2. Do you better understand your 
transfer requirements, as it relates 
to your major? 

 
38 

 
0 
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II. Area Needs Assessment  
 

1. Staffing Profile (Please indicate the number in terms of FTE. In other words 
a full time staff person is a 1, and half time person is a .5) 

 

 

Position 

Staffing Levels for Each of the Previous 
Six Years 

Anticipated total staff 
needed 

 
2005 

 
2006 

 
2007 

 
2008 

 
2009 

 
2010 

 2010-2011 
 

2011-2012 
 

Administration          
Classified Staff FT 1 1 1 1 1 1  1 2 
Classified Staff PT        2 2 
Confidential Staff FT          
Hourly Staff .5 .5 1 1.5 1 1  0 0 
Student Workers     1 3  4 4 
Faculty Reassigned FTE Full time        0 0 
Faculty Reassigned FTE Part time        .5 .5 
Total Full Time Equivalent 
Staff 

1.25 1.25 1.5 1.75 2.0 3.0  4.5 5.5 

 
a. Has the workload of your unit increased in recent years?   

The workload has increased in recent year and it is anticipated that the workload will 
continue to grow. This is not a temporary situation, the student body will increase as the 
campus grown; therefore increasing the workload. With the relocation of the Career & 
Transfer Center to the Student Success Center, it is highly anticipated that student traffic 
and awareness of the center will increase.  
 
In addition, the educational advisor in the career, transfer center participated in the 
implementation of online orientations and online First Semester Plans (SEP); and has 
been continuously assisting students and staff with the new procedures, proper 
submission of SEP and processing SEP for students via Web Advisor. 
 

b. Has technology made it possible to do more work with the same staff?  Or, has 
technology increased your work load (adding web features which need updating for 
example)? 

Technology has caused an increase in workload. With the advancement of web 
applications, online applications for transfer information and online social networks, 
there is a demand for online resources. All Career & Transfer Center staff must 
maintain up to date with various websites in order to properly assist student with their 
needs (RCCD updates, Cal State & UC updates, etc.). 

 
c. Does the workload have significant peaks and valleys during the fiscal year?  If so, 

describe. 
There are peaks during a fiscal year; before the beginning of a semester, the center assists 
students with online RCCD applications and accessing their student files online via Web 
Advisor.  The next peak is during the application-filing period for transfer.  The transfer 
representative appointments and transfer requirements, the workload remains consistent 
throughout the year. 
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Unit Name: _Career & Transfer Center_____                               
2. Staff Needs  

NEW OR REPLACEMENT STAFF (Administrative, Faculty, or Classified)  

List Staff Positions Needed for Academic Year_2010/2011__ 
 

Indicate (N) = 
New or (R) = 
Replacement 

Annual 
TCP* 

1. Counseling Clerk I (Permanent part-time) 
Reason: To keep up with the growth of students, the counseling clerk will replace the hourly office 
assistant(s) and will provide various office duties as it applies to the front counter needs. This will allow 
for consistency of availability for students. 

R 
 

 
Classified 

E-1 
$17,657 

 

2. Student Services Specialist (Permanent part-time) 
Reason: This specialist would be designated to student job placement services. The addition of this 
specialist would allow for students to get the proper and deserved attention in regards to jobs. Avoiding 
gaps in services to students, the job placement duties can then be relieved from the Educational Advisor in 
the Career & Transfer Center. 

N  
Classified  

I-1 
$21,204 

 

3. Faculty Reassigned (.5 FTE) 
Reason: The addition of a part time transfer/career counselor would expand the resources and information 
to students greatly, especially during peak times for transfer application and inquires. Place titles on list in 
order (rank) or importance. 

N  
Faculty E-7 

$48,686 
 

4. Full-Time Educational Advisor (2011-2012) 
Reason: To keep up with the growth of students, the addition of an educational advisor would allow for 
expansion of evening and weekend hours to students. It will also allow for guidance class presentations, 
workshops, and consistency of availability to students. 

N  
Classified 

M-1 
$82,534 

 
* TCP = “Total Cost of Position” for one year is the cost of an average salary plus benefits for an individual.  New positions (not replacement positions) also 
require space and equipment.  Please speak with your campus Business Officer to obtain accurate cost estimates.  Please be sure to add related office space, 
equipment and other needs for new positions to the appropriate form and mention the link to the position. 
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Unit Name:  _Career & Transfer Center_________ 
3. Equipment (excluding technology) Needs Not Covered by Current Budget 
 

List Equipment or Equipment Repair Needed for Academic Year   2010/2011 
Please list/summarize the needs of your unit on your campus below. Please be 

as specific and as brief as possible.  Place items on list in order (rank) or 
importance. 

Annual TCO*  
 

Cost per 
item 

 
 Number 
Requested 

Total Cost of Request 

1.  
Reason:   

 

 

 
 
 

2.  
Reason:  

 
 

 
 

 
 

3. 
Reason: 

   

4. 
Reason: 

   

5. 
Reason: 

   

6.   
Reason: 

   

* TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain accurate 
cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are linked to a position 
please be sure to mention that linkage.  
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Unit Name:  __Career & Transfer Center________ 
4. Technology++ Needs Not Covered by Current Budget:  
 NOTE:   Technology; excludes software, network infrastructure, furniture, and consumables (toner, cartridges, etc) 
 
Submitted by: Natalie Aceves Title:  Educational Advisor 

  
Phone:  (951) 372-7043 
 

  

Priority EQUIPMENT REQUESTED 
New (N) or 
Replacem
ent (R)? 

Program: 
New (N) or 
Continuing 

(C) ? 

Location 
(i.e Office, 
Classroom

, etc.) 

Is there 
existing 

Infrastructure
? 

How many 
users 

served? 

Has it been 
repaired 

frequently? Cost per 
item 

 
Number 

Requested 

Annual TCO* 
Total Cost of 

Request 
1. 
Usage / 
Justification 

 Printer [HP Laserjet  P3005n] 
There is currently one high 
performance printer being utilized 
by students and staff. An additional 
printer would provide efficiency to 
students and it would allow for 
staff to print confidential document 
within their workspace. It would 
also save on repair costs to the 
current printer in the future. 
 

N C Student 
Center Y Many N/A $856.00 1 $856.00 

2. 
Usage / 
Justification   

      
   

3. 
Usage / 
Justification 

 
            

 
   

   

• TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain 
accurate cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are 
linked to a position please be sure to mention that linkage.  

• ++Technology is (1) equipment that attaches to a computer, or (2) a computer is needed to drive the equipment. 
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Unit Name:  __Career & Transfer Center_______ 
5. Facilities Needs Not Covered by Current Building or Remodeling Projects*  

 
 

List Facility Needs for Academic Year __2010-2011____ 
(Remodels, Renovations or added new facilities)  Place items on list in order (rank) or 

importance. 

Annual TCO*  
 

Total Cost of Request 

1 
Reason:  

 
 

 
2.  
Reason:  

 
 

3.  
Reason:  

 
 

4.  
Reason: 

 

 5. 
Reason: 

 
 

6. 
Reason: 

 

*Please speak with your campus Business Officer to obtain accurate cost estimates and to learn if the facilities you need are already in the planning stages.   
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Unit Name:  __Career & Transfer Center____________ 
6. Professional or Organizational Development Needs Not Covered by Current Budget 

 
List Professional Development Needs. Reasons might include in response to assessment 
findings or the need to update skills to comply with state, federal, professional 
organization requirements or the need to updates/skills/competencies. Please be as specific 
and as brief as possible. Some items may not have a cost, but reflect the need to spend 
current staff time differently.   Place items on list in order (rank) or importance. 

Cost per 
item 

 
  
Number 
Requested 

Total Cost of Request 

1.   
Reason:  

 
 

  

2.  
Reason:   

   

3.  
Reason:  

   

4.  
Reason:  

   

5. 
Reason: 

   

6.   
Reason: 
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Unit Name:  __Career & Transfer Center__________ 
7. OTHER NEEDS not covered by current budget 

 

List Other Needs that you are certain do not fit elsewhere. 
Please be as specific and as brief as possible.  Not all needs will have a cost, but 

may require a reallocation of current staff time.  Place items on list in order (rank) 
or importance. 

Annual TCO*  
 

Cost per 
item 

 
 Number 
Requested 

Total Cost of Request 

1.  
Reason:    

 
 

 
 

 

2. 
Reason: 

 
 

  
 
 

3. 
Reason: 

   

4. 
Reason: 

   

5. 
Reason: 

   

6.   
Reason: 

   

* TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain accurate 
cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are linked to a position 
please be sure to mention that linkage. 
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                          Student Services Area: ________Counseling__________ 
 

 Prepared by: ____________Jimmie Hill__________                               
 

                          Academic Year: ______________2009-2010__________ 
 
I. Student Services Area Overview 
 
1. Mission 

The mission of Riverside Community College, Norco Counseling Department is to foster 
and promote the intellectual, emotional, social and cultural development of students by 
offering a wide range of counseling, career, consultation, instructional and educational 
services.  Our services assist students in acquiring the skills, attitudes, abilities, and 
knowledge that will enable them to take full advantage of their college experience and be 
successful. 

 
2. Philosophy Statement 

Counseling supports the academic goals of the college through consultation and 
collaboration with faculty, staff, and campus organizations.  We offer comprehensive and 
flexible guidance courses and counseling services reflective of our diverse population and 
evolving student needs. 

 
3. Staffing Level 

• 5-Full time Counselors (One counselor has .5 re-assigned time as the Puente Counselor, 
another has .2 re-assigned time serving as the Assistant Chair for the Social and 
Behavioral Sciences Department and one full time general counselor out on medical 
leave) 

• 4 -Adjunct Counselors are used throughout the year to meet students demand (Fall & 
Spring Combined) 

• Counseling Intern (20 hours per week, summer, fall, winter, spring) 
• 2-Full time counseling Support Staff 
• 5-Hourly Office Assistants 

 
 
4. Summary 

• Counselors advise students in planning and achieving their personal, educational, and 
career/vocational goals through: 

• Orientation 
• Student Educational Plans (SEPs)  
• Academic probation/dismissal counseling 
• Transfer course selection 
• Certificate and associate degree requirements 
• Instruction of guidance courses 
• Assessment and Interpretation  of career inventories   
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5. Objectives 
1.  Increase student success by presenting comprehensive orientations to new students.  
2.  Increase student success by providing Student Educational Plans. 
3.  Increase student utilization of counseling services to improve persistence and retention 
rates. 
4.  Increase the number of counseling intervention contacts to improve persistence and 
retention rates among dismissal/readmit students and increase due to online process. 

 
6. Strengths 

 
1.  Counseling provides a holistic approach to student success by understanding their 
developmental and learning needs.  
2.  Active involvement in shared governance (1 counselor serves on academic senate)                 
3.  Active involvement in student clubs and activities (2 counselors are club advisors- 
 LPEC, Puente, T3p. 
4.  Continue to collaborate with various departments and programs to promote student 
success 

 
7. Improvement Areas 

• Increase the full-time counselors and counseling support staff to meet the needs of a 
growing student population of more than 11,000. 

• Need for additional full time counselors, at this time the ratio is 1:3232 and 3.3:10666 
based on FTES. 

• Need Norco Counseling Department Website to provide online services and resources. 
• Need additional offices for future full-time and adjunct counselors 
• Need consistent counseling hours to retain current adjunct pool 
• Need to reinstate evening counseling hours to accommodate evening and non-traditional 

students 
• Need full-service Transfer/Career Center to include full-time Transfer/Career Counselor 
• Need  counselors to acquire the knowledge to do Veteran’s SEP 
• Need counseling release time to do and learn Articulation  
• Need a counselor with re-assigned time to work with the Honor’s Program 
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8. Students served 
 

 
According to the 2008-2009 Riverside Community College District, Norco Counseling 
Department Yearly Appointment Summary, the number of appointments scheduled increased 
from 3827 to 5868 (an increase of 2,041 appointments).  We were able to schedule more 
appointments because we had more adjunct counseling hours available and we added an 
additional full time tenure track counselor.  However, the need for a full time replacement 
counselor is still crucial due to one full time counselor being out on permanent medical leave. 
We will also have one full time general counselor retire in June 2010. The Norco Counseling 
department found funding for more adjunct counselors and we were also able to pilot 3 faculty 
mentor counseling interns to help with the demand for more counseling services.   
 
One of the goals is to reduce express advisement and provide more quality counseling through 
30 minute appointments.  Even though we have experienced an increase in appointments 
scheduled, the amount of express advisement still increased during the winter and summer 
sessions from 2008 to 2009. Through July and August of 2009, we saw a total of 4,267 students 
versus 3,568 during July and August of 2008 (an increase of 699 students). In addition, we saw 
an increase in walk-in students served during January and February of 2009, with an increase of 
290 students served (from 3,860 in 2008 to 4,150 in 2009).  We continue to see an 
overwhelmingly high number of students during express advisement for the winter and summer 
sessions. 
 
We currently function as a counseling department at a counselor to student ratio of 1:3232.  The 
Title 5 section 58732 credit student services standards addresses program based funding 
specifications that may be used to calculate the number of counselors needed at the community 
colleges.  In 2004, using the standards provided under this section, the Statewide Community 
College Senate Task Force calculated that a counselor/student ratio of 1:900 would comply with 
Title 5 standards.  With the ongoing demand of counseling appointments, we need to hire two 
full time counselor replacements and two additional full time counselors to lower the counselor 
to student ratio.  
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APPOINTMENTS SCHEDULED 
 Jan. Feb. March April May June July Aug. Sept. Oct. Nov. Dec.  TOTAL 
2010 10 8 776           794 
2009 0 2 1048 802 688 911 2 1 359 757 769 529  5868 
2008 1 1 667 482 277 451 83 15 298 681 445 426  3827 
2007 1 84 444 446 528 84 5 3 230 552 599 481  3457 
               
               
               
               

NUMBER OF STUDENTS THAT SHOWED TO APPOINTMENT 
 Jan. Feb. March April May June July Aug. Sept. Oct. Nov. Dec.  TOTAL 
2010 9 6 583           598 
2009 2 0 820 630 531 657 2 1 255 584 603 397  4482 
2008 0 0 425 345 181 272 11 5 182 486 327 314  2548 
2007 0 68 350 340 411 63 4 3 162 400 465 357  2623 
               
               
               
               

WALK-IN / EXPRESS ADVISEMENT 
 Jan. Feb. March April May June July Aug. Sept. Oct. Nov. Dec.  TOTAL 
2010 1806 1724 229           3759 
2009 2045 2105 98 59 112 255 1695 2572 994 241 231 191  10598 
2008 2164 1696 328 201 148 845 1474 2094 1322 196 216 267  10951 
2007 1121 1441 436 193 351 656 1036 2114 868 262 304 352  9134 
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9.   Report on 2008-2009 Assessment Plan for Student Services Area:  
 

 Mission Statement: The mission of the Counseling department is to foster and promote the intellectual, emotional, social and 
cultural development of students by offering a wide range of counseling, career, consultation, instructional and educational 
services.  Our services assist students in acquiring the skills, attitudes, abilities, and knowledge that will enable them to take full 
advantage of their college experience and be successful. 

 Objective Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Student 
Service 

Goal/Campus 
Goal/District 

Initiative 

Assessment Criteria 
(Specify Target 

Performance Level) 

Assessment 
Measure  

 Completion 
(or anticipate 
completion)/ 

Findings 

Improvement 
Recommendations 

(next step) 

 
1. 
 

 
 
#1 
 
 
 

Counseling services 
through the matriculation 
process will provide a 
comprehensive orientation 
to all new students.(SAO) 

#1,#2,#3,#7 90% of new first time 
college students will 
receive orientation 
benchmark data. 

Distribution of 
yellow cards and 
number of 
contacts/utilizati
on of counseling 
Datatel and 
SARS Database 

1195 first time 
students at RCCD 
attending Norco 
completed the 
AOC process at 
Norco. 
 

The assessment criteria 
has been met and 
counseling will continue 
offering matriculation 
through AOC.  
However, counseling 
will continue to seek 
alternative methods 
including addressing the 
order of matriculation 
services by piloting an 
OAC process and 
working with the 
district to implement 
online orientation. 
In 2009, 90% of 
students received a one 
semester ed plan 
because we added more 
adjunct counseling.  Fall 
09, we offered online 
orientations and more 
adjuncts to 
accommodate more 
appointments. 
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2. 

#2,#3 Students utilizing 
counseling services will 
persist and succeed at 
higher rathes than the 
general population. (SLO) 

#1,#3,#7 Compare number of 
students who receive 
counseling services to 
those who do not and look 
at the persistence rates in 
the fall 2008 and Spring 
2009 

Datatel and 
SARS 

Utilizing 
counseling 
services was 
defined as three or 
more counseling 
appointments  
excluding readmit 
students/Appointm
ents. 
Out of the students 
who met that 
criteria, these 
students persisted 
at a rate of 78% 
Out of those who 
persisted, their 
success rate was at 
70% 

 The assessment criteria 
has been met and 
students who met with a 
counselor three or more 
times during the 
academic year, persist 
and succeed at a higher 
rate than the general 
population. 

 
3. 

#4 Counseling services will 
provide intervention for 
students on dismissal to 
gather data for future 
improvement and 
participation in counseling 
services (SAO) 

#4,#7 Benchmark data Datatel Query 
and SARS 

Out of all the 
students on 
dismissal, 720 
students came in to 
see a counselor for 
readmit from fall 
2008 to Spring 
2009 

Using intervention 
techniques which 
include OAC pilot in 
the matriculation 
process. 

4. #2,#3 Counseling services will 
provide additional services 
to students in 
developmental education 
courses(SAO) 

#4,#7,#8,#11 Benchmark data;begin 
tracking 

Early alert email  
Early alert letters 
and Yellow card 
reminders 

Out of the 62 
sections that 
participated, 8 
(13%)had referrals 
to counseling.  All 
8 referrals met 
with a counselor 
(100%). 
Early alert was 
available for use 
for 569 sections in 
Spring 2009. 
Out of 569 
sections, 62 
(10.9%) 
participated. 
Also out of the 62 
sections that did 
participate, 10 

100% of the counseling 
referrals from early alert 
were followed up with a 
counseling contact in 
fall 2009. 
 
At this point 
participation from 
instruction in the early 
alert system is only 
10%.  Developmental 
education courses make 
up less than 2% of all 
sections participating in 
early alert. 
Begin to visit other 
resources including the 
retention alert system to 
increase participation in 
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(16%) were 
developmental 
education courses. 

early alert and to track 
follow up services in 
counseling. 

4.  Briefly describe how your area used your 2008-2009 outcomes data to make programmatic modifications. Select one or more of your 
outcomes in your 2008-2009 Assessment Plan to describe.  
  
In the Fall of 2009, an email and yellow card reminders were sent to students who attended the new student orientations. This was to 
inform students to schedule a counseling appointment to develop a Student Educational Plan (SEP).  The notification to students has 
resulted with a 76% increase in counseling appointments scheduled.  Research indicates that the development of a full SEP is highly 
correlated with student success. We will continue to send email reminders but due to  new student online orientations, no yellow cards 
will be mailed.  
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10.   2009-2010 Assessment Plan for Student Services Area: 

  
 

Mission Statement: The mission of the Counseling is to foster and promote the intellectual, emotional, social, and cultural development of students by offering a wide range 
of counseling, career, consultation, instructional and educational services. Our services assist students in acquiring the skills, attitudes, abilities, and knowledge that will 
enable them to take full advantage of their college experience and be successful. 

 
 
 

Objective 
(Choose objective  

From I.5.) 

Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Student 
Service Goal/Campus 
Goal/District Initiative 

Assessment Criteria 
(Specify Target 

Performance Level) 

Assessment 
Measure  

(Measurement 
tool) 

 Completion (or 
anticipate 

completion)/ 
Findings* 

 

Improvement 
Recommendations 

(next step)* 

 
1. 

#4 Continued dismissal 
students who attend a 
counseling session will 
persist at a higher rate 
than students who do 
not  (SLO) 
 

#1,, #3, #7, #8 Fall 08 continued 
dismissal students with 
SARS contact  (indicating 
a full counseling session) 
 
 
 
 

Datatel and 
SARS 
 

As observed by the 
sig. values not 
reaching the .05 
level, there is no 
significant 
difference between 
groups when 
comparing within 
semesters or even 
when comparing 
between semesters 
for those who had 
seen a counselor.  
This may indicate 
no effect of 
counseling on the 
persistence of 
dismissal students. 
 

 
Results may indicate 
that required mid-
semester counseling 
appointment for 
dismissal student is not 
achieving its intended 
goal.  With the new 
online dismissal 
procedure this check-in 
appointment is no 
longer required.  The 
Norco College 
counseling department 
needs to look at other 
counseling intervention 
strategies that can be 
used to help dismissal 
and probation students 
be more successful. 
 

 
2. 

#1,#2, #3 Students utilizing 
counseling services will 
continue to persist and 
succeed at higher rates 
than the general 
population. (SAO) 

#1, #3, #7 09 Fall students who 
receive counseling 
services (at least 3 
contacts) will persist at a 
higher rate in the general 
population #’s in the 
Spring 2010 semester 
(baseline 78%) 

Datatel query 
and SARS 

Outcomes showed 
that students who 
saw a counselor 3 
or more times 
(n=27) were 
significantly more 
successful and 
persistent in their 
courses compared 
to all other Norco 
students 
(n=10925).  With 
the very large 

Due to the low number 
of students with 3 
contacts, consideration 
will be given to 
examining students with 
one or two counselor 
contacts to exclude 
AOC.  Attention should 
be given to increasing 
counselor contacts with 
students’ especially first 
time students. 
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statistical 
difference between 
groups in all 
outcome areas, it 
appears that these 
differences have 
very little 
possibility of 
occurring by 
chance. 
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3. 

#1,#2,#3 Counseling services 
will provide effective 
services to meet student 
needs & demand 

#1,#3,#7 Counseling department 
will give a survey 

Counseling 
would like to 
improve the 
effectiveness of 
express 
counseling 
begin to address 
this goal 

A 14-item express 
counseling 
questionnaire was 
given.  118 
respondents took 
the questionnaire; 
however not all 
respondents 
answered all 14 
questions.  
Findings include 
52% went to 
express counseling 
for classes 
followed by 19% 
who were there for 
other reasons.  
42% stated that 
their major was 
“other” based on 
the listed majors.  
For the remaining 
results please see 
below. 
 

Based on the survey, the 
majority of students 
need help in selecting 
courses.  Counseling 
will consider exploring 
the use of a suggested 
course list or one 
semester plan for new 
college students.  
Counseling will also 
consider increasing the 
visibility and services of 
its Career Center in 
order to address the 
high number of students 
who are undecided on a 
major.  Promoting 
Guidance 47 would also 
be helpful.  The use of 
an Ed Advisor would 
also be helpful to screen 
students and determine 
reasons why a student 
needs to see a 
counselor.  Counseling 
faculty will determine 
what kinds of questions 
advisors will answer.  
Finally, counseling will 
consider reducing the 
overall express hours 
for the summer of 2010 
by implementing in mid 
to late July. 
 

 

71



2009-10 Assessment Plan Findings/Data Analysis & Improvement Recommendations  
 

Fall 2009 Dismissal Students 
  

Group N Mean 
Std. 

Deviation 

Std. 
Error 
Mean 

Persistence Counseled 95 .54 .501 .051 

Not 
Counseled 

2202 .44 .496 .011 

SLO/SAO #1:  
Continued dismissal students who attend a counseling session will persist at a higher rate than 
students who do not  (SLO) 
 

1: The following data were collected to determine if there was a difference in 
persistence between dismissal students who saw a counselor and those who didn’t in Fall 2008 
and Fall 2009.  There were also questions about whether a difference in persistence existed 
between Fall 2008 and Fall 2009 dismissal students who saw a counselor since there was a 
change in procedures in Fall 2009. Persistence is defined as the percentage of students who 
enroll and receive a valid grade (A-F, P, NP, W) in the present semester and then enroll and 
receive a valid grade in the following semester. 

The data were derived from referential files that are used by institutional research and 
match the data mart numbers found on the California Community College Chancellor’s website.  
The fact book files for 2008 and 2009 at Norco were used as the population sample.  These files 
represented anybody who took a class at Norco during those terms.  Then all students who saw a 
counselor for a reason of ‘Readmit’ were identified in these fact book files.  Finally, using data 
element SB22, Student Academic Standing, students whose academic standing was progress 
dismissal, academic dismissal, both progress and academic dismissal, or students not in good 
academic standing but with less than 12 attempted cumulative units.  This last category was 
added when an investigation of a random sample of students resulted in all of the students being 
mislabeled, and in actuality were dismissal students with more than 12 attempted units.  These 
students were the group of dismissal students in each term and those who saw counselors for 
readmit were compared against those who didn’t.  The following are the data for each semester.   

 
Fall 2008 Dismissal Students 

  
Group N Mean 

Std. 
Deviation 

Std. 
Error 
Mean 

Persist Counseled 130 .44 .498 .044 

Not 
Counseled 

2100 .40 .489 .011 

 
    

F Sig. t df 
Sig. (2-
tailed)     

Persist Equal 
variances 
assumed 

2.360 .125 .944 2228 .345 

  
Equal 
variances 
not 
assumed 

    
.929 144.841 .354 
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F Sig. t df 

Sig. 
(2-

tailed)     
Persistence Equal 

variances 
assumed 

.582 .446 1.886 2295 .059 

Equal 
variances 
not 
assumed 

    
1.869 102.112 .064 

 
Comparison of persistence between dismissal student who saw counselor in 2008 & 2009 

  
GI03 N Mean 

Std. 
Deviation 

Std. 
Error 
Mean 

Persistence Fall 
2008 

130 .44 .498 .044 

Fall 
2009 

95 .54 .501 .051 

 
    

F Sig. t df 

Sig. 
(2-
tailed) 

Persistence Equal 
variances 
assumed 

.471 .493 -1.459 223 .146 

Equal 
variances 
not 
assumed 

    
-1.458 201.970 .146 

 
As observed by the sig. values not reaching the .05 level, there is no significant difference 
between groups when comparing within semesters or even when comparing between semesters 
for those who had seen a counselor.  This may indicate no effect of counseling on the persistence 
of dismissal students. 
 
2:  
Frequency Table 
50 students participated in the dismissal survey.  After the counseling session for a student who 
is on dismissal, 74% (36/50) of the students answered that the highest grade earned counts 
towards their GPA.  98% stated that having a mandatory session was helpful.  90% understood 
that having a substandard grade in the upcoming semester will not allow them to continue to the 
following semester.  Lastly, 82% stated that they needed to get a 2.0 cumulative GPA and/or 
have over a 50% completion rate to get back in good standing. 

 

 
How is your GPA affected when you repeat a course? 

 
Frequency Percent Valid Percent 

Cumulative 

Percent 

Valid a. Both grades are averaged 10 20.0 20.0 20.0 

b. Highest grade earned counts 37 74.0 74.0 94.0 
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c. The GPA is not affected 3 6.0 6.0 100.0 

Total 50 100.0 100.0  

 

 
Was having a mandatory counseling session helpful to you? 

 
Frequency Percent Valid Percent 

Cumulative 

Percent 

Valid Yes 49 98.0 98.0 98.0 

No 1 2.0 2.0 100.0 

Total 50 100.0 100.0  

 

 
If you receive a substandard grade this semester, will you be allowed to continue 

to the next semester? 

 
Frequency Percent Valid Percent 

Cumulative 

Percent 

Valid Yes 5 10.0 10.0 10.0 

No 45 90.0 90.0 100.0 

Total 50 100.0 100.0  

 

 
What does it take to get back into good standing? 

 
Frequency Percent Valid Percent 

Cumulative 

Percent 

Valid a. Get to a 3.0 cum GPA and/or 

have over 75% completion rate 

2 4.0 4.0 4.0 

b. Get to a 2.5 cum GPA and/or 

have over 67% completion rate 

6 12.0 12.0 16.0 

c. Get a 2.0 cum GPA and/or 

have over a 50% completion 

rate 

41 82.0 82.0 98.0 

4 1 2.0 2.0 100.0 

Total 50 100.0 100.0  
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SLO/SAO #2: 

Students utilizing counseling services will continue to persist and succeed at higher rates than 
the general population. (SAO) 
 
This study compared success and persistence rates for Norco College students who saw a 
counselor three or more times for reasons other than dismissal counseling against all other 
students enrolled during fall 2009 semester.  The data were derived from two sources.  The 
information on counselor appointments was derived from the SARS system which is used to 
schedule all appointments in the general counseling department at Norco College.  Success and 
persistence data were derived from MIS files, specifically the SX file, for Fall 2009 and Spring 
2010. 
Outcomes showed that students who saw a counselor 3 or more times (n=27) were significantly 
more successful and persistent in their courses compared to all other Norco students (n=10925).  
Results from t-test analysis are listed below. 

Res ults  of T-Tes t 

  GRP_mean Mean t df 
Sig. (2-
tailed) 

Success Couns 3 or 
more 

86% 8.571 98.292 .000 

Comparison 69%       

Retention Couns 3 or 
more 

96% 6.709 99.711 .000 

Comparison 89%       

Persistence Couns 3 or 
more 

93% 4.963 26.400 .000 

Comparison 67%       

 
With the very large statistical difference between groups in all outcome areas, it appears that 
these differences have very little possibility of occurring by chance. 
 
 
SLO/SAO #3: 
      Counseling services will provide effective services to meet student needs & demand. (SAO) 
 

NORCO COLLEGE 

COUNSELING DEPARTMENT SURVEY 
 
 
1.  What is your main reason for coming in to counseling today? 

 
61  Classes   14  Student Education Plan (SEP) 

   10  Readmit          
7    Transfer         

    3    Puente Program Career   23   Other     
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2. What is your major? 
 
   12 Business     7 Education   
    6 Criminal Justice    12 Undecided 

  27 Other  
 

3. What is your career goal? 
 
                10    Transfer        8 Undecided 

  6      Teacher      
 
 

4. How do you think Counseling will help you? 
 
  90 General Information   10 Graduation Requirements  
 
 

 
 

5.  Are you pursuing a certificate? 
 

6.  Are you pursuing an associate degree?             
 
7. Are you on Probation? 

 
  8.   Are you on academic dismissal?       
   
  9.   Do you have a Student Educational plan on file?      
            
10.   Do you have additional transcripts for review?     
          
11.   Is 10-15 minutes long enough for your visit today?      
    
12.   Are you interested in transferring to a University? 
    
13.   If yes, which type of University? 
 
  25         UC     3    Out of State University 
         34   CSU          
   7 Private University   12   Other  
         
14.   Are there any questions you want to ask the counselor? 

• Graduation 
• Transfer 
• Major 
• Financial aid 
• Classes 
• Online classes 
• Educational Plan  
• Nursing Program 
• Puente Program 

   YES NO 

8
 

14 

10 9
 

24 7
 

70 2
 

56 5
 

95 2

 
37 6

 

9
 

9 
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II. Area Needs Assessment  
 

1. Staffing Profile (Please indicate the number in terms of FTE. In other words a full 
time staff person is a 1, and half time person is a .5) 

 

 

Position 

Staffing Levels for Each of the Previous 
Six Years 

Anticipated total staff 
needed 

 
2005 

 
2006 

 
2007 

 
2008 

 
2009 

 
2010 

 2010-2011 
 

2011-2012 
 

Administration          
Classified Staff FT 2 2 2 2 2 2  4 4 
Classified Staff PT        2 2 
Confidential Staff FT          
Hourly Staff 5 5 5 5 2 2    
Student Workers          
Faculty Reassigned FTE Full time 3 3 4 4 5 5  7 9 
Faculty Reassigned FTE Part time .4 .4 .4 .7 .7 .7          1.8 1.8 
Total Full Time Equivalent 
Staff 

7.5 7.5 8.5 8.5 8.0 8.0  12.0 14.0 

 
 

a. Has the workload of your unit increased in recent years?  Do you anticipate the 
workload will increase, decrease or remain constant in the upcoming one to three 
years?   Is this a temporary situation? Yes, the workload of the unit has increased in 
recent years.  The population of students has grown to 10,666 and the counseling faculty 
and staff has remained the same for the past 5 years.  Currently we have 5 full time 
counselors with one out on permanent medical leave.  One counselor has .5 re-assigned 
time with Puente and another counselor has .2 re-assigned time as the assistant chair.  
This reduces our FTE workload of counselors to 3.3.  In addition, one full time general 
counselor will retire in June 2010, which will further worsen our counselor to student 
ratio if he is not immediately replaced.   
In the 2009-2010, Norco counselors also began to develop SEP’s for Veterans, which 
required more preparation than that of the general student population. 
The Norco Honor’s Program has requested a counselor with re-assigned time to work 
with their program. Our department also needs re-assigned time for the T3p (Talented 
tenth program) counselor to continue developing the program.  A deficiency in 
categorically funded program counselors (EOPS, DSPS, and TRIO) has also led to an 
increase in our department’s workload.  During Fall 2009, EOPS students made contact 
appointments with general counselors in order to meet their EOPS continuing eligibility 
requirements.  We now need an articulation officer and transfer counselor to 
accommodate the needs of the recently accredited college.  We also need more adjunct 
counselors to assist with the need for counseling services by the growing college student 
population. 
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b. Has technology made it possible to do more work with the same staff?  Or, has 

technology increased your work load (adding web features which need updating for 
example?) The Norco Counseling department technology has in some ways allowed us to 
serve more students.  During the 2009-2010, academic year online orientations, one 
semester plans, and the ability to schedule appointments online via E-SARS were 
technological resources that Counseling has used to try and serve more students.  
Students on academic and progress dismissal also are able to complete a mandatory 
workshop online before meeting with a counselor.  However, many students are now 
coming to counseling requesting assistance with new RCC online applications that they 
are confused with such as: prerequisite validation, academic review, online orientation, 
graduation applications, checking their registration date, and online registration.  So in 
some cases technology has added to the counseling work load.     
 

c. Does the workload have significant peaks and valleys during the fiscal year?  If so, 
describe. Yes, a large volume of incoming students seek counseling services during the 
winter and summer sessions.  In order to accommodate the overwhelming demand of new 
students, only express advisement is offered which are 5-10 minute meetings with 
counselors. In depth quality counseling is extremely difficult to provide under these 
circumstances. Adjunct counselors are continuously needed during these sessions since 
full-time counselors are off contract during winter and summer. This creates fiscal 
problems because the majority of the adjunct counseling budget is used during the winter 
and summer leaving very little available for the fall and spring semesters.  We also do not 
have office space to accommodate the adjuncts when they are needed during these 
significant peaks of high student contacts in summer and winter as well as during the fall 
and spring semesters. 
 
 

d. If your workload is increasing and resources will not allow for increased staffing, how 
do you anticipate being able to ameliorate the negative consequences of too much work 
and maintain a positive atmosphere in your unit?  
The Norco counseling department takes a team approach to developing strategies for 
assisting the growing student population.  We are all very congenial and enjoy working 
with each other. The use of technology enables us as a department to operate more 
efficiently. Participation in team meetings stimulates ideas and collaboration. Although 
our department is understaffed, we will continue to work to the best of our abilities for 
the benefit of our students. Our goal continues to be to provide as many 30 minute 
appointments of quality counseling as possible. 
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Unit Name: ___Counseling__                               
2. Staff Needs  

NEW OR REPLACEMENT STAFF (Administrative, Faculty, or Classified)  

List Staff Positions Needed for Academic Year______2010-11_____ 
Place titles on list in order (rank) or importance. 

Indicate (N) = 
New or (R) = 
Replacement 

Annual 
TCP* 

1. General Tenure Track Counselor 
Reason: This is a replacement for the full time counselor currently out on medical leave since spring 2009.   
Based on enrollment growth and low counseling to student ratio involving counseling faculty.  We are 
striving to meet state legislative counselor to student ratio of 1:1000. 

R 
Faculty E-7 100,214 

2. General Tenure Track Counselor 
Reason:  Based on enrollment growth and current low counselor to student ratio of 1:3232 and one full 
time counselor retiring effective June 2010.  We are striving to meet state legislative mandate requirements 
of 1:1000. 

R 
Faculty E-7 

100,214 
 

3.  Classified Staff – Counseling Clerk I (Perm PT – replace hourly) 
Reason:  The quality of a counseling program is very dependent upon the clerical staff.  An adequate 
number of counseling support staff is needed to operate the counseling department successful.  Two 
Permanent Part- time staff positions will help in covering the office and keeping up with workflow in 
replace of hourly workers not being available. 

R 
Classified E-1 18,197 

4.  Classified Staff – Counseling Clerk I (Perm PT – replace hourly) 
Reason:  The quality of a counseling program is very dependent upon the clerical staff.  An adequate 
number of counseling support staff is needed to operate the counseling department successful.  Two 
Permanent Part- time staff positions will help in covering the office and keeping up with workflow in 
replace of hourly workers not being available. 

R 
Classified E-1 18,197 

5. General/Articulation Counselor 
Reason:  We currently have no articulation counselor for our new accredited college.  N 100,214 
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6. General/Veterans Counselor 
Reason:  We are a VA certifying institution and we are required to provide veteran’s counseling.  We need 
to meet the minimum state requirements for veteran students. 

N 100,214 

7. Adjunct Counseling (20hrs/wk x $72/hr x 51wks) 
Reason: We currently do not have enough adjunct counselors to meet the student need and demand. In 
addition, there are now 2 vacant FT Tenure track counseling positions.  We are also going to expand 
department with virtual counseling and do not have enough coverage in many areas of counseling and 
funding to support adjunct. 

N 73,440 
 

8. Adjunct Counseling (20hrs/wk x $72/hr x 51wks) 
Reason: We currently do not have enough adjunct counselors to meet the student need and demand. In 
addition, there are now 2 vacant FT Tenure track counseling positions.  We are also going to expand 
department with virtual counseling and do not have enough coverage in many areas of counseling and 
funding to support adjunct. 

N 73,440 

9.  Classified Staff – Counseling Clerk I (Full Time) 
Reason:  The quality of a counseling program is very dependent upon the clerical staff.  An adequate 
number of counseling support staff is needed to operate the counseling department successfully.  
Additional full time staff are need to cover the office and keep up with the increasing workflow. 

N 
Classified E-1 61,274 

10.   Counseling IDS 
Reason:  Due to the growth of the college, counseling department needs their own Instructional 
Department specialist for full time counselors, adjunct and guidance instruction. 
 

N 
Classified K-1 

 
74,606 

 
* TCP = “Total Cost of Position” for one year is the cost of an average salary plus benefits for an individual.  New positions (not replacement positions) also 
require space and equipment.  Please speak with your campus Business Officer to obtain accurate cost estimates.  Please be sure to add related office space, 
equipment and other needs for new positions to the appropriate form and mention the link to the position. 
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Unit Name: ___Counseling_ __ 
3. Equipment (excluding technology) Needs Not Covered by Current Budget 
 

List Equipment or Equipment Repair Needed for Academic Year _________ 
Please list/summarize the needs of your unit on your campus below. Please be 

as specific and as brief as possible.  Place items on list in order (rank) or 
importance. 

Annual TCO*  

Cost per 
item 

Number 
Requested Total Cost of Request 

1.     1 Fax Machine 
Reason:  It does not work properly and malfunctions on occasion 500.00 1 500.00 

2.    1 desk for scanning area 
Reason:  Currently there is no confidential quiet area for staff to scan documents in 
system. 

1000.00 1 1000.00 

3.     7 chairs for staff 
Reason:  There are no current well working chairs for staff in counseling 
department. 

300.00 7 2100.00 

4.    New calculators, office supplies 
Reason:  Old ones do not work and some staff and faculty do not have current office 
supplies needed. 

100.00 6 600.00 

* TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain accurate 
cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are linked to a position 
please be sure to mention that linkage.  
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Unit Name: ___Counseling___ 
4. Technology++ Needs Not Covered by Current Budget:  
 NOTE:   Technology; excludes software, network infrastructure, furniture, and consumables (toner, cartridges, etc) 
 
Submitted by:  Jimmie Hill Title: Counselor Phone:  951-372-7101 

  

Priority EQUIPMENT REQUESTED 
New (N) or 
Replacem
ent (R)? 

Program: 
New (N) or 
Continuing 

(C) ? 

Location 
(i.e Office, 
Classroom

, etc.) 

Is there 
existing 

Infrastructure
? 

How many 
users 

served? 

Has it been 
repaired 

frequently? 
Cost per 

item 
Number 

Requested 
Annual TCO* 
Total Cost of 

Request 

1. 
Usage / 
Justification 

 Computer Software Online SEP 
 

N N Office No 5 No 10,000 1 10,000 

2. 
Usage / 
Justification 

 Online 3-chat counseling services, 
virtual counseling program 
services 

N N Office No 5 No Pending 1 Pending 

3. 
Usage / 
Justification 

Replacement for older printers - 
Printers are more than 5-7 years 
old and not current to keep up with 
demand.  R    Office     

 
   

 
$400 

 
4 

 
$1600.00 

4. 
Usage / 
Justification 

 Computers on Campus for ESARS 
appointments (Student Friendly) - 
Computers to help students make 
appointments for counseling and 
resources. N    Lobby     

  
  

 
 

$1000 

 
 

5 

 
 

$5000.00 
 

5. 
Usage / 
Justification 

  
              

   

• TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain 
accurate cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are 
linked to a position please be sure to mention that linkage.  
++Technology is (1) equipment that attaches to a computer, or (2) a computer is needed to drive the equipment. 
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Unit Name:  ____Counseling____ 
5. Facilities Needs Not Covered by Current Building or Remodeling Projects*  
 

List Facility Needs for Academic Year ______2010-2011________ 
(Remodels, Renovations or added new facilities)  Place items on list in order (rank) or 

importance. 

Annual TCO*  

Total Cost of Request 

1.  Counseling Office Space for new and adjuncts counselors 
Reason:  There is an ongoing and immediate need for more office space for counseling.  We 
currently do not have adequate space to house adjunct counselors or any new full time counselors in 
a manner to meet the needs of students.  During peak times, there is no space and confidentiality 
becomes an issue. 

 
No direct costs.  Movement of office 
space, availability, counseling office 
space must be a priority. 

 

2. Orientation room/Counseling workshop room 
Reason:  We would like a room design for new student orientations, workshops and services to 
conduct for large groups of students.  If space available in new student success building we would 
like to stay connected with all student support services on campus. 

 
No direct costs.  Movement of office 
space, availability, counseling office 
space must be a priority. 

 

3. Meeting/Conference rooms 
Reason:   There is no meeting room for counselors to meet regularly. It is shared and not always 
available. 

 
No direct costs.  Movement of office 
space, availability, counseling office 
space must be a priority. 

 
4. Area/Lobby to have computers for students to schedule E-SARS, Academic review, 
schedule, catalog, dismissal workshops and online resources. 
Reason:  Computers are needed to schedule appointments on E-SARs, refer students to online 
services and resources on campus, online dismissal workshops and one semester plans. 

$5000.00 

 5. Storage room/area 
Reason:  To house counseling items and supplies and also program supplies for programs such as 
Honors, Puente, T3P. 

 
No direct costs.  Movement of office 
space, availability, counseling office 
space must be a priority. 

 
*Please speak with your campus Business Officer to obtain accurate cost estimates and to learn if the facilities you need are already in the planning stages.   
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Unit Name:  ___Counseling___ 
6. Professional or Organizational Development Needs Not Covered by Current Budget 

 
List Professional Development Needs. Reasons might include in response to assessment 
findings or the need to update skills to comply with state, federal, professional 
organization requirements or the need to updates/skills/competencies. Please be as specific 
and as brief as possible. Some items may not have a cost, but reflect the need to spend 
current staff time differently.   Place items on list in order (rank) or importance. 

Cost per 
item 

Number 
Requested Total Cost of Request 

1.  UC Conference 
Reason:  Update skills and current transfer requirements statewide. 120.00 5 600.00 

2.   CSU conference 
Reason:  Update skills and current transfer requirements statewide. 120.00 5 600.00 

3.   Ensuring Transfer Success Conference 
Reason:  125.00 5 625.00 

4.   Professional Development/Training out of state 
Reason:  Stay up to date on current trends of community college success and best 
practices. 

3000.00 2 6000.00 

5.  Basic Skills Conferences 
Reason: Stay up to date on current trends of community college success and best 
practices. 

500.00 5 2500.00 

6.  Student success Institute(s) throughout year and technology conferences 
Reason: Stay up to date on current trends of community college success and best 
practices. 

500.00 5 2500.00 
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Unit Name:  ___Counseling___ 
7. OTHER NEEDS not covered by current budget 

 

List Other Needs that you are certain do not fit elsewhere. 
Please be as specific and as brief as possible.  Not all needs will have a cost, but 

may require a reallocation of current staff time.  Place items on list in order (rank) 
or importance. 

Annual TCO*  
 

Cost per 
item 

Number 
Requested Total Cost of Request 

1. Chairs for counseling lobby 
Reason:  Current chairs are old and not professional for high volume of students. 200.00 20 4000.00 

2. New book shelves for counseling offices to fit offices 
Reason:  Some counseling offices need new updated book cases to fit all items and 
supplies.   

600.00 5 3000.00 

3.New desk for some offices in counseling 
Reason:  Need ergonomically correct desks for offices in counseling that have not 
been fitted for counselor.  One desk is over 12 years old. 

1000.00 2 2000.00 

4. 
Reason: 

   

5. 
Reason: 

   

6.   
Reason: 

   

* TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain accurate 
cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are linked to a position 
please be sure to mention that linkage. 
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Student Services Area: Disabled Student Programs and Services (DSP&S) 
 

Prepared by:   Koji M. Uesugi, Associate Dean of Special Funded Programs         
 

Academic Year:              2009-10         
 
I. Student Services Area Overview 
 
1. Mission 

The Norco College Disabled Student Programs & Services (DSP&S) is committed to 
providing equal access to educational opportunities for students with verified 
disabilities by cultivating a positive and accessible learning environment in order to 
empower, support and encourage their retention, persistence, and success at the 
institution. 

 
2. Philosophy Statement 

DSP&S is dedicated to ensuring students with disabilities have the opportunity to 
engage in all aspects of the campus and achieve their academic and personal 
aspirations.  We believe that providing our students with access to specialized support 
services and high quality assistive technology enhances and enriches their educational 
experience. Thus, we continuously evaluate the quality of our offerings, the standard of 
achievement, the effectiveness of instruction and support services and the relevance 
of our programs. 

 
3. Staffing Level 

RCCD DSP&S funded staff 
• P/T Dean of DSP&S 
• F/T DSP&S Counselor/Learning Disability Specialist  
• F/T DSP&S Specialist 
• P/T Support Services Specialist 
• P/T Interpreters (as needed) 
• P/T Alternative Media Specialists (as needed) 
Norco College funded staff 
• P/T Associate Dean of Special Funded Programs  
• Federal Work Study/Student Workers  

 
4. Summary 

The DSP&S office provides reasonable academic accommodations and services to 
students with disabilities, including disability related academic counseling, registration 
assistance, and learning disability testing.  The DSP&S staff are regarded as the 
campus experts on a diverse range of disability related issues to both inform and 
ensure faculty and staff provide reasonable accommodations to students with 
disabilities per the Americans with Disabilities Act (ADA) and Sections 504 and 508 of 
the Rehabilitation Act.  

 
5. Objectives 

1. To develop an implementation plan to enable Norco’s DSP&S to operate 
independently once the campus is accredited in 2010. 

2. To increase the number of DSPS students who complete the eligibility 
determination process upon completion of a Learning Disability assessment.  
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3. To implement a strategy to increase DSP&S students’ knowledge of their legal 
rights and how to self-advocate for DSP&S services and accommodations.  

4. To increase students’ ability to demonstrate understanding of their disabilities and 
educational limitations upon completion of their DSP&S intake.  

5. To improve communication with Norco College faculty to increase the number of 
accurately completed test accommodation forms submitted to the DSP&S office.   
 

6. Strengths 
• Collaborated with Associated Students of Norco College to bring the Norco Mobile 

Veterans Center to the campus in December 2009 to raise awareness of DSP&S 
at Norco College and services provided by the Norco Veterans Center 

• Raised awareness of DSP&S services to students at three local high schools (7 
visits to 200 seniors) and two Norco College Guidance 47 sections (53 students) 
through outreach presentations conducted by the DSP&S Counselor 

• Collaborated with TRiO Director and Office of Student Success to submit a TRiO 
SSS grant for students and veterans with disabilities at the Norco College  

• Developed and implemented quantifiable student learning outcomes grounded in 
the program’s multiple support services, including outcomes from DSP&S 
counseling sessions 

• Collaborated with the District DSP&S Office to provide access to technology for 
students with disabilities on campus-wide computer labs, including the addition of 
DSP&S software on specific desktops in the Assessment Center 

• Participated in Norco College committees to address needs of students with 
disabilities: Physical Resources Committee; Commencement Committee; Strategic 
Planning Committee; Student Success Committee; and Matriculation Committee 

• Examined and implemented a variety of new strategies to outreach to faculty in 
order to increase properly completed Testing Accommodation Forms submitted by 
faculty 

 
7. Improvement Areas 

• Adequate staffing, particularly a full-time Support Services Specialist, is critical to 
effectively meet the increasing needs of students with disabilities  

• Appropriate space(s) for test accommodations is necessary to meet the growing 
need of DSP&S students who are approved for this accommodation   

• Collaborate with the Dean of DSP&S to strategize a transition plan to enable 
Norco’s DSP&S to operate independently once the campus is accredited in 2010 

• Increase the level of privacy in and around the DSP&S front office space by 
implementing improved operating procedures 

 
8. Students Served 

Academic 
Year 

Unduplicated 
Student 

Headcount 
Primary 
Disability 

Unduplicated 
Student 

Headcount 
Secondary 
Disability 

Unduplicated 
Student 

Headcount 
Total 

Duplicated Student 
Headcount 

(Students Served) 

2006-07 317 33 350 543 
2007-08 329 47 376 602 
2008-09 355 55 410 633 
2009-10 440 55 495 819 
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9.   Report on 2008-2009 Assessment Plan for Student Services Area: DSP&S 
 
 Mission Statement: The Norco College Disabled Student Programs & Services (DSP&S) is committed to providing equal 

access to educational opportunities for students with verified disabilities by cultivating a positive and accessible learning 
environment in order to empower, support and encourage their retention, persistence and success at the institution. 

 Objective Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Student 
Service 

Goal/Campus 
Goal/District 

Initiative 

Assessment Criteria 
(Specify Target 

Performance Level) 

Assessment 
Measure  

 Completion (or 
anticipate 

completion)/ 
Findings 

Improvement 
Recommendations 

(next step) 

 
1. 

Improve the 
accuracy of 
student records 
to ensure 
students with 
disabilities receive 
appropriate 
accommodations.  

SAO: As a result of 
improved district-wide 
staff training and 
campus procedures, 
DSP&S staff will 
demonstrate a higher 
rate of accuracy of 
maintaining student 
records.  

RCCD Student 
Support Services 
Goal 3.  

Student records (files) 
maintained by the 
DSP&S staff will reflect 
a 90% rate of accuracy.  

DSP&S files 
were audited 
using a 
standardized 
checklist, and 
scored based 
upon missing 
or incorrect 
information. 

08-09 results: 
20/22 sections of 
the student records 
of each student 
were recorded 
accurately (91%). 

Additional methods to 
improve accuracy of 
maintaining student 
records will be 
incorporated in future 
staff meetings.  
Additional procedures 
to increase accuracy 
rate to 95% will be 
explored.  

 
2. 

Improve 
awareness of and 
access to DSP&S 
test 
accommodation 
services to 
students and 
faculty. 

SAO: DSP&S will 
improve 
communication with 
Norco College faculty 
to increase the 
number of accurately 
completed Test 
Accommodation 
forms submitted to 
the DSP&S office by 
10%. 

District Strategic 
Initiatives – Increase 
student access 
 
RCCD Student 
Support Services 
Goal 7. 

71% of test 
accommodation forms 
submitted by faculty in 
2007-08 were accurately 
completed. The goal for 
2008-09 is to increase 
this rate by 10%.  

During 08-09 
FY, DSP&S 
staff tracked 
all submitted 
forms and 
checked for 
accuracy.  

08-09 results:  
425 tests were 
administered 
through DSP&S. 
 
284 completed test 
accommodation 
forms submitted 
accurately to 
DSP&S for a 67% 
completion rate. 
Completion rate 
decreased by 4% 

The revised DSP&S 
test accommodation 
forms were forwarded 
to all RCCD faculty in 
summer 2009. The 
DSP&S staff will 
develop a packet for 
faculty about test 
accommodation 
services and outreach 
to them for follow-up. 
Goal for 2009-10 is to 
meet the established 
target goal.   

3.  Providing test accommodations continues to be of high demand among our DSP&S students. Arranging for and administering test accommodations require a high 
degree of resources and time, and must be carefully coordinated in order to provide students and instructors a positive test experience. In addition to the revised test 
accommodation form, a letter was also sent out to faculty by the Dean of DSP&S prior to fall and spring semester. The Associate Dean of Special Funded Programs at 
Norco also communicated with the college’s Dean of Instruction to communicate this information to Norco faculty. This was done via email and a presentation at a 
faculty meeting, along with individual follow up by the DSP&S Specialist and Support Services Specialist with faculty and students.  
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10.  2009-2010 Assessment Plan for Student Services Area: DSP&S 

  Mission Statement:  The Norco College Disabled Student Programs & Services (DSP&S) is committed to providing equal 
access to educational opportunities for students with verified disabilities by cultivating a positive and accessible learning 
environment in order to empower, support and encourage their retention, persistence and success at the institution. 

  Objective Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Student 
Service 

Goal/Campus 
Goal/District 

Initiative 

Assessment Criteria 
(Specify Target 

Performance Level) 

Assessment 
Measure  

 Completion (or 
anticipate 

completion)/ 
Findings 

Improvement 
Recommendations 

(next step) 

 
1. 

Increase the 
number of DSPS 
students who 
complete the 
eligibility 
determination 
process upon 
completion of a 
Learning 
Disability 
assessment  
 

SLO: After 
participating in a 
Learning Disability 
(LD) eligibility 
assessment, DSP&S 
students will complete 
the eligibility 
determination process. 

Norco College 
Educational Master 
Plan Goals: 1 
 
Norco College  
Student Support 
Services Goals: 9 
 
   

75% of DSP&S 
students will complete 
their eligibility 
determination within 
eight-weeks or less.  

Office record 
keeping and 
review of 
appointment 
dates of the total 
number of 
students who 
initiate and 
complete the 
LD eligibility 
assessment 
process within 
the eight-week 
time frame. 

Fall 09   
75% of students 
participated in 
results 
consultation 
within the eight- 
week time frame. 
 
Spring 10  
85% of students 
participated in 
results 
consultation 
within the eight- 
week time frame.    

The DSP&S office at 
Norco College has 
established a 
consistent intake, 
evaluation and results 
consultation for 
students determined 
appropriate for LD 
eligibility assessment. 
With the anticipated 
increase of 
candidates for LD 
assessment, it will 
become increasingly 
challenging to 
provide this service 
in a timely manner to 
eligible students 

 
2. 

Implement a 
strategy to 
increase DSP&S 
students’ 
knowledge of 
their legal rights 
and how to self-
advocate for 
DSP&S services 
and 
accommodations  

SLO: DSP&S students 
will be able to 
demonstrate knowledge 
of their legal rights and 
how to self-advocate 
for their DSP&S 
services and 
accommodations. 

Norco College 
Educational Master 
Plan Goals: 1 
 
Norco College  
Student Support 
Services  Goals: 9 
 

Benchmark Data  
75% of students will 
demonstrate 
knowledge of their 
legal rights and self-
advocacy strategies in 
response to the on-line 
survey. 

Post module on-
line survey  

Spring 10  
90% of the 
participants 
agreed that the 
module increased 
their knowledge 
of their legal 
rights and how to 
self-advocate for 
their DSP&S 
services and 
accommodations. 

The self-advocacy 
module was 
implemented as a 
part of the DSP&S 
intake process during 
the Spring Semester. 
The DSP&S office 
will have the 
opportunity to 
measure the 
effectiveness of the 
module for a full year 
in 2010-11.  
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* Details on following page 
 

 
3. 

Increase students’ 
ability to 
demonstrate 
understanding of 
their disabilities 
and educational 
limitations upon 
completion of 
their DSP&S 
intake.  

SLO: Upon completing 
their DSP&S service 
and accommodation 
intake, students will be 
able to demonstrate 
their understanding of 
their disabilities and 
educational limitations.   

Norco College 
Educational Master 
Plan Goals: 1 
 
Norco College 
Student Support 
Services Goals: 9 
 

85% of DSP&S 
students will be able to 
demonstrate 
understanding of their 
disabilities and 
educational limitations.  

DSP&S students 
will be asked to 
complete a 5-
question survey 
at the end of 
intake session.  

2009-10  
99.5% of the 
survey 
participants 
demonstrated 
understanding of 
their disabilities 
and educational 
limitations after 
the intake 
process.  

The survey was 
implemented during 
the winter 
intersession so it will 
be important to 
measure the 
participants’ 
responses measured 
during entire 
academic year. Other 
assessment measures 
should also be 
considered. 

 
4. 

Improve 
communication 
with Norco 
College faculty to 
increase the 
number of 
accurately 
completed test 
accommodation 
forms submitted 
to the DSP&S 
office.   

SAO: DSP&S will 
improve 
communication with 
Norco College faculty 
to increase the number 
of accurately completed 
test accommodation 
forms submitted to the 
DSP&S office.  

Norco College 
Educational Master 
Plan Goals: 1 
 
Norco College  
Student Support 
Services Goals: 8,9 
 

80% of DSP&S test 
accommodation forms 
completed by faculty 
will be returned and 
completed accurately.   

Data gathered 
from the 
quantity and 
quality 
(accuracy) of the 
test 
accommodation 
forms submitted 
to DSP&S. 

2009-10  
514 DSP&S test 
accommodation 
forms were 
submitted and of 
those, 287 were 
submitted 
accurately, which 
resulted in a 72% 
accuracy rate. 
 

Efforts to improve 
the accuracy rate of 
DSP&S test 
accommodations 
forms submitted by 
faculty were made 
through email 
communications, a 
faculty meeting 
presentation, and 
one-on-one 
interactions with 
faculty. This resulted 
in a minimal accuracy 
rate increase, but it is 
important to note 
that more tests were 
provided this year as 
well. DSP&S will use 
the data to improve 
the test accuracy rate. 
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2009-2010 Assessment Plan Findings/Data Analysis & Improvement 
Recommendations  
 
SLO #1: After participating in a Learning Disability (LD) eligibility assessment, 
DSP&S students will complete the eligibility determination process. 
Learning Disability (LD) assessment is a valuable service provided by the Norco College 
DSP&S Office for eligible students.  According to our DSP&S Counselor/LD Specialist, 
during the 2009-10 academic year, 15 students completed a LD eligibility test result 
consultation and 80% of these students completed the LD eligibility determination within 
eight weeks. Three students completed the evaluation after initiating the process in a 
prior term (>24 weeks to complete). Two students were discontinued from testing in the 
spring semester due to missed appointments and did not complete the determination 
process and were not included in the reported totals. 

• Fall 09 – 75 % completed within eight weeks.   
• Spring 10 – 85 % completed within eight weeks  

 
Improvement Recommendations  
With a consistent LD assessment process in place, we expect to see an increase in the 
number of students who request the LD assessment. While our effort will be to provide 
this service to appropriate candidates in a timely manner, it will become increasingly 
difficult as the general number of DSP&S students continues to grow and scheduling 
constraints are placed on the DSP&S Counselor/LD Specialist. This may limit students 
without prior documentation from becoming eligible and receiving appropriate services 
through the DSP&S office.   
 
SLO #2: DSP&S students will be able to demonstrate knowledge of their legal 
rights and how to self-advocate for their DSP&S services and accommodations. 
Providing DSP&S students with the knowledge, tools, and confidence to advocate for 
themselves is critical to empowering them to have ownership of their education. Upon 
considering various methods of presenting information about legal rights for students 
with disabilities, DSP&S accommodations, and how to self-advocate for those 
accommodations, a brief module was created and incorporated into the DSP&S intake 
process during the Spring Semester. At the completion of the module, students were 
asked to respond to a survey to measure what they learned and how they felt about 
advocating for themselves in their classrooms. The following survey responses reveal 
that overall, students felt confident about what they learned in the module.  
 
1. I am now aware of my specific rights under Section 504 of the Rehabilitation 

Act and the Americans with Disabilities Act (ADA) that guarantee me 
reasonable accommodations through the campus’s Disabled Student 
Programs & Services (DSP&S) office. 

Response 
Percent 

Strongly Agree 61.9% 
Agree 38.1% 
Disagree 0.0% 
Strongly Disagree 0.0% 
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2. I have learned enough about the educational limitations resulting from my 
disability to be able to take action on my own in getting the services I need 
through DSP&S. 

Response 
Percent 

Strongly Agree 57.1% 
Agree 38.1% 
Disagree 4.8% 
Strongly Disagree 0.0% 

 
3. I now understand what my accommodations are and the processes I need to 

follow to receive them. 
Response 

Percent 

Strongly Agree 38.1% 
Agree 57.1% 
Disagree 4.8% 
Strongly Disagree 0.0% 

 
4. I am confident that I will be able to assert my rights in negotiating with faculty 

and staff for my accommodations. 
Response 

Percent 

Strongly Agree 57.1% 
Agree 38.1% 
Disagree 4.8% 
Strongly Disagree 0.0% 

 
5. I will be able to explain the educational limitations resulting from my disability 

to my instructor when necessary. 
Response 

Percent 

Strongly Agree 52.4% 
Agree 42.9% 
Disagree 4.8% 
Strongly Disagree 0.0% 

 
Improvement Recommendations  
The Norco College DSP&S staff will continue to facilitate the self-advocacy module 
during the intake process and assess students’ level of learning through the survey 
responses and how well they self-advocate for their accommodations with their 
instructors in 2010-11. This module will also be presented in an expanded workshop 
presentation so continuing DSP&S students can participate in it as well.  
  
SLO #3: Upon completing their DSP&S service and accommodation intake, 
students will be able to demonstrate their understanding of their disabilities and 
educational limitations.   
The DSP&S intake process is the primary point of contact for the majority of students 
who participate in DSP&S.  During the intakes, the DSP&S staff and counselor meet with 
students one-on-one to determine program eligibility and provide information to students 
about DSP&S accommodations and services. In an effort to capture a snapshot of the 
students’ understanding about their disability and possible educational limitations upon 
completing the intake process, a short survey was developed in the fall and implemented 
during the winter intersession.  
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1. As a result of my intake and meeting with the DSP&S counselor for 
accommodations, I now understand the nature of my disability and 
educational limitation. 

Response 
Percent 

Strong Agree 73.7% 
Agree 26.3% 
Disagree 0.0% 
Strongly Disagree 0.0% 

 
2. I can explain the nature of my disability and educational limitation to my 

instructor when necessary. 
Response 

Percent 

Strongly Agree 71.1% 
Agree 26.3% 
Disagree 0.0% 
Strongly Disagree 2.6% 

 
3. I understand what accommodations will help me be more successful in my 

classes. 
Response 

Percent 

Strongly Agree 76.3% 
Agree 23.7% 
Disagree 0.0% 
Strongly Disagree 0.0% 

 
4. I have learned enough about my disability to be able to take action on my 

own in getting the accommodations I need through DSP&S. 
Response 

Percent 

Strongly Agree 71.1% 
Agree 28.9% 
Disagree 0.0% 
Strongly Disagree 0.0% 

 
5. Now that I have completed the intake process and am eligible to access 

DSP&S accommodations, I am confident that they will help me achieve my 
academic goal. 

Response 
Percent 

Strongly Agree 81.6% 
Agree 18.4% 
Disagree 0.0% 
Strongly Disagree 0.0% 

 
Improvement Recommendations  
A revised survey will be considered for 2010-11 that will aim to provide the DSP&S office 
with a clearer idea of what students learned during the intake process and measure the 
degree to which they apply their learning in and out of the classroom. In addition to 
revising the survey instrument that students respond to at the end of intake, DSP&S will 
consider collecting feedback from the DSP&S counselor and instructors about their 
observations of students who utilize DSP&S accommodations and services.  
 
SAO #4: DSP&S will improve communication with Norco College faculty to 
increase the number of accurately completed test accommodation forms 
submitted to the DSP&S office. 
The DSP&S test accommodation process requires clear and timely communication 
among the student, instructor, and DSP&S staff to ensure appropriate preparations are 
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made to provide the approved accommodation for the student. The test accommodation 
form is a key document that serves as the link between the instructor, student, and 
DSP&S staff so it is critical that instructors understand that they must complete the form 
accurately and submit it to the DSP&S office 24 hours in advance of the test date. 
Unfortunately, the accuracy rate of the DSP&S test accommodations form has hovered 
just below 70% over the last several years. The target goal for 2009-10 was an 80% 
accuracy rate, but our updated numbers show that the actual accuracy rate is 71% 
despite increased efforts to communicate with faculty during 2009-10. For example, 
before the Fall Semester, the Dean of DSP&S sent out an email to all RCCD faculty and 
introduced the revised test form and instructions on the test accommodation process. An 
email message was submitted by the Associate Dean of Special Funded Programs in 
the middle of Spring Semester to remind faculty of the test accommodation process and 
a follow-up presentation was provided at a spring faculty meeting. In addition to the 
formal lines of communication, DSP&S-related staff and the associate dean also met 
with a number of instructors address inaccurate and late test accommodation 
submission issues.  
 
Improvement Recommendations  
The DSP&S staff and associate dean will continue to communicate with faculty 
regarding the test accommodation process at least twice during the academic year. In 
addition, the office will work with the Dean of Instruction and Faculty Development 
Coordinator to explore the possibility of workshops that will assist faculty with better 
serving the needs of students with disabilities in their classroom. Improving 
communication with faculty is a critical component of ensuring that the college 
appropriately meets the needs of students with disabilities as a whole.  
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II. Area Needs Assessment  
 

1. Staffing Profile (Please indicate the number in terms of FTE. In other words 
a full time staff person is a 1, and half time person is a .5) 

 

 

Position 

Staffing Levels for Each of the Previous 
Six Years 

Anticipated total staff 
needed 

 
2005 

 
2006 

 
2007 

 
2008 

 
2009 

 
2010 

 2010-2011 
 

2011-2012 
 

Administration 0 0 0 0 .5 .5  .5 .5 
Classified Staff FT 1 1 1 1 1 1  2 2 
Classified Staff PT .6 .6 .6 .6 .6 .6  1 1 
Confidential Staff FT 0 0 0 0 0 0  0 0 
Hourly Staff .5 1.5 .5 0 0 0  0 0 
Student Workers 1.5 2.5 2 1.5 2 2  2 3 
Faculty Reassigned FTE Full time 1 1 1 1 1 1  1 1 
Faculty Reassigned FTE Part time 0 0 0 0 0 0  0 0 
Total Full Time Equivalent 
Staff 

 
4.6 

 
6.6 

 
5.1 

 
4.1 

 
5.1 

 
5.1 

  
6.5 

 
7.5 
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Unit Name:                DSP&S                                  
2. Staff Needs  

NEW OR REPLACEMENT STAFF (Administrative, Faculty, or Classified)  

List Staff Positions Needed for Academic Year 2010-11 
Place titles on list in order (rank) or importance. 

Indicate (N) = 
New or (R) = 
Replacement 

Annual 
TCP* 

1. Support Services Specialist (F/T)  
Reason: 
Over the past four years, the Norco College DSP&S office has experienced a steady increase in the number 
of students who apply for and utilize our services: 2006-07 (317), 2007-08 (329), 2008-09 (355), and 2009-
10 (420).  The increase of 103 students between 2006-07 and 2009-10 represents a 32% increase in the 
number of unduplicated students served by the program.  Given the increase in enrollment and the level of 
services for students, our part-time Support Services Specialist has worked full-time hours during high 
needs periods, such as priority registration, mid-term and final exams, and start/end of terms. It is clear that 
the unit requires a full-time Support Services Specialist to meet the current and future needs of our 
students, particularly as we begin operating as an independent program beginning July 2010.  Also, due to 
the current fiscal crisis, we have not had the funding to implement the level of technology necessary to 
streamline our operation so we cannot assess whether technology has increased or decreased the workload 
on our staff.  The difference in cost to convert our current Support Services Specialist from a part-time to 
full-time position is $27,576*. The calculation for this figure considers the actual charges paid to the part-
time classified staff member in 2008-09 with the estimated TCP of a full-time classified staff position 
(Grade K/Step 5). The requested conversion of the part-time position (.5) is reflected as a full-time (1) 
classified position in the staffing profile table.    
   

 
(R) 

Grade K/ 
Step 5 

 
 
$27,576* 
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2. Special Funded Programs Administrative Assistant I (F/T) 
Reason: 
An administrative assistant will provide consistent front counter coverage that has not been available to the 
DSP&S operation at Norco in prior years. In addition to providing critical administrative support for 
DSP&S (50%), this position will also support the EOPS/CARE operation (50%), as both offices are led by 
the Office of the Associate Dean of Special Funded Programs. Due to the current fiscal crisis, we have not 
had the funding to implement the level of technology necessary to streamline our operation so we cannot 
assess whether technology has increased or decreased the workload on our staff.  The TCP for this position 
represents half (50%) the total cost as the responsibilities will be divided with the EOPS/CARE operation.   

 
(N) 

Grade E/ 
Step 1 

 
 
$30,634 

3. Support Services Specialist Aide (F/T)  
Reason: 
Need for this position is due to the consistent increase in workload of the DSP&S office in addition to the 
additional responsibilities as a result of operating as an independent program at an accredited institution. 
Due to the current fiscal crisis, we have not had the funding to implement the level of technology necessary 
to streamline our operation so we cannot assess whether technology has increased or decreased the 
workload on our staff. This position will be especially critical during our high-need periods such as priority 
registration, mid-term and final exams, and start/end of terms. 

  
(N) 

Grade E/ 
Step 1 

 
 
$61,274 

4.   
Reason: 

   

5.  
Reason: 
 

  

6.  
Reason: 
 

  

* TCP = “Total Cost of Position” for one year is the cost of an average salary plus benefits for an individual.  New positions (not replacement positions) also 
require space and equipment.  Please speak with your campus Business Officer to obtain accurate cost estimates.  Please be sure to add related office space, 
equipment and other needs for new positions to the appropriate form and mention the link to the position. 
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Unit Name:                DSP&S            
3. Equipment (excluding technology) Needs Not Covered by Current Budget 
 

List Equipment or Equipment Repair Needed for Academic Year 2010-11 
Please list/summarize the needs of your unit on your campus below. Please be 

as specific and as brief as possible.  Place items on list in order (rank) or 
importance. 

Annual TCO*  
 

Cost per 
item 

 
 Number 
Requested 

Total Cost of Request 

1.   
Reason:  

 
 

  

2.   
Reason:  

 
 

  
 

3.   
Reason: 

   

4.   
Reason: 

   

5.   
Reason: 

   

6.   
Reason: 

   

7.   
Reason: 

   

* TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain accurate 
cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are linked to a position 
please be sure to mention that linkage.  
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Unit Name:                DSP&S    
4. Technology++ Needs Not Covered by Current Budget:  
 NOTE:   Technology; excludes software, network infrastructure, furniture, and consumables (toner, cartridges, etc) 
 
Submitted by:  Title:  

  
Phone:  
 

  

Priority EQUIPMENT REQUESTED 
New (N) or 
Replacem
ent (R)? 

Program: 
New (N) or 
Continuing 

(C) ? 

Location 
(i.e Office, 
Classroom

, etc.) 

Is there 
existing 

Infrastructure
? 

How many 
users 

served? 

Has it been 
repaired 

frequently? Cost per 
item 

 
Number 

Requested 

Annual TCO* 
Total Cost of 

Request 
1. 
Usage / 
Justification 

  
 

         

2. 
Usage / 
Justification   

      
   

3. 
Usage / 
Justification 

 
            

 
   

   

4. 
Usage / 
Justification 

  
           

  
  

   

5. 
Usage / 
Justification 

  
              

   

• TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain 
accurate cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are 
linked to a position please be sure to mention that linkage.  

• ++Technology is (1) equipment that attaches to a computer, or (2) a computer is needed to drive the equipment. 
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Unit Name:                DSP&S    
5. Facilities Needs Not Covered by Current Building or Remodeling Projects*  

 

List Facility Needs for Academic Year 2010-11 
(Remodels, Renovations or added new facilities)  Place items on list in order (rank) or 

importance. 

Annual TCO*  
 

Total Cost of Request 

1.  
Reason:  

 
 

 
2.  
Reason:  

 
 

3.  
Reason:  

 
 

4.  
Reason: 

 

 5. 
Reason: 

 
 

6. 
Reason: 

 

*Please speak with your campus Business Officer to obtain accurate cost estimates and to learn if the facilities you need are already in the planning stages.   
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Unit Name:                DSP&S   
6. Professional or Organizational Development Needs Not Covered by Current Budget 

 
List Professional Development Needs. Reasons might include in response to assessment 
findings or the need to update skills to comply with state, federal, professional 
organization requirements or the need to updates/skills/competencies. Please be as specific 
and as brief as possible. Some items may not have a cost, but reflect the need to spend 
current staff time differently.   Place items on list in order (rank) or importance. 

Cost per 
item 

 
  
Number 
Requested 

Total Cost of Request 

1. CAPED Annual Convention 
Reason:  
The annual California Association for Postsecondary Education and Disability (CAPED) 
Convention brings together disability service professionals throughout the state to learn 
and share ideas and practices.  Due to the changing nature of federal and state laws, as well 
as innovations in accommodations for students with disabilities, it is important for the 
DSP&S staff to participate in professional development opportunities such as CAPED.  

 
$1,500 

 
4 

 
$6,500 

2. The High Tech Center Training Unit of California Community Colleges 
Reason:   
The High Tech Center Training Unit of the California Community Colleges is a state of 
the art training and support facility for community college faculty and staff wishing to 
acquire or improve teaching skills, methodologies, and pedagogy in Assistive Computer 
Technology, Alternate Media and Web Accessibility. The HTCTU supports High Tech 
Center programs at 112 community colleges and satellite centers. With more than 10,000 
students with disabilities enrolled in High Tech Center programs state-wide, it is necessary 
for our DSP&S staff to stay current with the use of assistive technology.  

 
$300 

 
4 

 
$1,200 

3. AHEAD Conference 
Reason:  
The Association on Higher Education And Disability (AHEAD) is a professional 
membership organization for individuals involved in the development of policy and in the 
provision of quality services to meet the needs of persons with disabilities involved in all 
areas of higher education. The DSP&S staff will gain valuable information as well as 
share best practices from Norco College at the national level. 

 
$2,000 

 
2 

 
$4,000 
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Unit Name:                DSP&S    
7. OTHER NEEDS not covered by current budget 

 
List Other Needs that you are certain do not fit elsewhere. 
Please be as specific and as brief as possible.  Not all needs will have a cost, but 
may require a reallocation of current staff time.  Place items on list in order (rank) 
or importance. 

Annual TCO*  
 

Cost per 
item 

 
 Number 
Requested 

Total Cost of Request 

1. 
Reason:    

 
 

 
 

 

2. 
Reason: 

 
 

  
 
 

3. 
Reason: 

   

4. 
Reason: 

   

5. 
Reason: 

   

6.   
Reason: 

   

* TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain accurate 
cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are linked to a position 
please be sure to mention that linkage. 
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                          Student Services Area: Extended Opportunity Programs and  
Services (EOPS)/Cooperative Agencies Resources for Education (CARE) 

 
Prepared by:   Koji M. Uesugi, Associate Dean of Special Funded Programs         

 
Academic Year:              2009-10         

 
I. Student Services Area Overview 
 
1. Mission 

We are committed to advancing educational opportunities of students who face 
economic and academic challenges by providing high quality services to support their 
learning and success.     

 
2. Philosophy Statement 

Norco College EOPS/CARE participants are treated with respect and valued for what 
they bring to the college and program.  Our services are founded on a community-
based model that promotes genuine care and commitment by staff for our students; 
expects participants to fulfill their program responsibilities; and works collaboratively 
with staff and faculty at the campus to provide holistic services to support student 
success. 

 
3. Staffing Level 

RCCD EOPS funded Staff  
• P/T EOPS/CARE Director  
• P/T EOPS Counselor (11 hours/week for fall 2009/spring 2010) 
• P/T EOPS Educational Advisor (6 hours/week for fall 2009) 

Norco College funded Staff  
• P/T Associate Dean of Special Funded Programs  
• P/T EOPS Office Assistants (2)  

 
4. Summary 

The Extended Opportunity Program and Services (EOPS) is a comprehensive 
academic support service program to assist students from low-income, first-generation 
college backgrounds achieve their educational goals at Norco College.  The 
Cooperative Agencies Resource for Education (CARE) program is an extension of 
EOPS for single parents-heads of households receiving CalWORKs/TANF that have at 
least one child under the age of 14. 

 
5. Objectives 

1. To develop an implementation plan to enable Norco’s EOPS to operate 
independently once the campus is accredited in 2010.  

2. To assess Norco EOPS students’ ability to identify EOPS services and student 
responsibilities as a result of attending the EOPS Orientation. 

3. Norco College EOPS students who complete the required contacts will succeed at 
a higher rate than EOPS students who do not complete their required contacts 
each semester. 

4. To significantly increase the EOPS student participation rate at Norco College. 
5. To improve the level of customer service to students provided by EOPS staff.  
6. To close the assessment loop by incorporating necessary changes to EOPS 

services based on SLO and SAO findings.   
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6. Strengths 
• The total number of EOPS students district-wide has increased from 141 (fall 2008) 

to 263 (fall 2009) – this represents an 87% increase over one year  
• EOPS in-reach activities that “touched” over 500 students were conducted 

throughout summer 2009 in an effort to raise awareness and recruit students to the 
program 

• The EOPS staff improved the level of customer service that students experienced 
when they visited the EOPS office 

• The Norco College EOPS/CARE mission, vision, and philosophy statements were 
developed to guide the direction of the program 

• The EOPS counselor’s office space was relocated to the Student Services building 
to provide students and staff easier access for the program’s counseling services    

 
7. Improvement Areas 

• The Norco College EOPS/CARE office requires appropriate allocation from the 
State Chancellor’s Office and the District for resources to support its students and 
independent operations beginning in summer 2010  

• Collaborate with the new EOPS/CARE director to improve lines of communication 
and business processes to improve service delivery to students 

• Assess and develop EOPS/CARE policies and procedures within Title 5 
regulations that will best support the needs of Norco’s EOPS students 

• Develop publication materials that reflect the identity of the Norco College 
EOPS/CARE program  

• Utilize technology to improve communication with EOPS/CARE students, manage 
student database, and assess program outcomes 

 
8. Students Served 
 

EOPS/CARE students come from low-income, underrepresented backgrounds who 
demonstrate the potential and motivation to succeed in college.   
Academic Year Norco Campus EOPS/CARE District-wide EOPS/CARE 
2006-07 143 1065 
2007-08 139  1127 
2008-09 141 1497 
2009-10 267 1247 

*Unduplicated EOPS headcount data provided by Riverside City College EOPS.
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9.   Report on 2008-2009 Assessment Plan for Student Services Area: EOPS/CARE 
 
 Mission Statement: We are committed to advancing educational opportunities of students who face economic and academic 

challenges by providing high quality services to support their learning and success.     
 Objective Student Learning 

Outcome (SLO) 
or 

Service Area 
Outcome (SAO) 

Linked to Student 
Service 

Goal/Campus 
Goal/District 

Initiative 

Assessment Criteria 
(Specify Target 

Performance Level) 

Assessment 
Measure  

 Completion (or 
anticipate 

completion)/ 
Findings 

Improvement 
Recommendations 

(next step) 

 
1. 
 

Increase EOPS 
student 
participation in 
the program.  
 
 
 

SAO: EOPS will 
increase the district-wide 
EOPS student 
participation rate. 
 

RCCD Student 
Support Services 
Goals 3, 5 and 7.   

EOPS student population 
will increase a minimum 
of 5% each year. 

EOPS will 
track 
population 
growth and 
persistence of 
previous years 
to current year.  

• FY 2005-06 
(912) 

• FY 2006-07 
(1065) 

• FY 2007-08 
(1127) 

• FY 2008-09  
(1497) 

EOPS will continue to 
identify BOGW A & 
B eligible students 
every semester, 
provide in-class 
presentations at the 
beginning and end of 
each semester, and set 
up tables on campus.  

 
2. 

Track GPA for 
EOPS students 
who complete 
EOPS 
requirements. 

SAO:  EOPS will track 
Fall 2008 GPA for all 
EOPS students that 
complete all 3 EOPS 
responsibilities. 

RCCD Student 
Support Services 
Goals 4,5,6 and 7.   

The EOPS office will 
track and produce a GPA 
report for all EOPS 
students for Fall 2008.   

EOPS & MIS 
will track GPA 
for EOPS 
students for 
Fall 2008. 

Fall 2008 GPA 
report for 1025 
students (100%) 
reflects 72% of 
students in good 
standing 

EOPS students’ 
academic progress 
(GPA) will be tracked 
on a semester by 
semester.  

 
3. 

Demonstrate 
positive impact 
of Norco 
Campus EOPS 
services on 
EOPS student 
persistence. 

 SAO: EOPS students 
will demonstrate a 
higher term-to-term 
persistence rate 
compared to non-EOPS 
students between Fall 
2006 and Spring 2008. 

RCCD Student 
Support Services 
Goals 4,6,7,8 and 10.  

EOPS student cohort will 
maintain higher 
persistence rates than 
non-EOPS students for 
successive terms.    

EOPS will 
track 
persistence 
rate utilizing 
data collected 
from 
institutional 
research data. 

Persistence rate 
comparison of 
Norco Campus 
Fall 2006 student 
cohorts through 
Spring 2008:  
• Non-EOPS: 
30.3% 
• EOPS:         
35.7% 

EOPS will implement 
additional assessment 
measures to ensure 
students understand 
academic policies and 
procedures. 

4.  The Norco College EOPS office used the 2008-09 assessment outcome data to improve SAO 1 and 2.  
• Increasing the participating rate of EOPS students at Norco was a priority for the college. By utilizing multiple methods to identify prospective students and 

recruit them to the program, Norco’s EOPS office increased the number of EOPS students from 141 in fall 2008 to 263 in fall 2009.  
• The Norco EOPS office developed a tracking mechanism to monitor student contact and academic progress consistently.    
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10.   2009-2010 Assessment Plan for Student Services Area: EOPS/CARE 

  Mission Statement:  We are committed to advancing educational opportunities of students who face economic and academic 
challenges by providing high quality services to support their learning and success.     

  Objective Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to 
Student Service 
Goal/Campus 
Goal/District 

Initiative 

Assessment 
Criteria (Specify 

Target 
Performance 

Level) 

Assessment 
Measure  

 Completion 
(or anticipate 
completion)/ 

Findings 

Improvement 
Recommendations 

(next step) 

  
1. 
  

Assess Norco 
EOPS students’ 
ability to 
identify EOPS 
services as a 
result of 
attending the 
EOPS 
Orientation. 

SLO: As a result of 
attending the EOPS 
Orientation, Norco 
EOPS students will be 
able to identify available 
services.  

Norco College 
Educational Master 
Plan Goals: 1  
 
Norco College  
Student Support 
Services  Goals: 7,9 
 

75% of EOPS 
Orientation participants 
will be able to identify 
3 of the program 
services explained 
during the session. 

Participants of 
the EOPS 
Orientation will 
complete an 
anonymous 
survey at the 
end of the 
session. 

3 services 79%                     
-(117/148) 
2 services 10%                  
-(15/148) 
1 services 3%                   
-(5/148) 
0 services 8%                  
-(11/148) 

Students exceeded the 
75% target rate. Future 
EOPS Orientations will 
introduce program 
information, including 
services, differently to 
meet the needs of 
diverse learning styles. 
The target performance 
level will increase to 
80%. 

  
2. 

Assess Norco 
EOPS students’ 
ability to 
identify EOPS 
student 
responsibilities 
as a result of 
attending the 
EOPS 
Orientation. 

SLO: As a result of 
attending the EOPS 
Orientation, Norco 
EOPS students will be 
able to identify their 
student responsibilities. 

Norco College 
Educational Master 
Plan Goals: 1  
 
Norco College  
Student Support 
Services  Goals: 7,9 
 

75% of EOPS 
Orientation participants 
will be able to identify 
3 of the program 
services explained 
during the session. 

Participants of 
the EOPS 
Orientation will 
complete an 
anonymous 
survey at the 
end of the 
session.  

3 respons. 53%                     
- (79/148)   
2 respons. 24%                    
- (35/148)   
1 respons.   9%                  
-(13/148)   
0 respons. 14%                       
-(21/148)   

Students did not meet 
the 75% target rate. 
Future EOPS 
Orientations will 
introduce program 
information, including 
student responsibilities, 
differently to meet the 
needs of diverse learning 
styles. The target 
performance level will 
increase to 80%. 

  
3. 

Norco EOPS 
students who 
complete the 
required 
contacts will 
succeed at a 
higher rate than 
EOPS students 

SLO: Norco EOPS 
students who complete 
the required contacts 
will succeed at a higher 
rate than EOPS students 
who do not complete 
their required contacts 
each semester. 

Norco College 
Educational Master 
Plan Goals: 1 
 
Norco College  
Student Support 
Services  Goals:  7,8,9 
 

EOPS students who 
complete 3 contacts 
each semester will earn 
a 3.0 GPA and above. 

Tracked by 
SARS, Datatel, 
and internal 
database 
systems.  

2009-10 
The average GPA 
for EOPS 
students with 3 
contacts was 2.96. 

EOPS students who 
completed 3 contacts 
with their counselor 
during the year earned 
slightly less than the 
target GPA goal of 3.0.  
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* Details on following page 

who do not 
complete their 
required 
contacts each 
semester. 

 
4. 

Significantly 
increase the 
EOPS student 
participation 
rate at the 
Norco Campus. 
 

SAO: Norco EOPS 
office will increase the 
EOPS student 
participation rate at the 
Norco Campus. 

Norco College 
Educational Master 
Plan Goals: 3 
 
Norco College  
Student Support 
Services  Goals: 5,8  
 

The student 
participation rate in Fall 
2009 will increase by 
80% compared to Fall 
2008.  

Participation 
rate of EOPS 
students who 
meet 
requirements 
for MIS 
reporting based 
on Datatel and 
RCCD EOPS 
Access 
database. 

Fall 09  
263 students 
participated in 
EOPS. This was 
an 87% increase 
compared to 141 
participation rate 
in fall 08. 
Spring 10 
Admission was 
closed due to the 
statewide budget 
cut to EOPS. 

A strategic EOPS/ 
CARE outreach and in-
reach plan will continue 
during the fall and 
spring semester to 
ensure students at the 
college and surrounding 
communities are aware 
of the program and 
services.   

 
5. 

Improve the 
level of 
customer 
services 
provided by 
EOPS staff for 
students. 

SAO: Norco EOPS 
office will provide 
satisfactory services to 
students by the program 
staff. 

Norco College 
Educational Master 
Plan Goals: 4 
 
Norco College  
Student Support 
Services  Goals: 1,6,7 
 

90% of EOPS students 
will respond that they 
are satisfied with EOPS 
customer service. 

Students will 
complete a 
voluntary 
survey 
provided by 
front office 
staff.  

Fall 09  
98% of survey 
respondents 
reported 
satisfaction with 
services by front 
office staff.  
Spring 10  
99% of survey 
respondents 
reported 
satisfaction with 
services by front 
office staff. 
However, there 
was a decrease in 
the percentage of 
students who 
strongly agreed 
about the level of 
customer service 
compared to fall.  

We will continue to 
practice the highest level 
of customer service and 
improve how we serve 
students based on the 
EOPS philosophy 
statement we developed 
this spring and use 
multiple feedback 
mechanisms to hear 
from our students about 
our quality of service at 
the front counter.  
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2009-2010 Assessment Plan Findings/Data Analysis & Improvement 
Recommendations  
 
SLO #1: As a result of attending the EOPS Orientation, Norco EOPS students will 
be able to identify available services. 
All new and continuing EOPS students were required to attend the EOPS Orientation in 
the Fall Semester that covered program information, including program services and 
student responsibilities. At the completion of the 90-minute orientation, students were 
asked to complete a paper evaluation. Overall, 92% of the students named at least one 
EOPS service and 79% of them identified all three EOPS services. This exceeded target 
performance criteria by 4%.   
 
While the assessment criteria for this SLO was fairly simple (recall of critical components 
of the program), it provides a snapshot of what students learned during the EOPS 
Orientation. The SLO assessment loop below provides the process that was used for 
this assessment outcome. 
 
Improvement Recommendations  
This data will be used to improve how information regarding program services and the 
value of these services to student success will be presented in future EOPS 
Orientations. The EOPS office will also incorporate methods to remind/reinforce students 
about their responsibilities in its communication plan and regular interactions with 
students.  

 
 
SLO #2: As a result of attending the EOPS Orientation, Norco EOPS students will 
be able to identify their student responsibilities. 
All new and continuing EOPS students were required to attend the EOPS Orientation in 
the Fall Semester that covered program information, including program services and 
student responsibilities. At the completion of the 90-minute orientation, students were 
asked to complete a paper evaluation and 86% named at least one student responsibility 
they need to complete during the semester. However, only 53% of the students identified 
all three student responsibilities, and this fell short of performance target by 22%. The 
fact that 53% of the students could not name all three of their student responsibilities 
indicates an area that requires more attention. 
 
 

EOPS Orientation

SLO Established 

Assessment Tool

Data CollectionData Analysis

Conclusion

Implications for 
practice
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Improvement Recommendations  
The data will be used to improve how information regarding student responsibilities will 
be presented in future EOPS Orientations. The EOPS office will also incorporate 
methods to remind/reinforce students about their responsibilities in its communication 
plan and regular interactions with students during the year.  

SLO #3: Norco EOPS students who complete the required contacts will succeed at 
a higher rate than EOPS students who do not complete their required contacts 
each semester. 
EOPS students are required to meet with their EOPS counselor a minimum of three (3) 
times in order to support their academic goal(s) at the college and to meet Title 5 
Regulations for EOPS. The primary purpose of the dedicated, individualized counseling 
support for EOPS students is to help them navigate their way through the college system 
in order form them to achieve their educational goals. While students who completed 3 
contacts did not quite reach a 3.0 GPA or higher, their performance was significantly 
higher than those who did not complete any contacts (0) for the year (1.5 GPA). The 
tables below breakdown the number of contacts and percentage by semester of our 
students during 2009-10.  
 

  
  

  
0 Contact 1 Contact 2 Contacts 3 Contacts N 

Total Contacts for  
Fall Semester 2009 80 40 49 92 261 

 

 

   
0 Contact 1 Contact 2 Contacts 3 Contacts N 

Total Contacts for  
Spring Semester 2010 9 20 20 83 132 

 
 

80
31%

40
15%

49
19%

92
35%

EOPS Contacts Breakdown for Fall 2009

0 Contact

1 Contact

2 Contacts

3 Contacts

9
7% 20

15%
20

15%
83

63%

EOPS Contacts Breakdown  for Spring 2010

0 Contact
1 Contact
2 Contacts
3 Contacts
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Improvement Recommendations  
A glaring number that jumps out from the fall 2009 data is the high number of students 
who did not make any contacts with their counselor. While this number decreased 
significantly, from 80 in the fall to 9 in the spring, this was largely due to the fewer 
number of students who participated in the program in the spring. Although there was an 
87% increase in the number of EOPS students in fall 2009, the counseling support did 
not appropriately meet the needs. Since the counseling component is the cornerstone of 
EOPS, the program will ensure that an appropriate level of counseling support will be 
available once the program begins operating independently in 2010-11. The 
EOPS/CARE staff will also monitor student progress more closely and hold students 
accountable during the term if they are not meeting their program responsibilities.  
 
SAO #4: Norco EOPS office will increase the EOPS student participation rate at 
the Norco Campus. 
The Norco EOPS staff engaged in an active outreach and recruitment effort during the 
summer term to increase the participation rate of EOPS students at the campus. 
Classroom presentations, promoting the program during campus orientations, contacting 
financially eligible students by phone, and posting program flyers across campus led to 
an 87% increase in the student participation rate in fall 2009 compared to the previous 
year. It was immediately clear that the low EOPS participation rate was largely a result of 
little to no promotion of the program on-campus and with students in the surrounding 
communities. Classroom presentations during the Fall Semester revealed significant 
interest in the program, as 400 students signed up on an interest list to apply for the 
program for the following spring or fall terms.  
 
Improvement Recommendations  
The timing of the EOPS outreach/recruitment activities was ideal due to the high traffic 
flow of students attending campus orientation sessions and students enrolled in summer 
courses. However, due to the application process and timeline of the district’s EOPS 
office posed many challenges to yield the number of students who applied as well as 
expressed interest in receiving EOPS services at Norco. This ultimately led to fewer 
students who were admitted to the program for the fall semester and because admission 
to the program was closed for the spring due the statewide budget cut to EOPS, a 
significant number of eligible students at Norco did not have an opportunity to participate 
in the program.  
One of the areas of emphasis for the Norco College EOPS/CARE office will be a 
strategic outreach plan that will promote the program on-and off-campus. Contrary to the 
perception that very few low-income, first generation students attend Norco College, 
there is a significant presence of students from underrepresented backgrounds with a 
demonstrated need for financial and academic assistance. EOPS/CARE will help meet 
the needs of these students. 
 
SAO #5: Norco EOPS office will provide satisfactory services to students by the 
program staff.   
The Norco EOPS office made significant strides to improve customer service for 
students both in-person and by phone. This effort was a direct response to students and 
staff who expressed dissatisfaction with the level of service by the EOPS office staff in 
previous years. Training was provided to newly hired EOPS office staff and students 
were asked to provide feedback to the associate dean regarding the service. During the 
fall semester, a web-based satisfaction survey was developed and responses were used 
to continuously improve services to students. Overall, we exceeded the 90% satisfaction 
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rate but there was decrease in the number of students who responded with “strongly 
agreed” with their level of satisfaction in the spring compared to the fall. This could be 
attributed to staff transitions that occurred at the beginning of the semester and the 
limited availability of staff to the meet the needs of students. This was primarily due to 
the lack of funding allocated to the program.  
 
The Norco EOPS front office staff is welcoming and approachable. 

Answer Options Fall 2009 
Response 
Percent 

Spring 2010 
Response 
Percent 

Strongly Agree 77.1% 66.7% 
Agree 20.0% 33.3% 
Disagree 0.0% 0.0% 
Strongly Disagree 0.0% 0.0% 

 
The Norco EOPS front office staff explains EOPS procedures clearly and 
understandably.  
Answer Options Fall 2009 

Response 
Percent 

Spring 2010 
Response 
Percent 

Strongly Agree 80.0% 63.9% 
Agree 17.1% 33.3% 
 Disagree 2.8% 2.8% 
Strongly Disagree 0.0% 0.0% 

 
The Norco EOPS front office staff treats me with courtesy and respect. 

Answer Options Fall 2009 
Response 
Percent 

Spring 2010 
Response 
Percent 

Strongly Agree 85.7% 66.7% 
Agree 14.3% 33.3% 
Disagree 0.0% 0.0% 
Strongly Disagree 0.0% 0.0% 

 
Improvement Recommendations 
The Norco College EOPS/CARE office will continue to collect and analyze data from the 
student satisfaction survey in an effort to gauge the level of customer service provided 
by the office. This will be particularly important for the operation since the program will 
function as an independent program in 2010-11. Given the relocation of the entire office 
to the new Center of Student Success, set to open in July, it will be critical that our 
customer service to students remain at a high level. In addition to the survey, feedback 
from students will be requested verbally as well by formal and informal methods.  
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II. Area Needs Assessment  
 

1. Staffing Profile (Please indicate the number in terms of FTE. In other words 
a full time staff person is a 1, and half time person is a .5) 

 

 

Position 

Staffing Levels for Each of the Previous 
Six Years 

Anticipated total staff 
needed 

 
2005 

 
2006 

 
2007 

 
2008 

 
2009 

 
2010 

 2010-2011 
 

2011-2012 
 

Administration .2 .2 .2 .2 .2 .5  .5 .5 
Classified Staff FT 0 0 0 0 0 0  1 1 
Classified Staff PT 0 0 0 0 0 0  .5 .5 
Confidential Staff FT 0 0 0 0 0 0  0 0 
Hourly Staff .7 .7 .7 .7 .7 .7  0 0 
Student Workers .5 .5 .5 .5 .5 .5  1 2 
Faculty Reassigned FTE Full time 0 0 0 0 0 0  1 1 
Faculty Reassigned FTE Part time .6 .6 .6 .6 .6 .6  0 0 
Total Full Time Equivalent 
Staff 

 
2 

 
2 

 
2 

 
2 

 
2 

 
2.3 

  
4 

 
5 
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Unit Name:                EOPS/CARE                                  
2. Staff Needs  

NEW OR REPLACEMENT STAFF (Administrative, Faculty, or Classified)  

List Staff Positions Needed for Academic Year 2010-11 
Place titles on list in order (rank) or importance. 

Indicate (N) = 
New or (R) = 
Replacement 

Annual 
TCP* 

1. EOPS/CARE Counselor  
Reason: 
The EOPS/CARE office at Norco College will serve 250-300 students in 2010-11 beginning in summer 
2010. In order to support the academic goals of these students, a full-time counselor dedicated to serving 
EOPS/CARE students is not only necessary for the program’s success, but also to meet the requirements of 
Title 5 regulations. Previously, counseling support for EOPS/CARE students were provided by a part-time 
counselor funded by the Riverside City Campus EOPS/CARE office.  

 
(N) 

Faculty Grade 
E/ 

Step 1 
 

 
 
$85,610 

2. EOPS/CARE Specialist 
Reason: 
The EOPS/CARE office will require a full-time specialist to be responsible for entering student MIS data 
for the Chancellor’s Office; assisting with planning and co-facilitating orientations, workshops, and the 
application process; co-coordinating CARE services; and providing administrative support for the daily 
operations of the office.  These were functions that have previously been handled by the Riverside City 
Campus, which will now be the sole responsibility of Norco’s EOPS/CARE office.  While there is 
technology to support the operations of the office, it does not lessen   

 
(N) 

Grade K/ 
Step 1 

 
 
$74,606 

3. Special Funded Programs Administrative Assistant I 
Reason: 
An administrative assistant will provide consistent front counter coverage that has not been available to the 
EOPS/CARE operation at Norco in prior years. In addition to providing critical administrative support for 
EOPS/CARE (50%), this position will also support the DSP&S operation (50%), as both offices are led by 
the Office of the Associate Dean of Special Funded Programs.  The TCP for this position represents half 
(50%) the total cost as the responsibilities will be divided with the EOPS/CARE operation.    

 
(N) 

Grade E/ 
Step 1 

 
 
$30,634 
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4. EOPS/CARE Student Ambassadors 
Reason: 
Engaging in outreach and recruitment efforts is an important and mandatory service of EOPS/CARE in 
order to promote the programs among its target population. The most effective method of reaching out to 
prospective students is to have students of the college who can speak about the program assist with 
outreach activities. Outreach and recruitment was previously not done so dedicated efforts will need to 
made beginning with the next recruitment cycle.  

 
(N) 

 
 
 

 
$4,000 

 

5.  
Reason: 
 

  

6.  
Reason: 
 

  

* TCP = “Total Cost of Position” for one year is the cost of an average salary plus benefits for an individual.  New positions (not replacement positions) also 
require space and equipment.  Please speak with your campus Business Officer to obtain accurate cost estimates.  Please be sure to add related office space, 
equipment and other needs for new positions to the appropriate form and mention the link to the position. 
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Unit Name:                EOPS/CARE             
3. Equipment (excluding technology) Needs Not Covered by Current Budget 
 

List Equipment or Equipment Repair Needed for Academic Year 2010-11 
Please list/summarize the needs of your unit on your campus below. Please be 

as specific and as brief as possible.  Place items on list in order (rank) or 
importance. 

Annual TCO*  
 

Cost per 
item 

 
 Number 
Requested 

Total Cost of Request 

1.  
Reason:  

 
 

  

2.  
Reason:  

 
 

 
 

 
 

3.  
Reason: 

  
 

 

4.  
Reason: 

  
 

 

5.  
Reason: 

   

6.  
Reason: 

   

7.  
Reason: 

   

* TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain accurate 
cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are linked to a position 
please be sure to mention that linkage.  
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Unit Name:                EOPS/CARE    
4. Technology++ Needs Not Covered by Current Budget:  
 NOTE:   Technology; excludes software, network infrastructure, furniture, and consumables (toner, cartridges, etc) 
 
Submitted by: Dr. Koji Uesugi Title: Associate Dean of Special Funded Programs  

  
Phone: 951.739.7801 
 

 Priority EQUIPMENT REQUESTED 
New (N) or 

Replacement 
(R)? 

Program: 
New (N) or 
Continuing 

(C) ? 

Location 
(i.e Office, 

Classroom, 
etc.) 

Is there 
existing 

Infrastructure? 

How many 
users 

served? 

Has it been 
repaired 

frequently? Cost per 
item 

 
Number 

Requested 

Annual 
TCO* 

Total Cost 
of Request 

1. 
Usage / 
Justification 

HIT HITCPX5 LCD Projector and 
lamp  
Critical equipment for 
EOPS/CARE outreach activities. 

N N Office   NA $908 1 $987 

2. 
Usage / 
Justification 

Lennovo Thinkpad L512 laptop 
Critical equipment for 
EOPS/CARE outreach activities. 

N N Office   NA 
 
$1,027 1 

 

 
$1,109 

3. 
Usage / 
Justification 

Canon - PowerShot 14.1-
Megapixel Digital Camera   
Document program activities for 
use in marketing materials and to 
highlight at student recognition 
events.  
 

N N Office   
 

NA 
 

$250 1 $272 

4. 
Usage / 
Justification 

  
           

  
  

   

5. 
Usage / 
Justification 

  
              

   

• TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain 
accurate cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are 
linked to a position please be sure to mention that linkage.  

• ++Technology is (1) equipment that attaches to a computer, or (2) a computer is needed to drive the equipment. 
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Unit Name:                EOPS/CARE   
5. Facilities Needs Not Covered by Current Building or Remodeling Projects*  
 

List Facility Needs for Academic Year 2010-11 
(Remodels, Renovations or added new facilities)  Place items on list in order (rank) or 

importance. 

Annual TCO*  
 

Total Cost of Request 

1.  
Reason:  

 
 

 
2.  
Reason:  

 
 

3.  
Reason:  

 
 

4.  
Reason: 

 

 5. 
Reason: 

 
 

6. 
Reason: 

 

*Please speak with your campus Business Officer to obtain accurate cost estimates and to learn if the facilities you need are already in the planning stages.   
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Unit Name:                EOPS/CARE    
6. Professional or Organizational Development Needs Not Covered by Current Budget 

 
List Professional Development Needs. Reasons might include in response to assessment 
findings or the need to update skills to comply with state, federal, professional 
organization requirements or the need to updates/skills/competencies. Please be as specific 
and as brief as possible. Some items may not have a cost, but reflect the need to spend 
current staff time differently.   Place items on list in order (rank) or importance. 

Cost per 
item 

 
  
Number 
Requested 

Total Cost of Request 

1. Annual EOPS/CARE Conference  
Reason:  
EOPS/CARE professionals come together annually to share ideas about best 
practices, learn new strategies, and discuss critical updates by the State 
Chancellor’s Office.  Participating in this conference is critical, especially for the 
staff of a new EOPS/CARE college.  

 
$1,500.00 
 

 
3 

 
$4,500 

2.  
Reason:   

   

3.  
Reason:  

   

4.  
Reason:  

   

5. 
Reason: 

   

6.   
Reason: 
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Unit Name:            EOPS/CARE    
7. OTHER NEEDS not covered by current budget 

 

List Other Needs that you are certain do not fit elsewhere. 
Please be as specific and as brief as possible.  Not all needs will have a cost, but 
may require a reallocation of current staff time.  Place items on list in order (rank) 
or importance. 

Annual TCO*  
 

Cost per 
item 

 
 Number 
Requested 

Total Cost of Request 

1. 
Reason:    

 
 

 
 

 

2. 
Reason: 

 
 

  
 
 

3. 
Reason: 

   

4. 
Reason: 

   

5. 
Reason: 

   

6.   
Reason: 

   

* TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain accurate 
cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are linked to a position 
please be sure to mention that linkage. 
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                          Student Services Area:  Health Services  
 

Prepared by:  Lisa McAllister RN, MSN                               
 

                          Academic Year:  2009-2010 
 
I. Student Services Area Overview 
 
1. Mission 
Health Services uses clinic and education based programs to provide quality and 
reasonably priced health care, assists a diverse student population to achieve 
and maintain optimum physical and psychological health, and enhance retention 
and satisfaction with the college experience. 
 
 
2. Philosophy Statement 
Using a collaborative approach model, health services clinicians will provide an 
“umbrella of care” using the whole person concept, which recognizes the linkage 
between physical and psychological health and enhances success and 
satisfaction with the college experience. 
 
 
3. Staffing Level 
1 FT Director, Health Services 
1 PT Hourly Nurse Practitioner 
2 PT Hourly Psychological Services Counselor 
1 Hourly RN for educational services 
1 Hourly Student Health Clerk 
1 Hourly Office Assistant II 
 
4. Summary 
• Health Services, an educational and clinical program, enhances the students’ 

college experience by providing quality programs of prevention, education, 
and treatment of physical and psychological ailments.  

• Health Services contributes to student wellness and provides care and 
assistance when illness and injury interferes with a student’s academic and 
personal success 

• Health Services provides quality health care for a reasonable price and a 
welcoming place where students feel comfortable to receive confidential care 

• Risky behaviors of college students constitutes a substantial public health 
problem that potentially interferes with retention and success in college, 
impacts quality of life and accounts for significant morbidity and mortality 
among those in the 18-24 year old age group  

• Staying healthy is important for success in college.  Physical and 
psychological health is associated with academic development, leadership 
qualities, and overall satisfaction with college. 

 

0
50

100
150

July Nov Mar

Patients Served in Health Services
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5. Objectives 
1.  Students will learn what Health Services are available to them at Norco 
College by an increase of 50% from last year.  

a.  Classroom presentations will be provided at faculty request during Fall, 
Spring, and Summer terms. 
b.  Provide literature at any outreach events that are held throughout the 
year 
c.  Provide flyers and brochures at Health Fair  
d.  Post classroom presentation evaluations will be taken after each 
presentation. 
 

2.   Students who visit Health Services will be satisfied with services provided. 
 a.   Post visit surveys will be conducted 
 
3.   Students will gain a greater educational awareness during health outreach 
activities at Norco College. 
 a.  Educational pamphlets will be provided to students 

b.  Demonstrations by RN during outreach activities will be provided if 
appropriate. 

 
 
6. Strengths 
 Comprehensive services by Registered Nurses, Nurse Practitioners, 

Mental Health     professionals, health educators, and Physicians (consult 
by telephone) 

 Emergency and first aid care, low cost lab and immunization services, low 
cost prescriptions, and TB screenings for students and staff 

 Increase in classroom presentations from 5 to 11 over the previous year 
which is a 110% increase. 

 Served 2016 patients which is a 426% increase from the previous year 
 Expanded the Nurse Practitioner and Psychologists hours to 1 full day for 

each from 4 hours each 
 
 
7. Improvement Areas 
 As Health Services continues to expand its students served, we will need 

to add additional hours and days for both the Nurse Practitioner and 
Psychologist as well as possibly add time for the MD to be here as well. 

 Hourly RN’s will be needed to assist the NP or MD as well as in the office 
to cover sick or vacation time and busy days  

 A FT Health Clerk/Specialist will need to be hired to assist the hourly RN 
as well as the Director  

 A larger, more comfortable and confidential facility for Health Services will 
be needed to accommodate the increase in demand for Health Services 
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8. Students Served 
 
All students of the district may receive services at any campus. 

Patients Served in Health Services

0 50 100 150
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Mar

May
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9.   Report on 2008-2009 Assessment Plan for Student Services Area:  Health Services 
 

 Mission Statement: Health Services provides quality health care and education to students of Riverside Community 
College District.  With an emphasis on prevention, the health service assists students to be more successful and 
remain in college when illness or psychological crises exist. 

 Objective Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Student 
Service 

Goal/Campus 
Goal/District 

Initiative 

Assessment Criteria 
(Specify Target 

Performance Level) 

Assessment 
Measure  

 Completion 
(or 

anticipate 
completion)

/ 
Findings 

Improvement 
Recommendations 

(next step) 

 
1. 
 

 
Increase 
student 
awareness of 
health 
services 
available on 
the Norco 
campus. 
 

As a result of bi-
monthly outreach 
events students will 
be more aware of 
health services as 
reflected by an 
increase in the 
number of students 
served over 2008-
2009. (SAO) 

Student Services 
Goals #1, #2.  
Increase retention, 
persistence, and 
success; improve 
quality of student life 
and improve student 
access. 

Patient visits to the 
health center will 
increase by 5% 

Statistical 
comparison to 
Academic Year 
2007-2008 
statistics 

There were a 
total of 383 
student 
contacts 
recorded. 
 

Due to staffing 
shortages, this 
represents a drop 
from 07-08.  As of 
May 09 there is a 
full-time Health 
Services Director. 

 
2. 

Increase 
faculty 
knowledge of 
Health 
Services 

As a result of 
classroom 
presentations and 
flyers in mailboxes 
faculty will become 
more aware of what 
services are offered 
by health services. 

Student Service 
Goals #2 and #5.  
Improve the quality 
of student life and 
enhance institutional 
effectiveness 

The number of 
classroom and 
faculty presentations 
regarding health 
services will increase 
by two presentations 
for the year over the 
prior year. 

Tally of  
presentations 

Record of 
presentations 
lost due to 
personnel 
change. 

 New Director will 
continue 
networking with 
faculty and perform 
outreach activities 

 
3. 

Assure 
patients are 
satisfied with 
services 
received and 
have a 
greater 
understandin
g of health 

Patients will be 
satisfied with services 
received and have a 
greater 
understanding of their 
health-related matter 
as evidenced by 
performance 
indicators in the 

Student Services 
Goal #2 and #5 

95% of students 
visiting the health 
center who complete 
the survey will be 
satisfied with the 
services received 
and have a greater 
understanding of 
their health-related 

Patient 
Satisfaction 
Survey 

100% of the 
42 surveyed 
stated they 
were 
moderately to 
completely 
satisfied with 
services 
received 

The goal was met 
between overall 
satisfaction and 
student 
understanding of 
their health related 
matter. 
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related 
matters. 

Spring 09 student 
survey 

matter. through 
Health 
Services and 
the nature of 
their illness 
or problem 
was 
explained in  
terms they 
understood.     

This data will drive change by increasing the networking opportunities with faculty so presentations can be increased within the classroom 
setting.  Also, provider services within this area needed to be increased if we were going to better serve our students and assure they 
received proper care and were satisfied with the care they did receive.  It was also necessary to increase the number of educational 
outreaches so students would learn about Health Services and the number of patient visits would increase as well. 
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10.   2009-2010 Assessment Plan for Student Services Area: Health Services 
        
 Mission Statement: Health Services will provide quality health care and education to students of Norco College.  With an emphasis on 

prevention, health services assist students to be more successful and remain in college when illness or psychological crises exist. 

 
 
 

Objective 
(Choose 
objective  

from I.5.) 

Student 
Learning 

Outcome (SLO) 
or 

Service Area 
Outcome (SAO) 

Linked to 
Student Service 
Goal/Campus 
Goal/District 

Initiative 

Assessment 
Criteria (Specify 

Target 
Performance 

Level) 

Assessme
nt Measure  
(Measurem

ent tool) 

 Completion 
(or anticipate 
completion)/ 

Findings* 
 

Improvement 
Recommendatio
ns (next step)* 

 
1. 

Students will 
learn what 
health services 
are available to 
them at Norco 
College. 

As a result of 
classroom 
presentations, 
students will learn 
what services are 
available to them at 
Norco College. 
(SAO) 

Student Services 
Goals #1 and #2.  
Increase retention, 
persistence, and 
success; improve 
quality of student life 
and improve student 
access. 

Patient visits to the 
Health Center will 
increase by 20% 

Statistical 
comparison 
to Academic 
Year 2008-
2009. 

There were a 
total of  2016 
student 
contacts 
recorded 

Goal Met – there 
was an increase of 
426% of patient 
visits from 08-09 to 
this year.  
Continue 
promotion of 
Health Services to 
all students. 

 
2. 

Students who 
visit Health 
Services will be 
satisfied with 
the services 
provided 

Students will be 
satisfied with 
services they 
receive in the 
Health Center. 
(SAO) 

Student Services 
Goals #2 and #5.  
Improve the quality 
of student life and 
enhance institutional 
effectiveness 

95% of students 
visiting the Health 
Center will rate the 
center as “great” (5) 
on a 1-5 scale. 

Patient 
Satisfaction 
Survey 
handed out 
at end of 
each 
provider visit 

99.8% of  558 
students 
surveyed rated 
the Health 
Center as 
“great” in all 
areas surveyed 

Goal Met – 557 of 
558 patients 
surveyed rated 
Health Services as 
“great”  or “5” on a 
1-5 scale.  Will 
change patient 
satisfaction survey 
to shorter survey 
so it will encourage 
more students to 
fill them out.  

 
3. 

Health Services 
will provide 
student 
educational 
awareness in 
the form of 
outreaches in 

As a result of bi-
monthly outreaches 
students will have a 
greater awareness 
of various health 
related matters as 
reflected by an 

Student Services 
goals #1 and #2. 

An increase of 10% 
of students attending 
outreach activities. 

Outreach 
sign in data 
sheet 

858 patients 
were taught on 
various health 
related topics in 
2009 

Goal Met – there 
was a 124% 
increase in 
students that were 
taught  on various 
health topics and 
who attended the 
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various health 
related topics 

increase in the 
number of students 
served over 2008-
2009 (SAO) 

health fair  Will 
work on increasing 
number of health 
fairs from one to 
two over the next 
year and 
increasing the 
variety and 
number of vendors 
that participate. 
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2009-2010 Assessment Plan Findings/Data Analysis & Improvement Recommendations  
 
 
SLO/SAO#1 - As a result of classroom presentations, students will learn what services are 
available to them at Norco College. 
 
 Findings/Data Analysis 

There were a total of 11 presentations that were given to students throughout the year.  
This has represented an increase of 110%.  End of presentation surveys showed that all 
176 students surveyed found the material helpful.  In addition, 174 of 176 students 
learned what Health Services were available at Norco College.   
 
Improvement Recommendations 
It is recommended that we continue classroom presentations through networking with 
faculty.   

 
 
SLO/SAO#2 - Students will be satisfied with services they receive in the Health Center. 
 
 Findings/Data Analysis 

Out of 2016 student visits through Health Services there were only 558 satisfaction 
surveys returned.  Out of those, 557 students rated the Health Services area a “5” on a 
scale of 1-5 or “great”.  One person rated the Health Services department as “poor” in the 
area of waiting time for appointments and comfort of waiting area to be seen.  This will be 
corrected in the future with secondary effects.   
 
Improvement Recommendations 
It is the recommendation that we shorten the satisfaction survey in order to illicit a better 
return from the students.   

 
 
SLO/SAO#3 - As a result of bi-monthly outreaches students will have a greater awareness of 
various health related matters as reflected by an increase in the number of students served over 
2008-2009 
 
 Findings/Data Analysis 

The following 2 hour outreach events were held at Norco College during 2009-2010 by a 
registered nurse: 

  
 09/15/09 – Ovarian Cancer 
 09/29/09 – Cold & Flu 
 10/27/09 – Domestic Violence 
 11/10/09 – Smoke Out 
 11/24/09 – Diabetes 
 12/08/09 – Stress Awareness 
 01/12/10 – Blood Donor Month 
 01/26/10 – Cervical Health 
 02/09/10 – Heart Awareness 
 02/23/10 – Eating Disorders 
 03/09/10 – Nutrition Month 
 03/23/10 – Poison Prevention 
 04/06/10 – Alcohol Awareness 
 04/20/10 – Healthy Relationships 
 05/04/10 – Mental Health 
 05/18/10 – Physical Fitness 
 06/01/10 – Sun Safety 
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During these events, students were taught individually or in small groups on the subject 
of the day and their visit were documented on a sign in sheet. 
 
In addition, on 4/21/10, we arranged a Health Fair on the campus and invited vendors 
from throughout Riverside County.  Some of the vendors that attended were Habitat for 
Humanity, the Herpetology Association, American Red Cross, local hospitals, and many 
more.   
 
Total contacts for the above listed efforts were 858 students.  The goal of a 10% increase 
was met and passed with a total increase of 124%.   
 
Improvement Recommendations 
It is recommended that we increase the Health Fairs to twice a year from once a year; 
increase the number of vendors and include a bigger variety of vendors to attract more 
students; and use the lobby of the student success center for the education classes that 
are held bi-monthly.  This would also lead to an increase in number of students that 
attend. 
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II. Area Needs Assessment  
 

1. Staffing Profile (Please indicate the number in terms of FTE. In other words 
a full time staff person is a 1, and half time person is a .5) 

 

 

Position 

Staffing Levels for Each of the Previous 
Six Years 

Anticipated total staff 
needed 

 
2005 

 
2006 

 
2007 

 
2008 

 
2009 

 
2010 

 2010-2011 
 

2011-2012 
 

Administration 1 1 1 0 1 1  1 1 
Classified Staff FT 0.4 0.2 0.2 1.2 0 0  1.0 1.0 
Classified Staff PT 0 0 0 0 0 0  0 0 
Confidential Staff FT 0 0 0 0 0 0  0 0 
Hourly Staff 0.5 0.5 1.5 0.7 2.7 1.5         2.0 2.5 
Student Workers 0.1 0.1 0.1 0.1 0.2 0.4  0.4 0.5 
Faculty Reassigned FTE Full time 0 0 0 0 0 0  0 0 
Faculty Reassigned FTE Part time 0.1 0.1 0.1 0.1 0 0  0 0 
Total Full Time Equivalent 
Staff 

1.7 1.7 1.9 2.1 3.9 2.9  4.4 5.0 

 
 
Does the staffing structure meet the unit’s needs?  

 
No, the staffing structure is not suitable for the units needs.  The workload of 
Health Services has increased over the previous year as there is now a FT 
Director in place and it has allowed the clinic to be open 5 days a week for full 
days.  This has resulted in an increase in student contacts and appointments 
as well as increased demand for services.  Statistical analysis will show that 
every year Health Services will have an increase in demand for services as 
more students do not have health insurance and cannot afford to see their 
primary care physicians.  Also, there will be an increased demand from 
faculty to provide presentations in classrooms as we grow. 
 
Technology has had a relatively small impact on Health Services as we have 
electronic charting instead of paper charting.  The one thing I would like to 
see put into place from technology would be to allow students to make their 
own appointments over web advisor or the internet.  Also, a better way for 
statistical accountability should be put into place to capture accurate data on 
student and faculty visits to health services. 
 

Last year, summer session saw an increase in demand for services rather than a 
slow down as expected.  This was due largely because of the number of students 
needing appointments with the RN and NP for admission into various programs 
at RCCD. 
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Unit Name: Health Services                               
2. Staff Needs  

NEW OR REPLACEMENT STAFF (Administrative, Faculty, or Classified)  

List Staff Positions Needed for Academic Year 2010-2011 
Place titles on list in order (rank) or importance. 

Indicate (N) = 
New or (R) = 
Replacement 

Annual 
TCP* 

1. FT Health Services Specialist 
Reason:  A FT Health clerk/Specialist is needed to make the flow of operations in Health 
Services run smoother for the patients as well as the RN’s and providers.  They also help to 
ensure that students and staff have a positive experience in Health Services and return to the 
clinic for future use. 
 

 
New 
Classified K-1 

 
74,606 

2. Hourly RN 
Reason:  Hourly RN’s will be needed in the clinic to allow for extended hours as well as coverage 
for sick/vacation time and assist the Director in seeing and evaluating patients. 
 

 
New 

 
29,400 

3.  
Reason: 

  

4.  
Reason: 
 

  

5.  
Reason: 
 

  

6.  
Reason: 
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Unit Name:  Health Services 
3. Equipment (excluding technology) Needs Not Covered by Current Budget 
 

List Equipment or Equipment Repair Needed for Academic Year _________ 
Please list/summarize the needs of your unit on your campus below. Please be 

as specific and as brief as possible.  Place items on list in order (rank) or 
importance. 

Annual TCO*  
 

Cost per 
item 

 
 Number 
Requested 

Total Cost of Request 

1. Used Electric Club Car, 48V system with rear folding seat.  Head and 
tail lights, extended canopy top, snap on charger, and windshield. 
Reason:  As the Norco campus continues its expansion, Health services is 
more likely to be called to all areas of the campus for emergency treatment 
and evaluation.  A golf cart would be required for ease and greater speed 
and accessibility for further distances. 
 

 
3500.00 

 
1 

 
3500.00 

2. Pyxis Medication and Supply Station 
Reason:  The Pyxis station will hold medications and supplies in order to 
keep the office more secure as well as provide more accessibility for RN’s 
and Providers. 

 
19,284.00 

 
1 

 
19,284.00 

3.   3-sided enclosure for golf cart 
Reason:  To be used in inclement weather as well as serve identification 
that it is for medical attention to anyone in the vicinity. 

 
299.00 

 
      1 

 
299.00 

4. 
Reason: 

   

5. 
Reason: 

   

6.   
Reason: 
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Unit Name:  Health Services_ 
4. Technology++ Needs Not Covered by Current Budget:  
 NOTE:   Technology; excludes software, network infrastructure, furniture, and consumables (toner, cartridges, etc) 
 
Submitted by:  Lisa McAllister Title:  Director of Health Services 

  
Phone:  951-372-7046 
 

  

Priority EQUIPMENT REQUESTED 
New (N) or 
Replacem
ent (R)? 

Program: 
New (N) or 
Continuing 

(C) ? 

Location 
(i.e Office, 
Classroom

, etc.) 

Is there 
existing 

Infrastructure
? 

How many 
users 

served? 

Has it been 
repaired 

frequently? Cost per 
item 

 
Number 

Requested 

Annual TCO* 
Total Cost of 

Request 
1. 
Usage / 
Justification 

  
 

         

2. 
Usage / 
Justification   

      
   

3. 
Usage / 
Justification 

 
            

 
   

   

4. 
Usage / 
Justification 

  
           

  
  

   

5. 
Usage / 
Justification 

  
              

   

• TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain 
accurate cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are 
linked to a position please be sure to mention that linkage.  

• ++Technology is (1) equipment that attaches to a computer, or (2) a computer is needed to drive the equipment. 
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Unit Name:  Health Services 
5. Facilities Needs Not Covered by Current Building or Remodeling Projects*  

 
 

List Facility Needs for Academic Year 2010-2011 
(Remodels, Renovations or added new facilities)  Place items on list in order (rank) or 

importance. 

Annual TCO*  
 

Total Cost of Request 

1. New Health Services Facility 
Reason:  As Health Services continues to expand services, in order to keep up with 
student and faculty appointments it is imperative Health Services has ample space to 
allow for multiple exam rooms and psychological counseling offices.  This is important to 
also maintain confidentiality and privacy which is of great concern to students and faculty 
that are being served. 

 
Cost addressed as part of 
secondary effects project 

 

2.  
Reason:  

 
 

3.  
Reason:  

 
 

4.  
Reason: 

 

 5. 
Reason: 

 
 

6. 
Reason: 

 

*Please speak with your campus Business Officer to obtain accurate cost estimates and to learn if the facilities you need are already in the planning stages.   
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Unit Name:  Health Services_ 
6. Professional or Organizational Development Needs Not Covered by Current Budget 

 
List Professional Development Needs. Reasons might include in response to assessment 
findings or the need to update skills to comply with state, federal, professional 
organization requirements or the need to updates/skills/competencies. Please be as specific 
and as brief as possible. Some items may not have a cost, but reflect the need to spend 
current staff time differently.   Place items on list in order (rank) or importance. 

Cost per 
item 

 
  
Number 
Requested 

Total Cost of Request 

1.  
Reason:  

 
 

  

2.  
Reason:   

   

3.  
Reason:  

   

4.  
Reason:  

   

5. 
Reason: 

   

6.   
Reason: 
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Unit Name:  Health Services 
7. OTHER NEEDS not covered by current budget 

 

List Other Needs that you are certain do not fit elsewhere. 
Please be as specific and as brief as possible.  Not all needs will have a cost, but 

may require a reallocation of current staff time.  Place items on list in order (rank) 
or importance. 

Annual TCO*  
 

Cost per 
item 

 
 Number 
Requested 

Total Cost of Request 

1. 
Reason:    

 
 

 
 

 

2. 
Reason: 

 
 

  
 
 

3. 
Reason: 

   

4. 
Reason: 

   

5. 
Reason: 

   

6.   
Reason: 
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MATRICULATION 
 

Maria Maness 
Matriculation Specialist 

 
2009-2010 

 

 
I. Student Services Area Overview 
 
1. Mission 
 
The Matriculation Office at Norco College is committed to providing assistance and coordination between 
the college and students with respect to their academic success. 
 
2. Philosophy Statement 
 
The Matriculation Office at Norco College is dedicated and committed to providing students with 
assistance in the areas of matriculation components and support services.  These services are designated to 
assist and encourage students to obtain their educational objectives and goals. 
 
3. Staffing Level 
 
1 FT Matriculation Specialist 
 
4. Summary 
 
Norco’s Matriculation Department is a state-mandated program responsible for assisting students with the 
matriculation process which includes eight components: admissions, assessment, orientation, counseling, 
student follow up, research, coordination and training, and prerequisites. 
 
5. Objectives 

1. Collaborate and communicate with faculty regarding matriculation procedures, policies and Early 
Alert. (ex. English, ESL, Art and Reading challenge forms and matriculation appeals petitions.) 
- E-mails 
 

2. Work with admissions, counseling and assessment staff to ensure matriculation processes are 
implemented effectively and accurately. 
- Provide updates and change of information via e-mails and flyers. 

 
3. Participate in essential training and workshops to stay informed of changing policies. 

- Workshops (CACCRAO, E-Transcript, etc…) 
 

4. Provide quality and comprehensive support to prospective high school students interested in high 
school concurrent admissions. 
- Offer HSCA Orientations. 
- Communicate via e-mail 

 
5. Increase online prerequisite validation submissions. 

- Utilize Career Transfer Center to promote more expedient service. 
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6. Strengths 
• Communication between Matriculation, Faculty and Student Services continues to improve 

through the continuation of the Matriculation Advisory Committee. 
 
• Assist and support Evaluations Office with the processing of Math and English prerequisite 

validation forms. 
 

• Assist and support Riverside’s Matriculation Office part time during Spring 2010. 
 
• Work closely and collaboratively with Department Chairs and faculty members to attain and 

achieve necessary approvals in a timely manner. 
 
• Process appeals and prerequisites efficiently and timely adhering to strict deadlines. 

 
• Assist Counseling with Online First Semester Plans. 
 
• Implemented online prerequisite validation for English and Math prerequisites. 

 
 

Matriculation Activity & Processing 2008-2009 
 

Term 
 

Approved 
 

Retest 
 

Denied 
 

Total 
Prerequisite 
Validation 

Forms 

 
Online 

Prerequisite 

 
HSCA 

Summer 
2008 

108 28 35 171 33 0 Unknown 

Fall  
2008 

164 70 92 326 133 0 54 

Winter 
2009 

54 21 9 84 40 0 17 

Spring 
2009 

289 62 42 393 77 0 51 

Online Prerequisite Validation forms implemented Winter 2010.  
No data available before this date. 

 
 

Matriculation Activity & Processing 2009-2010 
 

Term 
 

Approved 
 

Retest 
 

Denied 
 

Total 
Prerequisite 
Validation 

Forms 

 
Online 

Prerequisite 

 
HSCA 

Summer 
2009 

131 36 61 328 
 

71 0 94 

Fall  
2009 

166 87 67 320 223 0 51 

Winter 
2010 

51 21 8 80 56 13  
 

16 

Spring 
2010 

161 28 45 234 205 81  
 

39 

Online Prerequisite Validation forms implemented Winter 2010.  
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7. Improvement Areas 
 

• Matriculation is in need of a private office space in order to work with time sensitive and 
confidential information.  Currently working in an open cubicle environment, easily accessed by 
students and staff. 

 
• Increase participation and attendance amongst faculty and staff during Matriculation Advisory 

Committee (MAC) meetings. 
 
• Matriculation needs additional funding in departmental budget for printing forms and duplication 

needs. 
 
• Need additional clerical support to assist with the processing of forms.  

 
• Work closely and collaboratively with Dean of Instruction and faculty members to attain greater 

faculty participation with Early Alert. 
 

 
8. Students Served 
 

The Matriculation Office at Norco College services High School, First Time, returning and transfer 
students. 
 

Total for 2009-2010 
 
High school students 

 
200 

First time, returning 
and transfer students 

 
555 
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9.   Report on 2008-2009 Assessment Plan for Student Services Area: Matriculation 

 Mission Statement: The Matriculation Office at Norco College is committed to providing assistance and coordination 
between the college and students with respect to their academic success. 

 Objective Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Student 
Service 

Goal/Campus 
Goal/District 

Initiative 

Assessment Criteria 
(Specify Target 

Performance Level) 

Assessment 
Measure  

 Completion 
(or anticipate 
completion)/ 

Findings 

Improvement 
Recommendations 

(next step) 

 
1. 
 

I.5.5 Guide 
students & staff 
through the 
Matriculation 
appeal process. 

Corrected through 
collaborative 
interventions, staff and 
students will learn how 
to complete a 
Matriculation Appeals 
Petition (MAP) 
resulting in a 4% 
increase in approval rate. 

Norco Educational 
Master Plan #3; SSV 
Goals #2, 3 

4% increase in approved 
MAP in 08/09 as 
compared to the 81.5% 
approval rate in 07/08. 

Matriculation 
Specialist 
maintains a 
database to 
measure this 
outcome. 

Of the 974 MAP’s 
filed, 796 were 
approved 
constituting an 
82% approval 
rating. 
08/09 approved 
appeals shows a 
.5% increase 
compared to 07/08. 

• Goal was partially 
met as there was an 
increase in the 
approval rate but it 
did not meet the 
.5% target. 
• Continue to 
educate students 
and staff through 
matriculation 
appeals process by 
developing a 
structured 
intervention 
schedule each year 
before the 
registration period of each 
term. 

 
2. 

I.51; I.5.2 The Matriculation 
Office will facilitate the 
completion of an 
updated campus 
Matriculation Plan. 

NEMP #1, 3.  
SSV #2, 3, 4. 

Complete Matriculation 
Plan submitted by the end 
of October 2008. 

Completed 
Matriculation 
Plan mailed to 
staff and 
Chancellors 
Office by 
deadline 

On October 31st 

the Norco 
Matriculation Plan 
was mailed. 

The Matriculation 
Goal was met. 
 
Advisory 
Committee will 
continue to meet 
every semester to 
ensure the 
activities on the 
Matriculation Plan 
are met. 

 
3. 

I.5.1; I.5.2; I.5.5 The Matriculation 
Office will process 10% 
more Matriculation 
Appeal Petitions in 
08/09. 

NEMP #3; SSV #2 & 3 As student enrollment 
increases, the 
Matriculation Office will 
effectively process 10% 
more MAP in 08/09 than 
in 07/08. 

Matriculation 
Specialist 
maintains a 
database to 
measure this 
outcome. 

Matriculation 
Office processed 
22% more MAP in 
08/09. 

• Goal was met 
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10.   2009-2010 Assessment Plan for Student Services Area: Matriculation 

 
 

Mission Statement: The Matriculation Office at Norco College is committed to providing assistance and coordination 
between the college and students with respect to their academic success. 

 
 
 

Objective 
(Choose 
objective  

from I.5.) 

Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Student 
Service 

Goal/Campus 
Goal/District 

Initiative 

Assessment Criteria 
(Specify Target 

Performance Level) 

Assessment 
Measure  

(Measurement 
tool) 

 Completion 
(or anticipate 
completion)/ 

Findings* 
 

Improvement 
Recommendations 

(next step)* 

 
1. 

 
Work with 
admissions, 
counseling and 
assessment staff 
to ensure 
matriculation 
processes are 
implemented 
effectively and 
accurately. 

 
SAO: Matriculation 
Staff will promote 
awareness of policies 
and procedures 
related to 
matriculation appeals 
by sending e-mails 
and flyers during 
terms. 

 
NEMP #3 
 
District SSV# 2,3 
 
Norco SS Goals# 2,8 

 
Baseline data. 
 
Training sessions 
E-mails 
Flyers & checklist 
Participate in 
counseling meetings. 

 
Awareness of 
policies and 
procedures is 
accomplished 
through 
departmental 
e-mails, 
handouts and 
flyers. 

 
Establish a 
baseline goal. 
50% of appeals 
are accurately 
submitted 
without need for 
follow up. 
 
 
 
 

 
Goal is met.  
 
Matriculation will use 
information as a 
baseline measure for 
subsequent terms. 

 
2. 

 
Provide quality & 
comprehensive 
support to 
prospective high 
school students 
interested in high 
school 
concurrent 
admissions. 
 

 
SLO: HSCA students 
will learn the 
registration and 
enrollment process 
through pilot 
intervention for 
winter 2010. 
 

 
NEMP #3 
 
District SSV# 2,3,7 
 
Norco SS Goals# 
2,5,7 

 
90% of HSCA students 
who complete the 
HSCA Orientation and 
Pre-Post Survey will 
understand, the 
registration process. 

 
Pre and post 
test during 30 
min. HSCA 
Orientation 

 
HSCA students 
will learn the 
registration and 
enrollment 
process 
demonstrated by 
at least an 80% 
proficiency score 
on a post-survey. 

 
Goal is not met. 
While quiz allowed 
for some growth in 
knowledge of 
enrollment process, 
the Matriculation 
Office will use data  
as a baseline for 
future terms. 

* Detail on following page
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2009 Assessment Plan Findings/Data Analysis & Improvement Recommendations  
 
SLO  #1:  Matriculation Staff will promote awareness of policies and procedures related 
to matriculation appeals and prerequisite validations through e-mails, flyers and meeting. 
 

Findings/Data Analysis 
 

Method of 
communication 

Spring 2010 Summer 2010 

Counseling meetings 1 0 
E-mails 7 13 
Flyers/Checklist 2 2 

 
Recommendations: 
 

• Matriculation will use information as baseline while continuing to measure data 
of communication for upcoming terms. 

• Matriculation will streamline  
 
 
SLO #2: HSCA students will learn the registration and enrollment process through pilot 
intervention for winter 2010. 
 

 
Findings/Data Analysis 
 
Administered HSCA Orientation pre and post surveys to determine if HSCA 
students have increased their knowledge of the registration process. 

  
Questions Pre -

Correct 
Out of 10 

 = % 
Post -

Correct 
Out of 10  

= % 
% of learning 

For Winter intercession HSCA students 
may enroll in how many units?  a) 5, b) 
6, c) 8 

 
7 

 
70% 

 
10 

 
100% 

 
30% 

HSCA students may register:     
 a) online   b) in person or c) Phone 
registration 

 
6 

 
60% 

 
6 

 
60% 

 
0 

HSCA students should submit their 
_____ to Admissions and Records. 

 
10 

 
100% 

 
9 

 
90% 

 
-10% 

If dropping a course, HSCA should 
drop the course:  a)before the add/drop 
deadline, b) After the add deadline, c) 
Anytime  

 
8 

 
80% 

 
8 

 
80% 

 
0 

If a HSCA student cannot add a course 
they should:  a) Try adding another 
course, b)Speak with the instructor or 
c) Do neither 

 
3 

 
30% 

 
5 

 
50% 

 
20% 

HSCA have access to Web Advisor?   
Yes or No 

 
0 

 
0% 

 
10 

 
100% 

 
100% 
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Recommendations: 
 

• Due to budget reductions in Matriculation, the Norco Matriculation Office will 
continue to educate HSCA students by providing the High School Concurrent 
Orientation each term. 

• Restructure and streamline questions on quiz. 
• Incorporate pre quiz for students prior to submitting application to Admissions 

and Records and post quiz after the orientation providing a larger gap of time 
between pre and post quiz. 

 
Findings: 
 

• Some learning occurred as a result of the orientation; however, improvements in 
the process will be implements in attempt to increase learning.  
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II. Area Needs Assessment  
 

1. Staffing Profile (Please indicate the number in terms of FTE. In other words 
a full time staff person is a 1, and half time person is a .5) 

 

 

Position 

Staffing Levels for Each of the Previous 
Six Years 

Anticipated total staff 
needed 

 
2005 

 
2006 

 
2007 

 
2008 

 
2009 

 
2010 

 2010-2011 
 

2011-2012 
 

Administration          
Classified Staff FT 1 1 1 1 1 1  1 1 
Classified Staff PT         1 
Confidential Staff FT          
Hourly Staff          
Student Workers          
Faculty Reassigned FTE Full time          
Faculty Reassigned FTE Part time          
Total Full Time Equivalent 
Staff 

1 1 1 1 1   1 2 
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Matriculation Office 
2. Staff Needs  

NEW OR REPLACEMENT STAFF (Administrative, Faculty, or Classified)  

List Staff Positions Needed for Academic Year 2010-2011 
Place titles on list in order (rank) or importance. 

Indicate (N) = 
New or (R) = 
Replacement 

Annual 
TCP* 

1. Counseling Clerk I – Permanent Part Time 
Reason: Appeals and High School Concurrent Admissions have amplified in addition to Prerequisite 
Validations have increased substantially since Evaluations has been moved to district and will no longer 
process Prerequisite Validations. Matriculation Office requires assistance in completing the above tasks 
during peak season while serving students and performing other duties as assigned. 

 
New 

 
Classified 
Grade E-1  
$ 17,537 
 

2.  
Reason: 
 

  

3.  
Reason: 

  

4.  
Reason: 
 

  

5.  
Reason: 
 

  

6.  
Reason: 
 

  

* TCP = “Total Cost of Position” for one year is the cost of an average salary plus benefits for an individual.  New positions (not replacement positions) also require 
space and equipment.  Please speak with your campus Business Officer to obtain accurate cost estimates.  Please be sure to add related office space, equipment and 
other needs for new positions to the appropriate form and mention the link to the position. 
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Matriculation Office  
3. Equipment (excluding technology) Needs Not Covered by Current Budget 
 

List Equipment or Equipment Repair Needed for Academic Year 2010-2011 
Please list/summarize the needs of your unit on your campus below. Please be 

as specific and as brief as possible.  Place items on list in order (rank) or 
importance. 

Annual TCO*  
 

Cost per 
item 

 
 Number 
Requested 

Total Cost of Request 

1. Plantronics Wireless Office Headset System CS50 
Reason: Reduce neck and head tension while servicing students on the phone and 
viewing documentation scanned into system. 

399.00 
 

1 399.00 

2. Realspace PRO 900 Mesh Chair 

Reason: Matriculation has been functioning with borrowed used chairs. This 
ergonomic chair with headrest will provide the necessary support while assisting 
students. 

 
280.00 

 
1 

 
280.00 

3.  Metal Bookcase 
Reason:  Matriculation is in need of a bookcase to host college catalogs 

 
300.00 

 
1 

 
300.00 

4. 
Reason: 

   

5. 
Reason: 

   

6.   
Reason: 

   

* TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain accurate cost 
estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are linked to a position please be 
sure to mention that linkage.  
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Matriculation Office 
4. Technology++ Needs Not Covered by Current Budget:  
 NOTE:   Technology; excludes software, network infrastructure, furniture, and consumables (toner, cartridges, etc) 
 
Submitted by:  Title:  

  
Phone:  
 

  

Priority EQUIPMENT REQUESTED 
New (N) or 
Replacem
ent (R)? 

Program: 
New (N) or 
Continuing 

(C) ? 

Location 
(i.e Office, 
Classroom

, etc.) 

Is there 
existing 

Infrastructure
? 

How many 
users 

served? 

Has it been 
repaired 

frequently? Cost per 
item 

 
Number 

Requested 

Annual TCO* 
Total Cost of 

Request 
1. 
Usage / 
Justification 

 n/a 
 

         

2. 
Usage / 
Justification   

      
   

3. 
Usage / 
Justification 

 
            

 
   

   

4. 
Usage / 
Justification 

  
           

  
  

   

5. 
Usage / 
Justification 

  
              

   

• TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain accurate 
cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are linked to a 
position please be sure to mention that linkage.  

• ++Technology is (1) equipment that attaches to a computer, or (2) a computer is needed to drive the equipment. 
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Matriculation Office 
5. Facilities Needs Not Covered by Current Building or Remodeling Projects*  

 
 

List Facility Needs for Academic Year 2010-2011 
(Remodels, Renovations or added new facilities)  Place items on list in order (rank) or 

importance. 

Annual TCO*  
 

Total Cost of Request 

1. Private Office  
Reason: Private office is much needed while dealing with student academic records. Currently the 
Matriculation Office is hosted in the SSV hallway accessible to all students and high traffic. 

 
Unknown 

 
2.  
Reason:  

 
 

3.  
Reason:  

 
 

4.  
Reason: 

 

 5. 
Reason: 

 
 

6. 
Reason: 

 

*Please speak with your campus Business Officer to obtain accurate cost estimates and to learn if the facilities you need are already in the planning stages.   
 
 

 
 

147



Matriculation Office 
6. Professional or Organizational Development Needs Not Covered by Current Budget 

 
List Professional Development Needs. Reasons might include in response to assessment 
findings or the need to update skills to comply with state, federal, professional 
organization requirements or the need to updates/skills/competencies. Please be as specific 
and as brief as possible. Some items may not have a cost, but reflect the need to spend 
current staff time differently.   Place items on list in order (rank) or importance. 

Cost per 
item 

 
  
Number 
Requested 

Total Cost of Request 

1. CACCRAO  
Reason: Matriculation requires knowledge of Title 5 changes, training 
opportunities and best practices. 

 
$1,095.00 

 
1 

 
$1,095.00 

2.  
Reason:   

   

3.  
Reason:  

   

4.  
Reason:  

   

5. 
Reason: 

   

6.   
Reason: 
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Matriculation Office 
7. OTHER NEEDS not covered by current budget 

 

List Other Needs that you are certain do not fit elsewhere. 
Please be as specific and as brief as possible.  Not all needs will have a cost, but 

may require a reallocation of current staff time.  Place items on list in order (rank) 
or importance. 

Annual TCO*  
 

Cost per 
item 

 
 Number 
Requested 

Total Cost of Request 

1. 
Reason:    

 
 

 
 

 

2. 
Reason: 

 
 

  
 
 

3. 
Reason: 

   

4. 
Reason: 

   

5. 
Reason: 

   

6.   
Reason: 

   

* TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain accurate cost 
estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are linked to a position please be 
sure to mention that linkage. 
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Student Services Area:        Outreach Services   

 
Prepared by:      Daniela McCarson  

 
Academic Year:    2009-2010  

 

 
I. Student Services Area Overview 
 
1. Mission 
 
Outreach Services is committed to serving, educating and developing our community.  We serve as a 
resource to connect prospective students to information and resources about the college.  Outreach 
encourages and empowers students to achieve their academic and occupational goals by guiding them 
through the college process. 
 
2. Philosophy Statement 
 
Outreach is dedicated to providing free and equal access to information of college services and enrollment 
processes.  We are dedicated to promoting cooperative relationships between prospective students, faculty, 
staff and the surrounding community.  Outreach is also committed to developing and sustaining 
partnerships between various campus groups and community organizations. 
 
3. Staffing Level 
 
1 FT Outreach Specialist; 1 PT Perkins Grant Hourly; 2 PT Hourly Ambassadors  
 
4. Summary 
 
• Norco Outreach Services works with the local community and in the high schools to educate and 

promote college programs and services. 
• Outreach staff guide prospective students through the enrollment process and concurrent enrollment 

opportunities. 
• Our goal is to provide students with the necessary tools to make informed decisions about current and 

future opportunities available at Norco College.   
 
5. Objectives 
1. Increase college enrollment rates 

a. Utilize Institutional Research to obtain fiscal year data on CNUSD graduates enrolling at 
Norco. 

b. Promote college programs and services through high school visitations for diverse student 
populations to the Norco College during their senior year in high school. 

2. Guide students through the college application and enrollment process 

a. Offer application workshops in the high schools 

b. Student ambassadors track the number of seniors assisted with the online application 
process. 

3. Increase student understanding of college programs and services 
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a. Offer RCCD program presentations and workshops in the high schools and local 
community. 

b. Participate in college fairs/community events 

c. Supply local schools, libraries, and community agencies with annual college catalogs; 
semester schedule books; occupational handbooks and getting started brochures. 

4. Provide quality and comprehensive support to prospective high school students through the Student     
Ambassador Program  

a. Norco student ambassadors visit the high schools on a weekly or bi-weekly basis to meet 
with prospective students. 

b. Norco student ambassadors set up informational tables during lunch hours at the local 
CNUSD high schools 

 
6. Strengths 
1. Student ambassadors served a greater number of students during weekly visits to the high schools during 
the 09-10 fiscal year.  
3. Outreach provided expanded student ambassador services in the high schools through information tables 
set-up at the high schools during lunch hours. 
4. Outreach staff served an increased the number of high school seniors with the AOC process during their 
senior year by 10% from last year. 
5. Outreach Services hosted two senior high school visitations to promote the CIS Gaming and Simulation 
program at Norco. 
 
 
 
7. Improvement Areas 
 
1. In order to sustain services to the new high schools in the CNUSD area as well as those requesting 

services outside of our immediate service area, Outreach is in need of increased support staff, thus an 
increase in the department budget. 

2. Work with Admissions and Records Supervisor to develop a feature in the datatel system which can 
tag and track CNUSD high school seniors who complete the admissions application between January-
June 2010, thus minimizing errors amongst Outreach staff managing a separate database for 
prospective students. 

3. Redesign the Day of the Mustang event to focus on assisting recent high school graduates with their 
online orientation process since many may not have computers with internet access.  
 

 
8. Students Served 
 
• Prospective students from within the Corona-Norco community; high school students from the 

following CNUSD high schools:  Centennial, Corona, Lee Pollard, Norco, Orange Grove, Roosevelt 
and Santiago high schools.  
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9.   Report on 2008-2009 Assessment Plan for Student Services Area: Outreach Services 
       

 Mission Statement: Outreach Services is committed to serving, educating and developing our community.  We serve as a resource to connect prospective 
students to information and resources about the college.  Outreach encourages and empowers students to achieve their academic and occupational goals by 
guiding them through the college process. 

 
 
 

Objective 
(Choose 
objective  

from I.5.) 

Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Student 
Service 

Goal/Campus 
Goal/District 

Initiative 

Assessment Criteria 
(Specify Target 

Performance Level) 

Assessment 
Measure  

(Measurement 
tool) 

 Completion (or 
anticipate 

completion)/ 
Findings* 

 

Improvement 
Recommendations 

(next step)* 

1. 

Provide quality 
and 
comprehensive 
support to 
prospective high 
school students 
through the 
student 
ambassador 
program. 

SAO: Outreach 
Services will increase 
the number of high 
school seniors who 
submit an RCC 
admissions 
application. 

RCCD Student 
Services Goals # 2, 5 
 
Norco Master Plan 
Goal #3 

10% increase in the 
number of seniors that 
complete the 
admissions application 
as compared to the 
previous year. 
 

Track/count 
applications 
submitted 
between 
Jan.09-June 
09 and 
compare to 
previous year. 
 

-Completion 
Date: June 09. 
-Actual Results= 
34% increase; 
achieved goal 
and exceeded by 
24%. 

-Continue to offer 
application 
workshops in the 
high schools and 
weekly ambassador 
visits. 

 
 
 
 
 
2. 

Guide students 
through the 
college 
application and 
enrollment 
process 

SAO: Outreach 
Services will increase 
the number of high 
school students who 
take the assessment 
test during the spring 
term of their senior 
year. 

RCCD Student 
Services Goals # 2, 5 
 
Norco Master Plan 
Goal #3 

10% increase in the 
number of seniors 
assess while in high 
school as compared to 
the previous year. 

Utilize 
application 
workshop 
student lists to 
create 
assessment 
testing lists 
for each high 
school. Obtain 
assessment 
score lists 
from the 
assessment 
advisor at 
RCC Norco.  
 

-Completion 
Date: June 09. 
-Actual Results= 
24% increase; 
achieved goal 
and exceed by 
14%. 

-Continue to offer 
AOC outreach 
services in the high 
schools and senior 
assessment tests 
during their spring 
term at the college 
campus. 
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  Briefly describe how your area used your 2008-2009 outcomes data to make programmatic modifications. Select one or more of your 
outcomes in your 2008-2009 Assessment Plan to describe.  
SAO #2 by which Outreach Services would increase the number of seniors who completed their assessment test during the spring 
term of their senior year, Outreach staff utilized the Access senior database more efficiently this year.  The database was modified to 
track specific steps in each student’s AOC process which made it possible for Outreach staff to reach the intended program review 
goal more seamlessly.  After each senior completed their admission application, their information was entered into the senior 
database, thereafter, lists were provided to the high school counselor contacts to use as a guide to assist students in signing up for a 
future assessment test date.  The AOC process for each student was streamlined through the use of our modified senior database. 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
3. 

Increase student 
understanding of 
college programs 
and services. 

SLO: Students who 
participate in 
outreach activities 
during their 07-08 
senior year and 
attend the annual Day 
of the Mustang 
(DOM) event will 
increase their 
understanding and 
knowledge of student 
services. 
 

RCCD Student 
Services Goals # 2, 5  
 
Norco Master Plan 
Goal #3 

25% increase in 
knowledge and 
understanding of 
student services.  
 
 

DOM 
Pre/Post 
survey to 
gauge learning 
curve 
(Conduct 
survey on July 
25, 2008) 
 
 

Completion 
Date: July 08. 
-Actual 
Results=27% 
increase; 
achieved goal 
and exceeded by 
2%. 

-Continue to use 
DOM survey to 
gauge results over 
longer periods. 
-Offer more 
workshops at high 
schools in the areas 
that students reported 
the least 
understanding in. 

 
 
 
4. 

Increase college 
enrollment rates. 

SAO: Students who 
participate in 
outreach activities 
and attend the DOM 
event will 
successfully enroll in 
the Fall 08 semester. 
 

RCCD Student 
Services Goals # 2, 5 
 
Norco Master Plan 
Goal #1 

5% increase Fall 08 
enrollment as 
compared to the 
previous year’s DOM 
student enrollment.  

Track DOM 
student 
attendees’ in 
the datatel 
system during 
Fall 2008. 

Completion 
Date: Sept. 08. 
-Actual 
Results=4% 
increase; missed 
goal by 1%. 

-Continue to host 
DOM, yet modify 
intent of event or 
change date to spring. 
-Offer continued 
support with course 
selection process 
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10.   2009-2010 Assessment Plan for Student Services Area: Outreach Services 
 

 Mission Statement: Outreach Services is committed to serving, educating and developing our community.  We serve as a resource to connect prospective 
students to information and resources about the college.  Outreach encourages and empowers students to achieve their academic and occupational goals by guiding 
them through the college process. 

 Objective Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to 
Student 
Service 

Goal/Campu
s 

Goal/District 
Initiative 

Assessment 
Criteria (Specify 

Target 
Performance 

Level) 

Assessment 
Measure  

 Completion (or 
anticipate 

completion)/ 
Findings 

Improvement 
Recommendations (next 

step) 

 
 
 
 
 
 
1. 
 

Provide quality 
and 
comprehensive 
support to 
prospective high 
school students 
through the 
student 
ambassador 
program. 
(Dept. 
Objectives 
#1,2,4) 

SAO: Outreach 
Services will increase 
the number of high 
school seniors who 
submit an RCCD 
admissions application 
prior to graduation 
from high school. 

Norco Student 
Services Goals 
# 1, 2, 4, 5 
 
Norco Master 
Plan Goal #3 
 
 

 

10% increase in the 
number of seniors 
that complete the 
admissions 
application as 
compared to the 
previous year. 
-2009: 665 
applications 
-2010 Set Goal: 732 
-2010 Accomplished 
Goal: 733 

Track/count 
applications 
submitted between 
Jan. 10-June 10 
and compare to 
previous year. 

 

-Completion 
Date: June 10. 
-Actual Results= 
10% increase;  
-Achieved goal at 
the expected 
percentage.  
 
 
 

-Continue to offer application 
workshops in the high schools 
and weekly ambassador visits. 
-in 2010-2011, use Norco 
application stats only, no longer 
RCC District/Create new 
baselines. 
-Were not able to provide 
application workshops starting 
in January, rather in March 
with the general population. 
Missed out on three months of 
early application process as we 
had available last year, thus we 
met our goal, but did not 
exceed beyond goal. 

2. Guide students 
through the 
college 
application and 
enrollment 
process. 
(Dept. 

SAO:  Outreach 
Services will increase 
the number of high 
school students who 
take the assessment 
test during the spring 
term of their senior 

Norco Student 
Services Goals 
#1, 2, 3, 5 
 
Norco Master 
Plan Goal #3 

10% increase in the 
number of seniors 
who assess while in 
high school as 
compared to the 
previous year. 
2009: 439 assessed 

-Use application 
workshop student 
lists to create 
assessment test 
lists for each high 
school. Obtain 
assessment scores 

-Completion 
Date: June 2010.  
-Actual Results: 
16% increase 
from last year 
-Set goal was to 
reach 483; 

-In order to meet and surpass 
goal from last year, we offered 
an increased number of tests 
that were facilitated at Norco 
College only and no longer in 
the high school’s after school. 
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Objectives #2) year. -2010 Set Goal: 483 
-2010 Accomplished 
Goal: 524 

from the 
assessment advisor 
at RCC Norco. 

surpassed goal by 
41 students/6%. 
-Tested 524 
seniors. 

 
 
 
 
3. 

Increase college 
enrollment rates. 
(Dept. 
Objectives #1,2) 

SAO: Students who 
participate in outreach 
activities and attend 
the DOM event will 
successfully enroll in 
the Fall 09 semester. 
 

Norco Student 
Services Goals 
# 1, 2, 5 
 
Norco Master 
Plan Goal #1 

5% increase Fall 09 
enrollment as 
compared to the 
previous year’s DOM 
student enrollment.  
2008: Enrolled 81/91 
2009 Set Goal: 94% 
-2009 Accomplished 
Goal: 93% (69/74 
enrolled) 

Track DOM 
student attendees’ 
in the datatel 
system during Fall 
2009. 

-Completion 
Date:  
October 2009. 
-Actual Results= 
93% (69 out of 
74) enrolled in 
Fall 09. 
-There was a 
4.5% increase. 
-Missed goal by 
.5% 

-Modify the DOM event by 
hosting it early in the summer 
and change goals of event to 
ensure students complete their 
AOC early since a new online 
orientation and SEP process has 
been implemented rather than 
focusing on term enrollment. 
 

4. Increase student 
understanding of 
college programs 
and services. 
(Dept. Objective 
#2) 

SLO: Students who 
participate in outreach 
activities during their 
08-09 senior year and 
attend the Day of the 
Mustang (DOM) event 
will increase their 
understanding and 
knowledge of the 
matriculation process. 

Norco Student 
Services Goals 
# 1, 2, 5, 6 
 
Norco Master 
Plan Goal #3 

5% increase in 
knowledge and 
understanding of the 
matriculation 
process. 
-Increase pre to post 
correct survey 
responses after 
intervention is 
provided. 

-Administer DOM 
Post Survey to 
gauge learning 
curve  
-Conduct survey 
August 2009 

Completion Date: 
August 2009. 
-Actual Results= 
-86% Correct on 
Pre 
-92% Correct on 
Post 
=Increase in 
knowledge by 
6%.  
-Met the 5% goal 
and exceeded it by 
1%.   

-Utilize a likert scale survey at 
future event for pre/post. 
-Modify the entire survey  to 
illicit specific responses 
utilizing multiple choice 
options on entire survey tool. 
- Program modification since 
headcount is not a concern for 
the college, seek approval to 
modify intent of DOM event or 
omit it during the late summer 
altogether. 

5. Increase student 
understanding of 
college programs 
and services. 
(Dept. Objective 
#2) 

SLO: Students who 
participate in outreach 
activities during their 
08-09 senior year and 
attend the Day of the 
Mustang (DOM) event 
will increase their 
understanding and 
knowledge of student 
support services. 

Norco Student 
Services Goals 
# 1, 2, 5, 6 
 
Norco Master 
Plan Goal #3 

5% increase in 
knowledge and 
understanding of 
student support 
services.  
-Increase pre to post 
correct survey 
responses after 
intervention is 
provided. 

-Administer DOM 
Post Survey to 
gauge learning 
curve  
-Conduct survey 
August 2009 

Completion Date: 
August 2009. 
-Actual Results= 
=Increase in 
knowledge from 
pre to post survey 
produced 
insufficient 
results. 
-Unable to meet 
the intended goal. 

-This year, the survey tool was 
different from years past, 
students did not respond to the 
open ended questioning as they 
have to multiple choice or likert 
scale questions. 
-Results for a pre/post 
knowledge improvement 
utilizing this survey tool with 
open ended questions did not 
produce sufficient results. 
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2009-2010 Assessment Plan Findings/Data Analysis & Improvement Recommendations  
 
 
SAO #1: Outreach Services will increase the number of high school seniors who submit an RCCD 
admissions application. 
 
Findings/Data Analysis: 

• 3/10-6/10:  733 applications received; there was a 10% (68 students) increase from the previous year.  
• 1/09-6/09:  665 applications received; there was a 34% (227 students) increase from the previous year. 
• 1/08-6/08:  438 applications received; there was a 13% (59 students) increase from the previous year. 
• 1/07-6/07:  379 applications received; there was a 39% (146 students) increase from the previous year. 
• 1/06-6/06:  233 applications received; no previous benchmark recorded. 

 
 
-These figures represent only those students who added their names to the sign-in sheets.  Not all 
students assisted by outreach staff are represented in the figures above as not all students signed-in. 
-Set target performance level: 10 % increase; outcome: 10% increase. 

 

Admission Applications Received From 
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Improvement Recommendations: 

• Continue to offer outreach and application workshops to seniors at their high schools.   
• In past years, Outreach Services has been granted access to the online application three months prior to 

the general public in order to process graduating seniors early and in attempt to assist them in 
completing their AOC steps prior to high school graduation.  This year, Outreach was not granted early 
access to the admissions application, thus did not begin assisting seniors with that process until March 
2010.  If we would have had access in January, we could have not only met our target goal, but also 
exceeded it.   

 
SAO #2:  Outreach Services will increase the number of high school students who take the assessment 
test during the spring term of their senior year. 
 
 
Findings/Data Analysis: 

• 09-10: 524 seniors assessed; there was a 16% (85 students) increase from the previous year. 
• 08-09: 439 seniors assessed; there was a 24% (104 students) increase from the previous year. 
• 07-08: 335 seniors assessed; there was a 4% (13 students) increase from the previous year. 
• 06-07: 322 seniors assessed; there was a 37% (118 students) increase from the previous year. 
• 05-06: 204 seniors assessed; no previous benchmark recorded. 

 
• 09-10 Results: Set target performance level: 10 % increase; actual outcome: 16% increase. Surpassed 

target goal by 6%. 
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High School Assessments

0
100
200
300
400
500
600

2006 2007 2008 2009 2010

Fiscal Year

St
ud

en
ts

 A
ss

es
se

d

 
 
 
Improvement Recommendations: 

• Continue to offer senior testing at the college; work with high school counselors as early as January to 
establish at least 4 specific testing dates during evening hours for high school senior groups to take the 
assessment test at Norco College, thus creating a more accessible way to track senior groups. 

 
SAO #3: Students who participate in outreach activities and attend the DOM event will successfully 
enroll in the Fall 2009 semester. 
 
Findings/Data Analysis: 

• 2008-2009:  93% (69/74) enrolled during Fall 09 
• 2007-2008: 89% (81/91) enrolled during Fall 08 
• 2006-2007: 85% (69/81) enrolled during Fall 07 

 
-There was a 4.5% enrollment increase among DOM cohorts from 07-08  to 08-09.   
-Set target performance level: 5% increase; actual outcome was missed by .5%.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Improvement Recommendations: 

• Modify the intent of the DOM event to focus on the completion of the new online orientation and SEP 
process.  Host several DOM events focused on those tasks since the process is still new to students and 
not everyone has access to a computer, the internet, adobe video flash player.  

• Host such events in late June and early July only for those students in the senior database who have not 
met their orientation and SEP requirements.  

80%

82%

84%

86%

88%

90%

92%

94%

2007 2008 2009

DOM Enrollment
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SLO #4:  Students who participate in outreach activities during their 08-09 senior year and attend the 
annual Day of the Mustang (DOM) event during summer 2009 will increase their understanding and 
knowledge of the matriculation process. 
 
Findings/Data Analysis: 

• Five indicators were used to assess knowledge of the matriculation process amongst DOM attendees. 
• Multiple choice response options were used in the survey tool.  The pre survey was given to students 

upon arrival to the DOM event; program presentations were given then the same survey tool was 
utilized to assess student knowledge of the matriculation process. 

• There were 86% correct responses on the pre survey and 92% correct responses on the post survey, 
thus producing a 6% increase in knowledge after the intervention was provided. 

• Target performance level was set at a 5% increase; goal was exceeded by 1%. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Improvement Recommendations: 

• Modify questions to illicit specific responses through the form of multiple-choice or a likert scale 
survey.   

• Redesign the intent of the DOM event to focus on AOC completion rather than enrollment preparation 
since many students will not have completed their online orientations due to a lack of resources also 
since the orientation is only available for completion online.   

• Host several DOM events with the focus on AOC completion early in the summer rather than in 
August. 

 
 

 
Questions: Responses were multiple choice options 

Pre Survey 
Knowledge 
(Correct) 

Post Survey 
Knowledge 
(Correct) 

 
Pre/Post 
Difference 

1. The correct college website for RCCD is…? 100% 100% 0% 
2. What are the educational options available to students at 
RCCD…? 

100% 100% 0% 

3. To ensure I’m on the right track while enrolled at RCC, the 
following will occur…? 

57% 72% 15% 

4. I can enroll in courses on or after my assigned…? 94% 96% 2% 
5. First time college students are mandated to complete the AOC 
process also known as…? 

79% 92% 13% 

Knowledge increase from pre/post survey: 86% 92% =6% 
improvement 

Day of the Mustang Pre/Post 
SurveyResults

0%

20%

40%

60%
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SLO #5:  Students who participate in outreach activities during their 08-09 senior year and attend the 
annual Day of the Mustang (DOM) event will increase their understanding and knowledge of student 
support services. 
 
Findings/Data Analysis: 

• Utilizing a survey tool with open ended response options did not produce sufficient results in either the 
pre or post survey as many students left the response areas blank.   

• Although an intervention was provided by which programs provided presentations to students about 
the areas mentioned on the survey, responses by students were left blank or incorrect in the few cases 
that students provided an answer. 

• Insufficient data, unable to meet the 5% intended goal. 
 

 
 
Improvement Recommendations: 

• Discontinue the use of an open ended survey instrument; utilize a likert scale or multiple choice 
options to determine pre/post knowledge of services. 

• Redesign DOM event to focus on students needs as related to institutional changes, more specifically 
the online orientation process.  
 

 
Questions: Response options were blank/open ended 

Pre Survey 
Knowledge 
(Correct) 

Post Survey 
Knowledge 
(Correct) 

 
Pre/Post 
Difference 

1. I can log on using ___ to enroll into courses. Insufficient 
data  

Insufficient 
data  

Insufficient 
data 

2. I can visit ___ to obtain my school ID once I’m enrolled in 
courses. 

Insufficient 
data 

Insufficient 
data 

Insufficient 
data 

3. What is the primary goal of the TRIO/Student Support 
Services Program? 

Insufficient 
data 

Insufficient 
data 

Insufficient 
data 

4. Please list two or more of the eligibility requirements to 
participate in the Student Support Services Program? 

Insufficient 
data 

Insufficient 
data 

Insufficient 
data 

5. How many years may a student participate in the SSS 
Program? 

Insufficient 
data 

Insufficient 
data 

Insufficient 
data 

6. Please list 3-5 of the support services offered by EOPS. Insufficient 
data 

Insufficient 
data 

Insufficient 
data 

7. Please list at least three support services offered by DSP&S. Insufficient 
data 

Insufficient 
data 

Insufficient 
data 

Knowledge increase from pre/post survey:    
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II. Area Needs Assessment  
 

1. Staffing Profile (Please indicate the number in terms of FTE. In other words a 
full time staff person is a 1, and half time person is a .5) 

 

 

Position 

Staffing Levels for Each of the Previous 
Six Years 

Anticipated total staff 
needed 

 
2005 

 
2006 

 
2007 

 
2008 

 
2009 

 
2010 

 2010-2011 
 

2011-2012 
 

Administration 0 0 0 0 0 0  0 1 
Classified Staff FT 1 1 1 1 1 1  1 1 
Classified Staff PT 0 0 0 0 0 0  1 1 
Confidential Staff FT 0 0 0 0 0 0  0 0 
Hourly Staff 4 4 3 3 2 1  0 0 
Student Workers 0 0 0 0 0 1  2 2 
Faculty Reassigned FTE Full time 0 0 0 0 0 0  0 0 
Faculty Reassigned FTE Part time 0 0 0 0 0 0  0 0 
Total Full Time Equivalent 
Staff 

1 1 1 1 1 1.5  1.5 2.5 

 
 

a. Has the workload of your unit increased in recent years?   
• Yes.  With the changing economics and employment trends, more community members are 

returning to education to obtain training and or certification to obtain new employment 
opportunities.  RCCD has experienced a rapid growth in enrollment over the last few years, 
thus the demand on outreach services within the community has increased.  Now that Norco 
has achieved college status, we are no longer able to partner with the Riverside City College 
Outreach office for support at Corona-Norco event due to lack of staffing.  Norco requires 
additional staffing support to provide services to our community as related to college 
enrollment and program information as the demand has increased. 
 

b. Has technology made it possible to do more work with the same staff?  Or, has technology 
increased your work load (adding web features which need updating for example)? 

• No, technology has not made it possible to do more with the same number of staff because 
Outreach staff is required to be out in the schools and community to engage with our service 
population in person.  We need staffing to conduct online admission application workshop, 
CTE presentations, participate in college fairs, etc. 
 

c. Does the workload have significant peaks and valleys during the fiscal year?  If so, 
describe. 

• There are demands for Outreach Services throughout the fiscal year, yet there is a greater 
demand for services from February-June. 
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Unit Name: Outreach Services                              
2. Staff Needs  

NEW OR REPLACEMENT STAFF (Administrative, Faculty, or Classified)  

List Staff Positions Needed for Academic Year: 2010-2011 
Place titles on list in order (rank) or importance. 

Indicate  
(N) =New  
or (R) = 

Replacement 

Annual 
TCP* 

 1. One Classified Permanent Part-Time Student Services Assistant  (New Position) 
Reason:  As enrollments continue to grow, so does the demand to offer outreach and recruitment services to the Corona-Norco 
service community.  In order to support the growing demand for outreach services, the department is need of additional staffing 
support. Requesting one Permanent Part-Time position. 
 

 
 

(N) 

 
Grade C 
$17,117.00 

2.  
Reason: 
 

  

3.  
Reason: 

  

4.  
Reason: 
 

  

5.  
Reason: 
 

  

6.  
Reason: 
 

  

* TCP = “Total Cost of Position” for one year is the cost of an average salary plus benefits for an individual.  New positions (not replacement positions) also 
require space and equipment.  Please speak with your campus Business Officer to obtain accurate cost estimates.  Please be sure to add related office space, 
equipment and other needs for new positions to the appropriate form and mention the link to the position. 
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Unit Name:  Outreach Services 
3. Equipment (excluding technology) Needs Not Covered by Current Budget 
 

List Equipment or Equipment Repair Needed for Academic Year 2010-2011 
Please list/summarize the needs of your unit on your campus below. Please be 

as specific and as brief as possible.  Place items on list in order (rank) or 
importance. 

Annual TCO*  
 

Cost per 
item 

 
 Number 
Requested 

Total Cost of Request 

1.  N/A 
Reason:  

 
 

  

2.  
Reason:  

 
 

 
 

 
 

3. 
Reason: 

   

4. 
Reason: 

   

5. 
Reason: 

   

6.   
Reason: 

   

* TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain accurate 
cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are linked to a position 
please be sure to mention that linkage.  
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Unit Name:  Outreach Services 
4. Technology++ Needs Not Covered by Current Budget:  
 NOTE:   Technology; excludes software, network infrastructure, furniture, and consumables (toner, cartridges, etc) 
 
Submitted by: Daniela McCarson Title: Outreach Specialist 

  
Phone: 951-372-7052 
 

  

Priority EQUIPMENT REQUESTED 
New (N) or 
Replacem
ent (R)? 

Program: 
New (N) or 
Continuing 

(C) ? 

Location 
(i.e Office, 
Classroom

, etc.) 

Is there 
existing 

Infrastructure
? 

How many 
users 

served? 

Has it been 
repaired 

frequently? Cost per 
item 

 
Number 

Requested 

Annual TCO* 
Total Cost of 

Request 
1. 
Usage / 
Justification 

 N/A 
 

         

2. 
Usage / 
Justification   

      
   

3. 
Usage / 
Justification 

 
            

 
   

   

4. 
Usage / 
Justification 

  
           

  
  

   

5. 
Usage / 
Justification 

  
              

   

• TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain 
accurate cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are 
linked to a position please be sure to mention that linkage.  

• ++Technology is (1) equipment that attaches to a computer, or (2) a computer is needed to drive the equipment. 
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Unit Name:  Outreach Services 
5. Facilities Needs Not Covered by Current Building or Remodeling Projects*  

 
 

List Facility Needs for Academic Year 2010-2011 
(Remodels, Renovations or added new facilities)  Place items on list in order (rank) or 

importance. 

Annual TCO*  
 

Total Cost of Request 

1.   N/A 
Reason:  

 
 

 
2.  
Reason:  

 
 

3.  
Reason:  

 
 

4.  
Reason: 

 

 5. 
Reason: 

 
 

6. 
Reason: 

 

*Please speak with your campus Business Officer to obtain accurate cost estimates and to learn if the facilities you need are already in the planning stages.   
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Unit Name:  Outreach Services 
6. Professional or Organizational Development Needs Not Covered by Current Budget 

 
List Professional Development Needs. Reasons might include in response to assessment 
findings or the need to update skills to comply with state, federal, professional 
organization requirements or the need to updates/skills/competencies. Please be as specific 
and as brief as possible. Some items may not have a cost, but reflect the need to spend 
current staff time differently.   Place items on list in order (rank) or importance. 

Cost per 
item 

 
  
Number 
Requested 

Total Cost of Request 

1.  N/A 
Reason:  

 
 

  

2.  
Reason:   

   

3.  
Reason:  

   

4.  
Reason:  

   

5. 
Reason: 

   

6.   
Reason: 
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Unit Name:  Outreach Services 
7. OTHER NEEDS not covered by current budget 

 

List Other Needs that you are certain do not fit elsewhere. 
Please be as specific and as brief as possible.  Not all needs will have a cost, but 

may require a reallocation of current staff time.  Place items on list in order (rank) 
or importance. 

Annual TCO*  
 

Cost per 
item 

 
 Number 
Requested 

Total Cost of Request 

1.  Increase Hourly/Student Employee Budget 
Reason: With recent state budget cuts, our hourly staffing funds have been 
drastically reduced.  Although my request for additional hourly funding may be 
unrealistic at this time considering our economics, I would like to express the 
department need for increased hourly/student employment budget support.    

 
 

 
 

$4,000.00 

2. Increased Budget for Outreach Promotional Items 
Reason:  Outreach will no longer be able to continue promoting Norco College 
with its current supply of outreach materials which display “Norco Campus” on 
them.  The department has a need to order new promotional items that illustrates 
“Norco College.”  The department currently does not have a budget to order such 
items.   

 
 

  
 

$3,000.00 

3. 
Reason: 

   

4. 
Reason: 

   

5. 
Reason: 

   

* TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain accurate 
cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are linked to a position 
please be sure to mention that linkage. 
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Student Services Area: ______Puente Program________ 
 

Prepared by: __________Zina Chacon, Counselor _________ 
 

Academic Year: ________2009-2010___________________ 
 
I. Student Services Area Overview 

 
 
1. Mission 
The mission of Puente is to increase the number of educationally underserved students who 
enroll in four-year universities, earn degrees, and return to the community as leaders and mentors 
to succeeding generations.   
 
 
2. Philosophy Statement. 
Puente was founded in 1981 at Chabot Community College in response to a 60% drop out of 
Mexican-American students.   The program model addressed three areas that prevent 
Chicano/Latino students from succeeding:  lack of writing skills, lack of professional role 
models, and ignorance of the educational system.  Thus, Puente offers intensive academic 
writing instruction, intrusive counseling and career exploration through professional mentoring.  
These components work together to prepare Puente students to transfer to a UC, CSU or private 
university.  By promoting transfer, Puente serves the district by increasing persistence, success, 
and retention of students.  
 
 
3. Staffing Level 
 
1 Counselor with .50 reassigned time 
1 English Instructor with .20 reassigned time 
1 Hourly who works 10-15 hours weekly 
 
 
 
4. Summary 
• Provide Guidance instruction in study skills and transfer planning (Guidance 48 &46) 
• Provide ongoing, intrusive academic and personal counseling 
•  Develop Student Educational Plans 
•  Assign students faculty, staff and mentors from the professional community 
•  Coordinate cultural events and university field trips 
• Provide English Instruction for two semesters (English 50 & 1A) 
 
5. Objectives 
1.  Puente students will have a  (80%) persistence rate compared to the general population 
2.  Students will have a  (70%) success rate compared to the general population 
3.  Students will have a higher transfer rate compared to the general population  
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4.  Students will complete at least 12 units at a higher rate than the general population at the end 
of the fall 09 semester 
5.  At least 90% of students will complete the fall 08 semester with at least a 2.0 GPA 
 
6. Strengths 
1.   Significant number of term to term persistence 

2.   Significantly higher cumulative GPA at completion of program 

3.   100% completion rate of students with SEP 
4.   Will Take current and former Puente students to Northern California for college tour 
      and pending budget continue to take students each year 
5.  Conducted cultural, family, student, mentor and graduation events and socials  
 
7. Improvement Areas 
   
• Need to examine graduation rates 
•  Need to examine number of students receiving financial aid 
•  English Department needs to hire a Puente specific instructor;  current instructor’s contract 

not renewed and continuity and longevity for program will be compromised 
 
 
8. Students Served 
 
Puente is open to all students.  Because the English courses incorporate the Chicano/Latino 
experience, most of the students who elect to enroll are Chicano/Latino.   Interested students 
must be eligible for English 50. 
 
Puente is a one year program that begins each fall semester.  The counselor serves three student 
populations:  current, former and prospective students.   
The Puente counselor however, continues to serve graduates of the program who are continuing 
with their studies and/or have been applying to various universities.  The counselor also conducts 
ongoing recruitment for prospective students for each new class.   The overall caseload for 
Puente is about 75 to 100 which include previous years of students. 
37 students enrolled in the Puente Eng 50 and Guidance 48 classes in fall 2009.  
At the end of fall 2009; 35 students completed the fall 2009 and passing both courses.  However, 
one student failed to enroll in the English 50 class, therefore 34 students remained enrolled and 
passed the fall English class. 
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9.   Report on 2008-2009 Assessment Plan for Student Services Area:  
 

 Mission Statement: The mission of Puente is to increase the number of educationally underserved students who enroll in four-
year universities, earn degrees and return to the community as leaders and mentors to succeeding generations 
 

 Objective Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Student 
Service 

Goal/Campus 
Goal/District 

Initiative 

Assessment Criteria 
(Specify Target 

Performance Level) 

Assessment 
Measure  

 Completion 
(or anticipate 
completion)/ 

Findings 

Improvement 
Recommendations 

(next step) 

 
1. 
 

Increase 
persistence rate 
 
 
 

Puente students who 
complete the fall 08 
semester will persist to the 
Spring of 09 

Educational Master Plan 
Goal #1,2,4,5 

Puente students who 
complete the fall semester 
of 08 will enroll in spring 
of 09 by 80% 

Information 
from Datatel 

97% (31 out of 32) 
of students that 
completed the fall 
08 semester 
persisted into 
spring of 09 
 

Goal is met 

 
2. 

Increase the 
enrollment and 
completion of 
full time 
students 

Puente students who enroll 
in the fall will attempt and 
compete at least 12 units 

Educational master Plan 
Goals #1,2,4,5 

70% of Puente students 
who enroll in the fall will 
complete at least 12 units 

Information 
from Datatel 

72% (23 out of 32) 
of students 
completed at least 
12 units for the fall 
of 2008 

Goal is met  
 

 
3. 

Students will 
experience 
academic 
success 

Students who participate 
in Puente will maintain 
satisfactory progress in all 
classes. 

Educational Master Plan 
Goal #1,2,4,5 

90% Puente students will 
complete all courses 
during fall 2008 with a 
minimum 2.0 GPA 

Information 
from Datatel 

  91% (29 out of 
32) of students 
completed the fall 
of 08 with at least 
2.0 GPA   

Goal is met 

4.  Briefly describe how your area used your 2008-2009 outcomes data to make programmatic modifications. Select one or more of your 
outcomes in your 2008-2009 Assessment Plan to describe.   
From 2008-2009, the focus was on increasing persistence rate, looking at completion of full time units and students experiencing academic success.  All goals were met.  In the 
2009-2010, the focus for the outcomes data was to increase retention rates from 80% or higher. Also academic success was dependent on grades of “C” or better and students 
completing full time units to increase their goal of transfer and adhere to mission of Puente program.  The goals are still very high and we also included phase III persistence and 
follow up of students after they complete the Puente Program. We intend to use technology via Puente web page and facebook, twitter to keep students posted on all events. We will 
have applications, mentor recruitment and various information to continue students to come back and serve as Puentistas. Monitoring and review will be needed as well as 
continuous training to keep up with technology and students. 
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10.   2009-2010 Assessment Plan for Student Services Area:  Puente 

 Mission Statement:  The mission of Puente is to increase the number of educationally underserved students who enroll in four-
year universities, earn degrees, and return to the community as leaders and mentors to succeeding generations.   

 
 
 
 

Objective 
(Choose objective  

from I.5.) 

Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Student 
Service 

Goal/Campus 
Goal/District 

Initiative 

Assessment Criteria 
(Specify Target 

Performance Level) 

Assessment 
Measure  

(Measurement 
tool) 

 Completion 
(or anticipate 
completion)/ 

Findings* 
 

Improvement 
Recommendations 

(next step)* 

 
1. 

Increase retention 
rate 

(SLO) Puente students 
who commence the fall 
2009 semester will be 
retained and complete 
fall 2009.  

Educational Master Plan 
Goal #1, 2, 4 & 5 
Norco Student Services 
Goal #3,#7,#8,#9 

Puente students who 
commence in fall 2009 
will persist through the 
end of the semester at a 
80% rate. 

Information 
from Datatel 

37 students 
enrolled for fall 
2009 
36 students 
completed 
guidance and 35 
completed  English 
(94.6% retention) 

Goal is met. Continue to 
do orientations and 
survey students 
throughout semester. 

 
2. 

Increase the 
enrollment and 
completion of full 
time students 

(SLO)Puente students 
who enroll in the fall 
2009 will attempt  and 
complete at least 12 
units 

Educational Master Plan 
Goals #1, 2, 4 & 5 

 70% of Puente students 
who enroll in the fall will 
complete at least 12 units 

Information 
from Datatel 

30 students were 
full time status for 
fall 2009 
(81% of Puente 
students were full 
time) 

Goal is met. Continue to 
recommend full time 
status for students to 
transfer on time and 
meet goals. 

 
3. 

Students will 
experience 
academic success 

(SLO)Students who 
participate in Puente 
will maintain 
satisfactory progress in 
all classes 

Educational Master Plan 
Goals #1, 2, 4, & 5 

90 % of Puente students 
will complete all courses 
during the fall 2009 with 
a minimum 2.0 GPA 

Information 
from Datatel 

33 students 
received 
cumulative grade 
point average of 
2.0 or greater in 
the Fall 2009 
semester.  
(89% success rate). 

Goal is close to being 
met. Continue to 
monitor GPA for 
students and emphasize 
more the importance of 
completing courses 
successfully. 
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4. Increase retention 
rate 

Puente students who 
commence spring 2010 
will be retained to the 
end of the semester. 

#1,2,4,5 80% of Puente student 
will complete the Spring 
semester 2010 

Datatel Puente students 
who complete the 
spring 2010 will be 
retained to end of 
the semester 
For the English 
1A, 34 students 
enrolled and 4 
students dropped 
during census or 
last day to 
withdraw. 30 
students persisted 
through the term 
yet 4 did not pass. 
(86% retention rate 
for Spring 2010) 
 

Goal was met with high 
retention.  
Recommendations 
would be to keep 
students conferences, 
evaluations and surveys 
to monitor any issues 
that prevent persistence. 
The winter session 
causes a 6 week 
intermission and we 
will include another 
social event with 
families to review the 
importance of retention. 
We will also have a 
panel of students to 
discuss pros and cons of 
the fall semester to help 
encourage 
retention/persistence for 
Spring 2010. Overall 
the retention rate is very 
high and significant for 
the Puente Program 
2009-2010. Grades and 
personal issues took 
some toll on the Spring 
semester.  
35 students passed with 
c or better in Guidance 
46 for Spring yet there 
was problems with 
access to hybrid course. 
Will not have a hybrid 
for next year. Will 
enhance the course with 
technology and continue 
to teach via lecture. 
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* Detail on following page

5. Persistence Phase 
III students 

Engaging students 
enrolled after 3 
semester will persist  

#1,2,4,5 70% of phase III Puente 
students will persist in fall 
semester 2010  

Datatel, 
facebook and 
social 
networking, 
linking website, 
peer reviewing 

Still in progress. 
Facebook, twitter, 
Puente website, 
Student assistance 
coordinated events 
and communicated 
via email and 
telephone. 

This goal is still in 
progress. Not met at this 
time due to transition 
and change of counselor 
and English instructors.  
All websites and 
networking is in 
progress. Will continue 
to update and keep in 
contact. Also utilized 
phase 3 students for 
peer mentoring and 
scheduled orientations 
and retreat for fall 2010 
students. 
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2010 Assessment Plan Findings/Data Analysis & Improvement Recommendations  
 
 
SLO/SAO #1:  Students who commence the fall 2009 semester will be retained and 
complete fall 2009. 
 

Findings/Data Analysis 

In the English 50 course for fall 2009, 37 students enrolled and one student did 
not pay fees and one student did not pass, 35 students persisted in Eng 50. (94% 
persistence) 
The persistence is significant and very high for the Puente fall 2009 class. 
Improvement Recommendations 
Continue to do orientations and survey students throughout semester and continue 
knowledge of all events and keep calendar. Continuous updates and structure of 
rules is present at all times. 
 
 

SLO/SAO #2:  Puente students will enroll and complete at least 12 units in the fall of 
2009 
 

Findings/Data Analysis 

(81% of Puente students were full time) 
Improvement Recommendations 
Continue to recommend students to remain full time and encourage transfer  
Goals for students to graduate and finish on time.  The program is given early 
registration and if students remain more than 70 to 80% full time it inspires and 
motivates them to register and keep their classes. 

 
 
 
SLO/SAO #3:  Students enrolled in Puente will maintain satisfactory academic 
progress in all courses attempted in the fall 2009. 

 
Findings/Data Analysis 
33 students received cumulative grade point average of 2.0 or greater in the Fall 
2010 semester. (89% success rate.) 
Improvement Recommendations 
The goal was set for 90%. The student success retention rate was 89%. Will 
continue to raise the bar and for retention.. 

 
 
 
 

37 students enrolled for fall semester and 36 students persisted to end of fall in 
Guidance course (97% persistence) 

30 students were full time status for fall 2009 
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SLO/SAO#4 
Puente students who commence spring 2010 will persist to end of the semester 
 

Findings/Data Analysis 
 Puente students who complete the spring 2010 will persist to end of the semester. 

For English 1A, 34 students enrolled and 4 students dropped during census or last 
day to withdraw. 30 students persisted yet 4 did not pass. (86% retention rate for 
Spring 2010) 
For Guidance 46,  we added 3 new students and 1 student could not participate in 
Guidance 46 due to choir and school obligations. 
35 students enrolled for Spring 2010 and 35 students persisted (100% rention for 
Spring 2010) 

 
 Improvement Recommendations 
We added new students this spring 2010 semester for Eng 1A via referrals from 
current Puente students and one prior Puente student who needed to retake 
Guidance 46. The level of commitment varied this semester and some students 
dropped out for personal reasons, pregnancy, lack of commitment, military 
enrollment, poor grades and medical reasons, (a total of 4 students dropped out of 
35 enrolled for spring 2010).  We also lost 2 students from Fall 2009 to Spring 
2010 due to lack of paid fees and one failing grade). 
In the fall 2009 we started with 37 students and 36 persisted in guidance 46 and 
35 persisted in English 50. 
In the Spring 2010, we added 3 new students for guidance 46 and 3 students did 
not return from the original 37 students. 
Recommendations would be to keep students conferences, evaluations and 
surveys to monitor any issues that prevent persistence. The winter session causes 
a 6 week intermission and we will include another social event with families to 
review the importance of persistence. We will also have a panel of students to 
discuss pros and cons of the fall semester to help encourage retention/persistence 
for Spring 2011 semester. Overall persistence rate is very high and significant for 
the Puente Program 2010. Grades and personal issues took some toll on the 
Spring semester.  
35 students passed with “C” or better in Guidance 46 for Spring yet there was 
problems with access to hybrid course. Will not have a hybrid course offering for 
next year. We will still enhance the course with technology and continue to teach 
via lecture and help for application to universities and resources for transfer. 
For the English 1A, 34 students enrolled and 4 students dropped during census or 
last day to withdraw. 30 students persisted yet 4 did not pass. (86% persistence 
rate for Spring 2010) 
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SLO/SAO#5 
Engaging Puente Phase III students enrolled after 3 semester (fall 2010) will persist 
at a rate of 70% and continue to remain enrolled in college. 
 Findings/Data analysis 

Still in progress. Facebook, twitter, Puente website, Student assistance 
coordinated events and communicated via email and telephone. 

 Improvement Recommendations 

All websites and networking is in progress. Will continue to update and keep in 
contact. Also utilized phase 3 students for peer mentoring and scheduled 
orientations and retreat for fall 2010 students. 
With the new websites, we also found that constant monitoring, training and 
updating is needed from English Instructor, Student Assistant and Counselor. This 
is a weekly duty that requires time and computer access and knowledge.  Will 
also request continuous training from computer technicians on campus.  We also 
found that discretion and information of postings from all parties, students, 
faculty and staff should  be monitored and kept professional.

This goal is still in progress. Not met at this time due to transition and change of 
counselor and English instructors.  
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II. Area Needs Assessment 

 
1.  Five-Year Program Staffing Profile with Anticipated Needs 
 

 
 

 

Position 

Staffing Levels for Each of the Previous 
Six Years 

Anticipated total staff 
needed 

 
2005 

 
2006 

 
2007 

 
2008 

 
2009 

 
2010 

 2010-2011 
 

2011-2012 
 

Administration          
Classified Staff FT          
Classified Staff PT          
Confidential Staff FT          
Hourly Staff 1 1 1 1 1 1  2 2 
Student Workers          
Faculty Reassigned FTE Full time 2 2 2 2 2 2  2 4 
Faculty Reassigned FTE Part time          
Total Full Time Equivalent 
Staff 

1.5 1.5 1.5 1.5 1.5 1.5  1.5 1.5 

 
 
 
Does the staffing structure meet the unit’s needs?   No, we only have one Full time 
English Professor re-assigned for Puente. Last year in 2009, the other English/Puente 
instructor did not return and at this time there is no other English professor to teach 
Puente after this 3 year current rotation with Counselor. 
We need an additional team of Puente in the future. A Counselor specifically hired for 
Puente and an English Teacher specifically hired for Puente and English. 
We also need office space for Student assistant. There is currently no office space and the 
student assistant has to use various computers on campus and share the counselor’s office 
space. We also need an email address from district for student assistant to coordinate 
professional emails, events and activities without having to use his or her personal email.  
There is also no space on campus to conduct events.  Each semester there is no space for 
events of 50 or more students that can be professional for Puente and allow food for 
catering. We currently pay about 65-100.00 per hour for renting a space in the 
community.
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Unit Name:  __Puente Program__________________________  

2.  Staff Needs 
NEW OR REPLACEMENT STAFF (Administrative or Classified)  

 
List Staff Positions Needed for Academic Year_10/11__ 

Please be as specific and as brief as possible when offering a reason.  Place titles on list in order (rank) or 
importance. 

 

Annual TCP*  
TCP for employee 

 
 

1.  Short Term Temporary Employee – Office Assistant I (Supplement Budget) 
Reason:  Need continued assistance at 10-15 hours weekly    ($9.00/hr x 400 hours) This last year the budget 
was cut from 3000.00 to 2400. We need to have secured budget for hourly. Currently we went over and extra 
money was found from last year’s budget. We need approximately 5000.00 to utilize student assistant 
effectively throughout fall, winter, spring and recruitment prior to summer. 

 
    
        $5,000 requested 
Currently $2400.00 

2.  Puente Mentor and Event coordinator(Short Term temporary Employee) 
Reason:  The office assistant always exceeds hours to coordinate events and activities. We need a 
coordinator to recruit mentors and train with faculty Puente. Also to work with Puente club/organization 
events and fundraising. Also the updating and maintaining of website for Puente 

$2500.00-5000.00 

3. 
Reason: 

 

4. 
Reason: 

 

5.  
Reason: 

 

* TCP = “Total Cost of Position” for one year is the cost of an average salary plus benefits for an individual.  New positions (not replacement positions) also 
require space and equipment.  Please speak with your campus Business Officer to obtain accurate cost estimates.  Please be sure to add related office space, 
equipment and other needs for new positions to the appropriate form and mention the link to the position. 
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Unit Name:  ___Puente Program____________________________  

3.  Equipment (excluding technology) Needs Not Covered by Current Budget 
 

List Equipment or Equipment Repair Needed for Academic Year__10/11___ 
Please list/summarize the needs of your unit on your campus below.  Please be as 
specific and as brief as possible.  Place items on list in order (rank) or importance. 

Annual TCO*  
 

Cost per 
item 

 
 Number 
Requested 

Total Cost of Request 

1.  New Office Desk for SSV208 
Reason:  The office desk is not ergonomically correct and not enough storage for 
catalogs, and office supplies.   The desk was inherited and is at least 15 years old. 
The cabinets are broken and key usage all worn down. 

500.00  500-1000.00 

2.  Storage cabinet or bookcase for Puente office supplies and student 
certificates, sashes, party and decorations, banners. 
Reason:  There is currently no space for any storage of items for the events, 
activities, Puente organization 

600.00 1 600.00 
 

3.   
Reason:   

   

4.   
Reason:   

   

* TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain accurate 
cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are linked to a position 
please be sure to mention that linkage.  
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Unit Name:  ___Puente Program______________________________  
4.  Technology++ Needs Not Covered by Current Budget:  
 NOTE:   Technology; excludes software, network infrastructure, furniture, and consumables (toner, cartridges, etc) 
 

Submitted by:  Dr. Zina  Chacon Title:   Puente Counselor 
  

Phone:  951-372-7146 
 

 
             Annual TCO*  

Priority EQUIPMENT REQUESTED 
New (N) or 
Replacem
ent (R)? 

Program: 
New (N) or 
Continuing 

(C) ? 

Location (i.e 
Office, 

Classroom, 
etc.) 

Is there 
existing 

Infrastruct
ure? 

How many 
users 

served? 

Has it been 
repaired 

frequently? Cost per 
item 

 
Number 

Requested 
Total Cost of 

Request 

1. 

New Color Printer 
Reason:  Currently the computer is 
over five years old and the Puente 
Counselors have to share after rotation.  
The printer is needed for invitations, 
certificates, flyers for events and for 
fundraising, letters of recommendation 
and scholarships. 

R C 

Office of 
Both 

Puente 
Counselors 

   600.00 2 1200.00 

1. 
Usage / 
Justification 

3.  laptop or Computer for student 
assistant 
Reason:  The student assistant has to 
use various computers on campus. 

N C office    700.00 1 700.00 

2. 
Usage / 
Justification 

4.  Puente Special project to create, 
update and maintain website 
Reason:  It is difficult to find time to 
create website and then update and 
maintain once it is up. A special 
project fund to update and maintain 
during fall, winter, spring and summer. 

N C office      
  

500-
1000  500-1000 
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Unit Name:  __Puente Program_________________________________  
5.  Facilities Needs Not Covered by Current Building or Remodeling Projects*  

 
 

List Facility Needs for Academic Year_10/11_____________ 
(Remodels, Renovations or added new facilities)  Place items on list in order (rank) or 

importance. 

Annual TCO*  
 

Total Cost of Request 

1.  Need space for events 
Reason: JFK is usually filled and we need deposits to rent out spaces in community 

 
500.00 

 
2. Location for Puente events  
Reason:  We currently use the community civic room at the cost of 100.00 per hour for all events 
due to no space on campus.  We have family events, socials, banquets, training, workshops and 
guest speakers throughout the year with no space to accommodate 50 or more students and allow 
catering. 
Reason: 

 
1000-1500 

3. 
Reason: 

 

4. 
Reason: 

 

5. 
Reason: 

 

6.   
Reason: 

 

 
*Please speak with your campus Business Officer to obtain accurate cost estimates and to learn if the facilities you need are already in the planning stages.  

180



Unit Name:  __Puente Program_________________________________  
6.  Professional or Organizational Development Needs Not Covered by Current Budget* 

 
List Professional Development Needs for Academic Year____10/11_________.  

Reasons might include in response to AUO assessment findings or the need to 
update skills.  Please be as specific and as brief as possible.  Some items may not 

have a cost per se, but reflect the need to spend current staff time differently.   
Place items on list in order (rank) or importance. 

 

Annual TCO*  
 

Cost per 
item 

 
 Number 
Requested Total Cost of Request 

1.  Need funding to attend diversity training and basic skills training for 
success of students 
Reason: 

500.00 2  
1000.00 

 
2.  There is no travel money to take students to far colleges of more than 100 
miles. We have to rent vans from enterprise and with 2 faculty not enough 
drivers to accomodate. Need to be able to spend money on bus for travel trips 
each semester. 
Reason: 

 
1500.00 

2  
3000.00 
 

3.  Puente Program Guest speaker(s) 
Reason:  an Author or guest speaker costs on average from 500-3000.00. We need 
a fund to support knowledge for the writers used in the current literature and 
curriculum of Puente. 

 
 

  
500 - 3000 

4. 
Reason: 

   

5. 
Reason: 

   

6.   
Reason: 

   

 
*It is recommended that you speak with Human Resources or the Management Association to see if your request can be met with current budget.  
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Unit Name:  ______Puente Program______________________________  
7.  OTHER NEEDS not covered by current budget 
 

List Other Needs for Academic Year___10/11____________ 
Please list/summarize the needs of your unit on your campus below.  Please be as 
specific and as brief as possible.  Not all needs will have a cost, but may require a 
reallocation of current staff time.  Place items on list in order (rank) or importance. 

Annual TCO*  
 

Cost per 
item 

 
 Number 
Requested 

Total Cost of Request 

1.   Expenses for Northern California trip for 20-25 students 
Reason:  Hotel, flight and rental of vans    

 
 

3000-5000.00 
 

 
2.  Travel for latina Leadership day in Winter for 2 to 5 female latina students 
in puente 
Reason:  travel and cost to support student success. Hotel, flight 

 
200.00 

5  
1000.00 
 

3.   
Reason: 

   

4. 
Reason: 

   

5. 
Reason: 

   

6.   
Reason: 
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STUDENT SERVICES PROGRAM REVIEW WORKSHEET 
 

Student Services Area:                   Student Activities 
 

 Prepared by:                             Dimitrios I. Synodinos 
 

Academic Year:                                          2009-2010 
 
 
1. Mission 
The intent of the Student Activities program is to create a learning environment that allows students to 
understand the principles of leadership, engage effectively in co-curricular and community activities, enhance 
their academic performance, and develop skills that can be transferred successfully into their personal and 
professional activities. 
 
2. Philosophy Statement 
The staff of the Student Activities program, in collaboration with the Associated Students of Norco College and 
student organizations, is dedicated in providing students with resources and opportunities to develop leadership 
skills mainly though participation in student government and co-curricular programs.  It is our firm belief that 
when students get involved in campus activities and leadership workshops they enhance their college 
experience, improve on their scholastic and social skills, develop lasting friendships, and acquire valuable 
experience that will assist them in their professional endeavors. 
 
3. Staffing Level 
The Office of Student Activities consists of: 

• One Full Time Faculty Student Activities Coordinator-Reassigned FTE 
• One Part Time Assistant Student Activities Coordinator-Hourly Staff 
• One Part Time Office Assistant-Hourly Staff 

 
4. Summary 
• The Student Activities program is charged with the development and implementation of co-curricular 

programs at the Norco College.   
• Our service area provides opportunities for student involvement in campus life through participation in 

student clubs and organizations, leadership workshops, cultural activities, performing arts, educational 
lectures, entertainment, and recreational activities. 

• Provide information and services to all students pertaining to scholarships, book loans, employment, 
housing, and intramural athletics. 

• Support the Norco College Educational Master Plan Goals. 
• Serve as an information clearinghouse for all campus activities and community service programs. 
• Continue to support all Student Services programs with volunteers and supplies as needed. 
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5. Objectives 
1. Offer students greater opportunities to participate in co-curricular, community, and leadership activities 

in order to enhance their civic and academic performance. 
2. Provide an array of cultural, educational, and entertaining activities.  
3. Allow students to interact directly with administrators, staff, and faculty outside the classroom. 
4. Increase awareness among the student body on all levels of diversity. 
5. Work closely with faculty, staff, and administrators in initiating, sustaining, and expanding programs 

that enhance student performance and success. 

6.      Strengths 
1. Increased ethnic, gender, and age diversity among student leaders, student government senators, and 

executive directors that participate in the design and implementation of student activities. 
2. Increased and sustained a larger number of chartered and sponsored clubs on campus from previous 

years. 
3. Developed and implemented a comprehensive and diverse Activities Calendar. 
4. Successfully sustained an effective college wide paper recycling program. 
5. Increased student involvement in campus governance and district wide student government committees. 

7. Improvement Areas 
• Limited space for conferences, student government and club meetings, and indoor student activities. 

• Lack of a work room for the preparation of student activities (Expected resolution with the new Student 
Success Center in fall 2010). 

• Increasing concerns of continuity and consistency among student leaders due to the complicated and 
individual make of the student population. 

• Lack of full time staffing and administrative support for the Student Activities Office operations. 

• Lack of sufficient storage space for props and student activities supplies. 
 

8. Students Served 
The Student Activities Office and the Associated Students of Norco College (ASNC) serve all students 
enrolled in any amount of units at the Norco College. 
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9.  2008-2009 Assessment Plan for Student Services Area: Student Activities 

         Mission Statement: : The intent of the Student Activities program is to create a learning environment that allows students to understand the principles of leadership, engage 
effectively in co-curricular and community activities, enhance their academic performance, and develop skills that can be transferred successfully into their personal and professional activities. 

 
 
 

Objective 
(Choose objective  

from I.5.) 

Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Student 
Service 

Goal/Campus 
Goal/District 

Initiative 

Assessment Criteria 
(Specify Target 

Performance Level) 

Assessment 
Measure  

(Measurement 
tool) 

 Completion 
(or anticipate 
completion)/ 

Findings* 
 

Improvement 
Recommendations 

(next step)* 

 
1. 

I.5.1. Offer students 
greater opportunities 
to participate in co-
curricular, 
community, and 
leadership activities 
in order to enhance 
their civic and 
academic 
performance. 

Students who hold 
positions in student 
government will have 
higher persistence rates 
and  Cumulative Grade 
Point Averages (GPA) in 
comparison with the 
general student body 

Student Services Goal #10- 
efforts to increase student 
success 
Campus Educational 
Master Plan Goal #1-
increase student retention, 
persistence, and success 

Increase persistence rates 
and cumulative GPAs by 5% 
from 07-08 Academic Year 

The Student 
Activities 
Coordinator 
monitors the 
ASNC members’ 
enrollment and 
GPAs on a yearly 
basis 

The goal was 
partially met.  The 
average GPA of 
student government 
members was 3.046, 
a decrease of less 
than 1% from 07-08- 
still higher than the 
average Norco 
Campus GPA, but 
the persistence rate 
increased to 100% , 
an increase of 10% 

Continue to monitor 
findings in order to 
establish benchmark 
numbers for next 
academic year.  Identify 
reasons for the decreased 
GPA average and 
implement intervention 
(peer mentoring, tutoring, 
time management  
workshops, etc)  

2. I.5.1.; I.5.3., I.5.5.  
Offer students 
greater opportunities 
to participate in co-
curricular, 
community, and 
leadership activities 
in order to enhance 
their civic and 
academic 
performance. 
Allow students to 
interact directly with 
administrators, staff, 
and faculty outside 
the classroom 

Work closely with 
faculty, staff, and 
administrators in 
initiating, sustaining, 
and expanding 
programs that 
enhance student 
performance and 
success 
 

Students participating in 
Student Government  will 
show an increase in 
participation in the Norco 
Campus Shared 
Governance Process from 
07-08 to 08-09. 

Student Services Goal #6-
student involvement in 
planning and evaluation of 
support services 
Campus Educational 
Master Plan Goal #3-
increase student access 

Increase student 
participation in shared 
governance by 10% from 
Academic Year 07-08. In 08-
09, the Student Activities 
Coordinator had an 
increased emphasis in the 
shared governance process 
through structured 
orientations/workshops, 
consistent reinforcement of 
shared governance 
participation, and greater 
transparency in reporting 
student participation in 
committee work.  

The Student 
Activities 
Coordinator will 
monitor and 
report the 
attendance 
rosters and 
minutes of all 
shared 
governance 
committee 
meetings 

The goal was met.  
At the end of the 
academic year 08-09 
student government 
members achieved 
100% participation, 
an increase of over 
50% from 07-08, and 
involvement in 
Campus and District 
wide shared 
governance 
committees 

Continue to perform at this 
level and effectively assign 
student representation in 
any additional shared 
governance campus and 
district wide as needed.  
Continue to offer training 
orientations and 
workshops and emphasize 
the importance of 
participation in the shared 
governance process 
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3. 

I.5.2.; I.5.4. 
Provide an array of 
cultural, educational, 
and entertaining 
activities 
Increase awareness 
among the student 
body on all levels of 
diversity 

The Students activities 
office will develop, and 
maintain a yearly Student 
Activities Calendar that will 
effectively address the 
needs of the Norco 
Campus diverse 
population 

Student Services Goals #7-
provide a supportive, 
friendly, and safe 
environment for a diverse 
student population 
Campus Educational 
Master Plan Goals #2-
improve the quality of 
student life, #3-increase 
student access, #4, 
enhance academic 
programs 

Increase the number of 
students surveyed by 10% 
every year in order to 
develop and implement 
events and activities that 
better represent the diversity 
of the Norco Campus 
student population  

The Student 
Activities Office 
administered  
Activities Surveys 
to the Norco 
College Students 
at the end of 
Spring 08 
semester and 
developed the 
Fall 08-Spring 09 
Activities 
Calendar based 
on feedback from  
the surveys.    

The goal was met.  
In 07-08 the number 
of surveys collected 
was 65.  In 08-09 the 
number increased to 
123, a percentage 
increase of 89%. The 
sample population 
was more in 
numbers and 
diversity. 

Continue to administer the 
surveys and set higher 
benchmarks numbers in 
order to obtain increased 
feedback from our student 
population and develop a 
diverse activities calendar 
that will better serve the 
needs of our students. 

4.  . Briefly describe how your area used your 2008-2009 outcomes data to make programmatic modifications. Select one or more of your outcomes in your 2008-2009 Assessment 
Plan.  
 

- As a result of the success of orientations and workshops pertaining to the importance of Shared Governance, the Student Activities Office will continue to offer 
Student Leaders the opportunity to learn and engage within the shared governance process.  The Student Activities Office, in collaboration with the ASNC 
Executive will maintain 100% student participation and assign student membership to any new shared governance committees. 

- The Student Activities office was able to assist the ASNC in developing a more diverse and intense activities calendar with the distribution and collection of 
student surveys.  The Student Activities Office will continue to administer the surveys and adjust questions and content depending on the data gathered from 
the years before. 
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10.   2009-2010 Assessment Plan for Student Services Area: Student Activities        

 Mission Statement: The intent of the Student Activities program is to create a learning environment that allows students to understand the principles of leadership, engage effectively in 
co-curricular and community activities, enhance their academic performance, and develop skills that can be transferred successfully into their personal and professional activities. 

 
 
 

Objective 
(Choose objective  

from I.5.) 

Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Student 
Service 

Goal/Campus 
Goal/District 

Initiative 

Assessment Criteria 
(Specify Target 

Performance Level) 

Assessment 
Measure  

(Measurement 
tool) 

 Completion (or 
anticipate 

completion)/ 
Findings* 

 

Improvement 
Recommendatio
ns (next step)* 

 
1. 

I.5.1. Offer students 
greater opportunities 
to participate in co-
curricular, community, 
and leadership 
activities in order to 
enhance their civic 
and academic 
performance. 

Students who hold 
positions in student 
government will have 
higher persistence rates 
and  Cumulative Grade 
Point Averages (GPA) in 
comparison with the 
general student body 

Student Services Goal 
#7,8,9- efforts to increase 
student success 
Campus Educational Master 
Plan Goal #1-increase 
student retention, 
persistence, and success 

Increase persistence rates 
and cumulative GPAs by 2% 
from 08-09 Academic Year 

The Student 
Activities 
Coordinator 
monitors the 
ASNC members’ 
enrollment and 
GPAs on a yearly 
basis and offer 
peer mentoring 
and college 
success 
workshops 

The average GPA for the 
08-09 academic year for 
student government 
members was 3.046 with 
100% persistence rate.  
For 09-10 the average 
GPA increased by 4% to 
3.172 and the 
persistence rate 
remained 100%. 

The goal was met. 
 
Benchmark numbers for 
overall GPA and 
persistence rates have 
been established 
successfully.  However, 
the office will continue 
to offer workshops, peer 
mentoring, and tutoring 
in order to maintain 
benchmark numbers 
and assist individual 
student government 
members with their 
academic endeavors. 
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2. I.5.1.; I.5.3., I.5.5.  
Offer students greater 
opportunities to 
participate in co-
curricular, community, 
and leadership 
activities in order to 
enhance their civic 
and academic 
performance. 
Allow students to 
interact directly with 
administrators, staff, 
and faculty outside 
the classroom 

Work closely with 
faculty, staff, and 
administrators in 
initiating, sustaining, 
and expanding 
programs that 
enhance student 
performance and 
success 
 

Students participating in 
Student Government  will  
maintain 100% 
participation in all campus 
and district wide Shared 
Governance committees 

Student Services Goal #6-
student involvement in 
planning and evaluation of 
support services 
Campus Educational Master 
Plan Goal #3-increase 
student access 

Student Government 
members will be appointed 
and participate in all Shared 
Governance committees.  If 
new committees are formed 
to meet the needs of our 
growing college community 
then the Student government 
will appoint at least one 
student member as needed 
and in order to maintain 100% 
participation rate. 

The Student 
Activities 
Coordinator will 
monitor  the 
attendance rosters 
and minutes of all 
shared 
governance 
committee 
meetings 

At the end if the 
academic year 09-10, 
student government 
members maintained 
100% participation in the 
shared governance 
process. 
 
Norco College added 
four new shared 
governance committees 
(Safety, Legacy, 
Branding, and Green 
Initiatives) and the 
student government 
appointed at least one 
member to each one of 
them.   

The goal was met. 
 
Continue to perform at 
this level and effectively 
assign student 
representation in any 
additional shared 
governance functions, 
campus and district 
wide, as needed. 
 
Continue to offer 
training orientations and 
workshops and 
emphasize the 
importance of 
participation in the 
shared governance 
process. 
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3. 

I.5.2.; I.5.4. 
Provide an array of 
cultural, educational, 
and entertaining 
activities 
Increase awareness 
among the student 
body on all levels of 
diversity 

The Students Activities 
office will increase the 
frequency and quality of 
cultural and diversity 
sensitive activities each 
year 

Student Services Goals #7-
provide a supportive, 
friendly, and safe 
environment for a diverse 
student population 
Campus Educational Master 
Plan Goals #2-improve the 
quality of student life, #3-
increase student access, #4, 
enhance academic 
programs 

Increase the number of total 
student activities developed 
and implemented by 5% each 
year.   

The Student 
Activities Office 
will administer 
surveys to student 
for the collection 
of feedback on 
what types of 
activities they 
would like to see 
on campus and 
maintain a detail 
record of activities 
as they occur per 
semester based 
on the Activities 
Calendar. 

In the academic year 09-
10, the Student Activities 
Office sponsored a total 
of 48 on campus and off 
campus activities.  This is 
a 50% increase in the 
total number of activities 
from the previous 
academic year (32).  
 
The events reflected 
input and feedback from 
students through the 
collection of Activities 
Surveys. 

The goal was met. 
 
However, only 55 
Activities Surveys were 
collected.  The Student 
Activities Office will 
increase the number of 
surveys administered 
and continue to offer an 
increasing number of 
cultural and educational 
activities.   
 
The Student Activities 
Office will establish 
benchmark numbers to 
monitor progress. 

 
4. 

I.5.1 
Offer students greater 
opportunities to 
participate in co-
curricular, community, 
and leadership 
activities in order to 
enhance their civic 
and academic 
performance. 
 

Students who participate in 
the Leadership Symposium 
offered by the Student 
Activities Office will learn 
basic and advanced 
principles of Parliamentary 
Procedure, the Brown Act, 
and how to become more 
effective student leaders. 

Student Services Goal #10- 
efforts to increase student 
success 
Campus Educational Master 
Plan Goals #2-improve the 
quality of student life 

90 percent of the total number 
of participants who 
successfully completed the 
Leadership Symposium will 
demonstrate increased 
learning of procedures and 
policies 

The Symposium 
facilitator will 
distribute a pre 
and post survey 
that will be 
collected and 
analyzed at the 
end of each 
Symposium.  A 
total of Two 
symposiums will 
be offered each 
academic year.  
The Keirsey 
Temperament 
Sorter will also be 
utilized to assess 
individual 
leadership styles. 

A total of 26 student 
leaders participated in 
the symposium and 16 of 
them completed the two-
day training (61.5%). 
From those 16 students, 
14 demonstrated 
increased learning of 
procedures and policies 
related to Parliamentary 
Procedure and the Brown 
Act (87.5%) as indicated 
in the completed pre and 
post surveys. 
Participants also 
completed the Keirsey 
Temperament Sorter and 
received a detailed report 
on their respective 
leadership styles.  

The goal was not met. 
 
Continue to offer the 
Leadership Symposium 
on a semester basis 
and work toward 
increasing the rate of 
completion as well as 
reaching the 90% goal 
for demonstration of 
increased learning.  
Utilize incentives, work 
with faculty/ advisors, 
provide more calendar 
choices, and increase 
participation from 
clubs/organizations.  
 
Increase the number of 
Leadership 
Symposiums offered 
each semester to two. 
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2009-2010 Assessment Plan Findings/Data Analysis & Improvement 
Recommendations  
 
 
SAO#1 
Students who hold positions in student government will have higher persistence rates and Cumulative 
Grade Point Averages (GPA) in comparison with the general student body. 
  

 
Findings/Data Analysis: The average GPA for the 08-09 academic year for student 
government members was 3.046 with 100% persistence rate.  For 09-10 the average GPA 
increased by 4% to 3.172 and the persistence rate remained 100%. 
Although the goal was met, certain individual student government members demonstrated a 
slight decrease in their overall GPA.  The Student Activities Office has provided certain types 
of intervention (peer mentoring/ tutoring) in order to assist these students with their academic 
endeavors throughout the year.  This is the third year that this SAO has been assessed and 
evaluated thus providing adequate benchmark numbers for future analysis. 
 
Improvement Recommendations:  
Benchmark numbers for overall GPA and persistence rates have been established 
successfully.  However, the office will continue to offer workshops, peer mentoring, and 
tutoring in order to maintain benchmark numbers and assist individual student government 
members with their academic endeavors. 

 
 
SAO#2 Students participating in Student Government  will  maintain 100% participation in all campus 
and district wide Shared Governance committees 

 
 

Findings/Data Analysis: At the end if the academic year 09-10, student government 
members maintained 100% participation in the shared governance process.  Norco College 
added four new shared governance committees (Safety, Legacy, Branding, and Green 
Initiatives) and the student government appointed at least one member to each one of them.   
 
Improvement Recommendations: Continue to perform at this level and effectively assign 
student representation in any additional shared governance functions, campus and district 
wide, as needed.  Continue to offer training orientations and workshops and emphasize the 
importance of participation in the shared governance process. 
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SAO#3 The Students Activities office will increase the frequency and quality of cultural and diversity 
sensitive activities each year. 
 

Findings/Data Analysis: In the academic year 09-10, the Student Activities Office sponsored 
a total of 48 on campus and off campus activities.  This is a 50% increase in the total number 
of activities from the previous academic year (32). The events reflected input and feedback 
from students through the collection of Activities Surveys. 
 
Improvement Recommendations:  
Only 55 Activities Surveys were collected.  The Student Activities Office will increase the 
number of surveys administered and continue to offer an increasing number of cultural and 
educational activities.  The Student Activities Office will establish benchmark numbers to 
monitor progress. 

 
 
SLO#4 Students who participate in the Leadership Symposium offered by the Student Activities 
Office will learn basic and advanced principles of Parliamentary Procedure, the Brown Act, and how 
to become more effective student leaders. 
 
 

Findings/Data Analysis: A total of 26 student leaders participated in the symposium and 16 
of them completed the two-day training (61.5%).  From those 16 students, 14 demonstrated 
increased learning of procedures and policies related to Parliamentary Procedure and the 
Brown Act (87.5%) as indicated in the completed pre and post surveys.  Participants also 
completed the Keirsey Temperament Sorter and received a detailed report on their respective 
leadership styles. 
Improvement Recommendations: Continue to offer the Leadership Symposium on a 
semester basis and work toward increasing the rate of completion as well as reaching the 90% 
goal for demonstration of increased learning.  Utilize incentives, work with faculty/ advisors, 
provide more calendar choices, and increase participation from clubs/organizations.  Increase 
the number of Leadership Symposiums offered each semester to two. 
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II. Area Needs Assessment  
 

1. Staffing Profile (Please indicate the number in terms of FTE. In other words a full time staff 
person is a 1, and half time person is a .5) 

 

 

Position 

Staffing Levels for Each of the Previous 
Six Years 

Anticipated total staff 
needed 

 
2005 

 
2006 

 
2007 

 
2008 

 
2009 

 
2010 

 2010-2011 
 

2011-2012 
 

Associate Dean of Student Life 0 0 0 0 0 0  0 1 
Classified Staff FT 0 0 0    0 0 0  0 1 
Classified Staff PT 0 0 0 0 0 0  1 1 
Confidential Staff FT 0 0 0 0 0 0  0 0 
Hourly Staff 2 2 2    2 1 0  0 0 
Student Workers 1 1 0 0 2 2  2 2 
Faculty Reassigned FTE Full time 1 1 1 1 1 1  1 1 
Faculty Reassigned FTE Part time 0 0 0 0 0 0  0 0 
Total Full Time Equivalent 
Staff 

2.5 2.5 2    2 2.5 2  2.5 4.5 

 
 

 
 
 
 
Does the staffing structure meet the unit’s needs?  
 
As the campus is transitioning to a college status, the Student Activities Office will require additional personnel in order to 
initiate, sustain, and provide quality co-curricular programs. The department needs more full time personnel and 
administrative support as the student population and the workload increases. Further, new technological improvements, 
such as the creation and maintenance of a website, will add to the office workload. 
Currently, the Student Activities Office maintains quality and frequency of services in collaboration with the Associated 
Students of Norco College and the Inter Club Council by utilizing student volunteers and offering opportunities for co-
curricular and community service credits. This has proven to increase the level of moral and involvement of the students but 
quite often has a negative effect on their time management. 
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Unit Name: Student Activities                           
2. Staff Needs  
        

     
NEW OR REPLACEMENT STAFF (Administrative, Faculty, or Classified)  

List Staff Positions Needed for Academic Year 10-11 
Place titles on list in order (rank) or importance. 

Indicate 
(N) = 

New or (R) 
= 

Replaceme
nt 

Annual 
TCP* 

1.  Associate Dean of Student Life 
Reason: To successfully meet the challenges of the Student Activities Department as we transition to a 
college, as the student population and needs grow, as diversity increases, and the need for programmatic 
change is of critical importance. The Associated Dean of Student Life would be responsible for the 
following areas: Student Life, Athletics, and Discipline; report directly to the Dean of Student Services, 
and supervise the Student Activities Coordinator. 
 

N 
Management       
R-1 
$94,382.00 

2. Part Time (Permanent) Student Activities Coordinator Assistant 
Reason: Replacement of hourly assistant.  To oversee and provide guidance to certain aspects of the 
Student Activities Department with consistency and continuity. Avoid high turnover and inefficiency as 
well as enhance service quality (perform clerical and office duties as assigned). 
 

R 

Classified 
E-1 
$17, 537 

3.  
Reason: 

  

4.  
Reason: 
 

  

5.  
Reason: 
 

  

6.  
Reason: 
 

  

* TCP = “Total Cost of Position” for one year is the cost of an average salary plus benefits for an individual.  New positions (not replacement positions) also 
require space and equipment.  Please speak with your campus Business Officer to obtain accurate cost estimates.  Please be sure to add related office space, 
equipment and other needs for new positions to the appropriate form and mention the link to the position. 
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Unit Name:  Student Activities 
3. Equipment (excluding technology) Needs Not Covered by Current Budget 
 

List Equipment or Equipment Repair Needed for Academic Year 10-11 
Please list/summarize the needs of your unit on your campus below. Please be 

as specific and as brief as possible.  Place items on list in order (rank) or 
importance. 

Annual TCO*  
 

Cost per 
item 

 
 Number 
Requested 

Total Cost of Request 

1.  
Reason:  

 
 

  

2.  
Reason:  

 
 

 
 

 
 

3. 
Reason: 

   

4. 
Reason: 

   

5. 
Reason: 

   

6.   
Reason: 

   

* TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain accurate 
cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are linked to a position 
please be sure to mention that linkage.  
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Unit Name:  Student Activities 
4. Technology++ Needs Not Covered by Current Budget:  
 NOTE:   Technology; excludes software, network infrastructure, furniture, and consumables (toner, cartridges, etc) 
 
Submitted by:  Title:  

  
Phone:  
 

  

Priority EQUIPMENT REQUESTED 
New (N) or 
Replacem
ent (R)? 

Program: 
New (N) or 
Continuing 

(C) ? 

Location 
(i.e Office, 
Classroom

, etc.) 

Is there 
existing 

Infrastructure
? 

How many 
users 

served? 

Has it been 
repaired 

frequently? Cost per 
item 

 
Number 

Requested 

Annual TCO* 
Total Cost of 

Request 
1. 
Usage / 
Justification 

  
 

         

2. 
Usage / 
Justification   

      
   

3. 
Usage / 
Justification 

 
            

 
   

   

4. 
Usage / 
Justification 

  
           

  
  

   

5. 
Usage / 
Justification 

  
              

   

• TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain 
accurate cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are 
linked to a position please be sure to mention that linkage.  

• ++Technology is (1) equipment that attaches to a computer, or (2) a computer is needed to drive the equipment. 
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Unit Name:  Student Activities 
5. Facilities Needs Not Covered by Current Building or Remodeling Projects*  

 
 

List Facility Needs for Academic Year  10-11 
(Remodels, Renovations or added new facilities)  Place items on list in order (rank) or 

importance. 

Annual TCO*  
 

Total Cost of Request 

1.  
Reason:  

 
 

 
2.  
Reason:  

 
 

3.  
Reason:  

 
 

4.  
Reason: 

 

 5. 
Reason: 

 
 

6. 
Reason: 

 

*Please speak with your campus Business Officer to obtain accurate cost estimates and to learn if the facilities you need are already in the planning stages.   
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Unit Name:  Student Activities 
 
6. Professional or Organizational Development Needs Not Covered by Current Budget 

 
List Professional Development Needs. Reasons might include in response to assessment 
findings or the need to update skills to comply with state, federal, professional 
organization requirements or the need to updates/skills/competencies. Please be as specific 
and as brief as possible. Some items may not have a cost, but reflect the need to spend 
current staff time differently.   Place items on list in order (rank) or importance. 

Cost per 
item 

 
  
Number 
Requested 

Total Cost of Request 

1.  
Reason:  

 
 

  

2.  
Reason:   

   

3.  
Reason:  

   

4.  
Reason:  

   

5. 
Reason: 

   

6.   
Reason: 
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Unit Name:  Student Activities 
7. OTHER NEEDS not covered by current budget 

 

List Other Needs that you are certain do not fit elsewhere. 
Please be as specific and as brief as possible.  Not all needs will have a cost, but 

may require a reallocation of current staff time.  Place items on list in order (rank) 
or importance. 

Annual TCO*  
 

Cost per 
item 

 
 Number 
Requested 

Total Cost of Request 

1. 
Reason:    

 
 

 
 

 

2. 
Reason: 

 
 

  
 
 

3. 
Reason: 

   

4. 
Reason: 

   

5. 
Reason: 

   

6.   
Reason: 

   

* TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain accurate 
cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are linked to a position 
please be sure to mention that linkage. 
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Norco Student Employment 

 
Carmen Parra 

Student Employment Personnel Specialist 
 

2009-2010 
 
 
I. Student Services Area Overview 
 
1. Mission 
The mission of the Norco Student Employment Office is to foster the opportunity for 
educational part-time employment experiences by providing timely, accurate, proactive 
networking services to students, employers, the campus, and local campus community. 
 
2. Philosophy Statement 
Norco Student Employment Program is dedicated in providing students with meaningful 
work experience aimed at enhancing college and career goals, while providing financial 
support.  We strive in building collegial working relationships between our student 
employees, staff, and faculty.   
 
3. Staffing Level 
1 FT Student Employment Specialist 
 
4. Summary 

• Our commitment is to provide and maintain job opportunities that prepare our 
students with work experience and promote educational success at the Norco 
campus and beyond.  Our goal is to continue to progress with technology and 
grow in our communication by networking via internet community outlets.    

• The Student Employment Office believes that working together will help ensure 
that we maintain a high level of integrity in our programs and provide services 
that are in compliance with federal, state, and institutional regulations.  

• The Norco Student Employment Office will ensure that positive work 
opportunities are available to meet the needs of our diverse student population. 

•  The Student Employment Office is committed in being proactively involved with 
our campus staff, faculty, and local community and to ensure that Norco College 
needs are met.    

 
5. Objectives 
1.  Increase Jobs Opportunities On and Off Campus 

A.  Increase communication to students of job opportunities by attending classes   

      and providing presentations, flyers, brochures. 

B.  Contacting surrounding non-profit organizations in the area to meet the 7%  

                  Federal Work Study (FWS) community service requirement. 
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2.  Student Employment will increase knowledge about CalWORKs at Norco         

     College. 

 A.  Gather list of students that may qualify at Norco College. 

            B.   Offer students computer access opportunities and workshops to help build   

                   resumes and enhance job skills. 

            C.   Offer students flyers and informational brochures 

3.  Student Employment will increase network communication with students via social  

     internet venues and other technological routes. 

A.  Brain storm ideas on utilizing social networks such as Facebook or Twitter to                     

                  alerts students of new positions available.   

B.  Possibly use Job Rooster Pilot to text new position available to students. 

4.  Communication with Supervisors 

A.  Constantly maintain contact with supervisors through email/letters to ensure    

      they are up to date on all Student Employment matters and deadlines 

B.  Provide workshop to help decrease staff and student contract violations  
 

6. Strengths 

• Stimulating the economy by continuing to provide students job opportunities 
• Providing departments with Federal Work Study help as alternative during budget 

crisis   
• Student Employment Specialist FT at Norco  
• Norco has one designated Budget Control Contact that speeds up the hiring  

process 
• New updated website, student and staff friendly 
• Students participating in the Student Employment Program will persist at higher 

rates because the Student Employment requires a minimum 2.0 cumulative G.P.A  
and at least half time enrollment.    

 
7. Improvement Areas 

• Increase CalWORKs awareness 
• Increase FWS placements 
• Provide Supervisor/Student Workshops to minimize errors/ work violations. 
• Provide Supervisor/Student Handbook 
• Provide Online Timesheets 

 
8. Students Served 
 
 The Student Employment Office serves students on a walk in basis or over the telephone 
that are interested in obtaining an on or off campus position.  In the 2009/10 academic 
year, 988 students were served on a walk in basis.   
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9.   Report on 2008-2009 Assessment Plan for Student Services Area: Student Employment       

 Mission Statement: The mission of the Norco Student Employment Office is to foster the opportunity for educational 
part-time employment experiences by providing timely, accurate, and proactive networking services to students, 
employers, and the campus and local campus community. 

 Objective Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Student 
Service 

Goal/Campus 
Goal/District 

Initiative 

Assessment Criteria 
(Specify Target 

Performance Level) 

Assessment 
Measure  

 Completion 
(or anticipate 
completion)/ 

Findings 

Improvement 
Recommendations 

(next step) 

 
1. 

Increase  Job 
Opportunities 

Student Employment will 
increase the # of jobs 
opportunities for students 
in 2008-09. 

NEMP #1, #2 SSG-#3,7 5% 07-08 to 08-09 07/08 and 
08/09 Student 
Employment 
FWS and 
District 
Spreadsheets. 

Student 
Employment had 
an overall 17% 
Student Employee 
hire increase in 
2008/2009 
compared to 
2007/2008.    
 
Federal Work Study 
hires increased in 
2008/2009 by 42%.  
 
District Hires 
Increased in 
2008/2009 by 11%.  

Student Employment 
will seek to educate more 
departments On Campus 
to develop more areas 
that Student 
Employment can 
increase Job 
Opportunities.   

 
2. 
 

Increase Student 
Employment 
Awareness 

Student Employment will 
identify Student 
Employment interests by 
advertising Job 
Opportunities On Campus. 

SSG-3,7 
NEMP 1,3,4 

Students were accessed on 
a walk in bases.  Student 
Employment will seek to 
have students identify 
interest with a sign in 
sheet.  All students 
interested were giving a 
Program Flyer and giving 
verbal step by step 
information about the 
services offered. 

Student 
Employment 
sign-in 
spreadsheet. 

Of 252 students 
that signed in from 
February 2009 to 
June 2009, 7 
students were 
successfully hired at 
the Norco Campus.  
Peak Employment 
Hire Time had 
already occurred 
from June 2008 to 
December 2008.   

Student Employment 
will increase Outreach 
involvement by 
participating in more 
events to promote 
Student Employment. 

 

The above date was Student Employment’s baseline for Program Review.  The data was helpful to determine how Norco College is utilizing Student 
Employment currently and how much we still want to expand our program at Norco.   
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10.   2009-2010 Assessment Plan for Student Services Area: Student Employment 

 Mission Statement: The mission of the Norco Student Employment Office is to foster the opportunity for educational 
part-time employment experiences by providing timely, accurate, and proactive networking services to students, 
employers, and the campus and local campus community. 

 
 
 

Objective 
(Choose objective  

from I.5.) 

Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Student 
Service 

Goal/Campus 
Goal/District 

Initiative 

Assessment Criteria 
(Specify Target 

Performance Level) 

Assessment 
Measure  

(Measurement 
tool) 

 Completion 
(or anticipate 
completion)/ 

Findings* 
 

Improvement 
Recommendations 

(next step)* 

 
1. 

Increase student 
placement 

SAO- Student 
Employment will 
increase the number 
of students placed in a 
position at the Norco 
College for 
2009/2010 by 5%. 

Norco Student Support 
Services Goals 
#1 
#7 
#9 
Master Plan Goal 
#1 

5% increase in 08-09 to 
09/10 in the number of 
students that are placed at 
Norco College. 

2008/2009 and 
2009/2010 
Student 
Employment 
FWS and 
District 
Spreadsheets 

 Student 
Employment had 
an overall increase 
of 24.1% in 
2009/2010. 
 
Goal is met.  

It is recommended that 
CalWORKs placement 
be increased for the 
2010/2011 academic 
school year.  The 
appointment of a new 
Director of CalWORKs 
will aid in the increase 

 
2. 

Increase 
Department Site 
Participation 

SAO- Will increase 
department site 
participation in the 
Student Employment 
Program by 5% at the 
Norco College for 
2009/2010. 

Norco Student Support 
Services Goals 
#1 
#7 
#8 
#9 
Master Plan Goal 
#1 

5% increase in 08-09 to 
09/10 in department 
participation in the Student 
Employment Program at 
Norco College. 

2008/2009 and 
2009/2010 
Student 
Employment 
FWS and 
District 
Spreadsheets 

Student 
Employment had 
an overall increase 
of 27% in 
2009/2010.  
 
Goal is met. 

It is recommended that 
Student Employment 
continues to increase 
Outreach involvement 
by participating in more 
school related events to 
promote Student 
Employment.  Also, 
Student Employment 
will advertise Student 
Employment Program 
advantages for 
departments by utilizing 
the Norco-All emails.    
 

3. Increase FWS 
Funding allocated 
to Norco College.    

SAO- Will increase 
Federal Work Study 
allocation by 25% to 
the Norco College for 
2009/2010. 

Norco Student Support 
Services Goals 
#1 
#7 
#8 
#9 
Master Plan Goal 
 

25 % increase from  08-09 
to 09/10 in Federal Work 
Study Funding for Norco 
College. 

2008/2009 and 
2009/2010 
Student 
Employment 
FWS and 
District 
Spreadsheets 

Student 
Employment had 
an overall increase 
of 118% in 
2009/2010. 
Pending final 
numbers in July’10.  
Goal is met. 

Student Employment 
recommends continuing 
to increase Federal Work 
Study funding to support 
additional off-campus 
site, Jurupa Unified 
School District.    
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2009/10 Assessment Plan Findings/Data Analysis & Improvement 
Recommendations  
 
 
SAO #1:  Student Employment will increase the number of students placed in a position 
at the Norco Campus for 2009/2010 by 5%. 
    
 
Findings/Data Analysis  
 

• Student Employment hired a total of 137 students in Student Employment for 
2008/2009.  There were 34 students placed in Federal Work Study, 103 placed in 
District, and there were not any placements in CalWORKS work study.   
However, thus far in 2010, Student Employment has hired 170 students.  73 are 
placed in Federal Work Study, 95 are placed in District, and 2 are placed in 
CalWORKs work study.    

• Our findings include a 24.1% increase in Student Employment placement in 
2009/2010.  Final findings will be determined in July 2010. 

• Student Employment exceeded our overall goal by 19.1%. 
 

 

 
 
 
 
 
Improvement Recommendations 
 
It is recommended that Student Employment collaborates with the new Director of CalWORKs at 
the Norco College to increase the number of students participating the CalWORKs work study 
program.  It is also recommended that Student Employment search for more Community Service 
work site/areas to complete the 7% Community Service required by Federal Regulations. 
 

93
103

95

24
34

73

0 2

07/08 
District 
Hires

08/09 
District 
Hires

09/10 
District 
Hires

07/08 FWS 
Hires

08/09 FWS 
Hires

09/10 FWS 
Hires

08/09 
CalWORKs 

Hires

09/10 
CalWORKs 

Hires

Student Employment Hires
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SAO #2:    Student Employment will increase department site participation in the 
Student Employment Program by 5% at the Norco Campus for 2009/2010. 
 
 
 
Findings/Data Analysis 
 
 

• Student Employment had a total of 15 departments participate in the Student 
Employment Program for 2008/2009.  

•  In 2009/10, Student Employment has increased department participation to a total 
of 19 departments.     

• Our findings indicate that there was an increase of 27%. 
• Student Employment met our goal of increasing department participation in the 

Student Employment Program. 
     

 
 

Improvement Recommendations  
 
 
It is recommended that Student Employment continues to increase Outreach involvement 
by participating in more school related events to promote Student Employment.  Also, 
Student Employment will advertise Student Employment Program advantages for 
departments by utilizing the Norco-All emails.    
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SAO #3:  Student Employment will increase Federal Work Study (FWS) funds allocated 
to Norco College by the District by 25% at the Norco Campus for 2009/2010. 
 
    
Findings/Data Analysis  

• For the 2008/09 Norco College received a total of $49,775.00 spent and allocated 
in Federal Work Study Funding. 

• For 2009/10 Norco College has spent a total of $108,544.00 in Federal Work 
Study funds.  The total allocated will be determined in July 2010 after the last 
payroll of the 2009/10 year has run. 

• Our findings thus far indicate the Federal Work Study allocation to the Norco 
College has increased by 118%.   

 
 
 
 

 
 
 
Improvement Recommendations  
 
 
It is recommended that Student Employment continue to increase Federal Work Study 
funding at the Norco College.  Jurupa Unified School District just signed contracts to 
participate in the Federal Work Study and that will help continue to need to increase 
funding to the Norco College.   
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Findings/Data Analysis  
 
II. Area Needs Assessment  
 

1. Staffing Profile (Please indicate the number in terms of FTE. In other words 
a full time staff person is a 1, and half time person is a .5) 

 

 

Position 

Staffing Levels for Each of the Previous 
Six Years 

Anticipated total staff 
needed 

 
2005 

 
2006 

 
2007 

 
2008 

 
2009 

 
2010 

 2010-2011 
 

2011-2012 
 

Administration 0 0 0 0 0 0  0 0 
Classified Staff FT 0 0 0 0 1 1  1 1 
Classified Staff PT 0 0 0 0 0 0  0 1 
Confidential Staff FT 0 0 0 0 0 0  0 0 
Hourly Staff 0 0 0 0 0 0  0 0 
Student Workers 0 0 0 0 0 0  1 1 
Faculty Reassigned FTE Full time 0 0 0 0 0 0  0 0 
Faculty Reassigned FTE Part time 0 0 0 0 0 0  0 0 
Total Full Time Equivalent 
Staff 

0 0 0 0 1 1  1.5 2 

 
 
 

a. Has the workload of your unit increased in recent years?   
 
There has been a big push to get more departments at the Norco College to 
become involved and participate in the Student Employment Program.  This has 
created a great opportunity for growth in our program.  With growth comes a 
greater need to maintain department and student files. The workload in the 
Student Employment has increased and will continue to increase as the program 
such as the Federal Work Study, District, and CalWORKs continue receiving 
funding.    
 

b. Has technology made it possible to do more work with the same staff?  Or, has 
technology increased your work load (adding web features which need updating 
for  
example)? 
 
Technology has improved our communication with Students and Supervisors.  
Our ability to post jobs online, have forms online, and valuable information about 
Student Employment has made the workload more efficient.  
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c. Does the workload have significant peaks and valleys during the fiscal year?  If 
so, describe. 

 
The significant peaks are in the beginning of the semester.  Student’s are full of 
questions and are eager to get placed in a Student Employment position.  Most of 
the workload will peak in the Summer semester and Fall Semester.  This is when 
the majority of the hiring process takes place due to our rehire and new hire peak 
periods.  The Winter Semester is what would be considered our valley time.  This 
is when Student Employment focuses on revamping forms, and material for the 
following year.  The Spring Semester is also busy in the beginning but slows down 
by mid Spring.  The Student Employment area then focuses on Site Renewals and 
getting all contracts and forms ready for rehiring in June. 
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Unit Name: Student Employment                               
2. Staff Needs  

NEW OR REPLACEMENT STAFF (Administrative, Faculty, or Classified)  

List Staff Positions Needed for Academic Year 2010/11 
Place titles on list in order (rank) or importance. 

Indicate (N) 
= 

New or (R) 
= 

Replaceme
nt 

Annual 
TCP* 

1. Permanent Part Time - Administrative Assistant I (19.5 Hours/week) 
Reason:  To help increase awareness of the Student Employment Programs such as District, Federal Work 
Study, and CalWORKs.   
 

(N)= 
Classified 
E-1 

$17,537.00 

2. Student Worker - (20 Hours/week + $9.00/hr) 
Reason:  Support counter hours, help with outreach event to increase Norco’s Student Employment 
numbers.  
 

(N) $7,000.00 

3.  
Reason: 

  

4.  
Reason: 
 

  

5.  
Reason: 
 

  

* TCP = “Total Cost of Position” for one year is the cost of an average salary plus benefits for an individual.  New positions (not replacement positions) also 
require space and equipment.  Please speak with your campus Business Officer to obtain accurate cost estimates.  Please be sure to add related office space, 
equipment and other needs for new positions to the appropriate form and mention the link to the position. 
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Unit Name: Student Employment                               
 

3. Equipment (excluding technology) Needs Not Covered by Current Budget 
 

List Equipment or Equipment Repair Needed for Academic Year 2010/11 
Please list/summarize the needs of your unit on your campus below. Please be as 

specific and as brief as possible.  Place items on list in order (rank) or importance. 

Annual TCO*  
 

Cost per 
item 

 
 Number 
Requested 

Total Cost of Request 

1.   
Reason:    

   

2.  
Reason:  

 
 

 
 

 
 

3. 
Reason: 

   

4. 
Reason: 

   

5. 
Reason: 

   

6.   
Reason: 

   

* TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain accurate 
cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are linked to a position 
please be sure to mention that linkage.  

 

209



Unit Name: Student Employment                               
 

4. Technology++ Needs Not Covered by Current Budget:  
 NOTE:   Technology; excludes software, network infrastructure, furniture, and consumables (toner, cartridges, etc) 
 
Submitted by:  Title:  

  
Phone:  
 

  

Priority EQUIPMENT REQUESTED 
New (N) or 
Replacem
ent (R)? 

Program: 
New (N) or 
Continuing 

(C) ? 

Location 
(i.e Office, 
Classroom

, etc.) 

Is there 
existing 

Infrastructure
? 

How many 
users 

served? 

Has it been 
repaired 

frequently? Cost per 
item 

 
Number 

Requested 

Annual TCO* 
Total Cost of 

Request 
1. 
Usage / 
Justification 

Computer Desktop 
This desktop is for the requested 
Part-Time Student Employment 
Support Specialist 
 

N C 
Student 
Success 

Bldg 
N 1  NA $1000 1 $1000 

2. 
Usage / 
Justification 

 Color Printer 
Need to market flyers and 
brochures for Student Employment 
opportunities.   

N C 
Student 
Success  

Bldg 
N 1 NA 

 
$300 

 
1 

 
$300 

3. 
Usage / 
Justification 

 
            

 
   

   

4. 
Usage / 
Justification 

  
           

  
  

   

5. 
Usage / 
Justification 

  
              

   

• TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain 
accurate cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are 
linked to a position please be sure to mention that linkage.  

• ++Technology is (1) equipment that attaches to a computer, or (2) a computer is needed to drive the equipment. 
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Unit Name: Student Employment                               
 

5. Facilities Needs Not Covered by Current Building or Remodeling Projects*  
 
 

List Facility Needs for Academic Year __2010/11____________ 
(Remodels, Renovations or added new facilities)  Place items on list in order (rank) or 

importance. 

Annual TCO*  
 

Total Cost of Request 

1.  N/A 
Reason:  

 
 

 
2.  
Reason:  

 
 

3.  
Reason:  

 
 

4.  
Reason: 

 

 5. 
Reason: 

 
 

6. 
Reason: 

 

*Please speak with your campus Business Officer to obtain accurate cost estimates and to learn if the facilities you need are already in the planning stages.   
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Unit Name: Student Employment                               
6. Professional or Organizational Development Needs Not Covered by Current Budget 

 
List Professional Development Needs. Reasons might include in response to assessment findings or the 
need to update skills to comply with state, federal, professional organization requirements or the need to 
updates/skills/competencies. Please be as specific and as brief as possible. Some items may not have a cost, but reflect the 
need to spend current staff time differently.   Place items on list in order (rank) or importance. 

Cost per 
item 

 
  
Number 
Requested 

Total Cost of Request 

1.  The National Student Employment Conference in Ohio 
Reason: To enhance a common understanding of what roles Student Employment 
professionals play and how to we enhance student learning.  Understanding how 
and where change is occurring within Student Employment, higher education, and 
federal regulations.  Develop skills, knowledge, and understanding necessary to 
execute ethical and effective Student Employment Programs. 

$2000.00 
 

1 2000.00 (itemized on 
Travel Request) 

2.  
Reason:   

   

3.  
Reason:  

   

4.  
Reason:  

   

5. 
Reason: 

   

6.   
Reason: 
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Unit Name: Student Employment                               
 

7. OTHER NEEDS not covered by current budget 
 

List Other Needs that you are certain do not fit elsewhere. 
Please be as specific and as brief as possible.  Not all needs will have a cost, but 

may require a reallocation of current staff time.  Place items on list in order (rank) 
or importance. 

Annual TCO*  
 

Cost per 
item 

 
 Number 
Requested 

Total Cost of Request 

1.  N/A 
Reason:    

 
 

 
 

 

2. 
Reason: 

 
 

  
 
 

3. 
Reason: 

   

4. 
Reason: 

   

5. 
Reason: 

   

6.   
Reason: 

   

* TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain accurate 
cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are linked to a position 
please be sure to mention that linkage. 
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STUDENT SERVICES AREA OVERVIEW 
NORCO STUDENT FINANCIAL SERVICES 

 
Tonia Zubia, 

Student Financial Services Analyst 
 

 
I. Student Services Area Overview 
 
 
1. Mission 
The mission of Norco Student Financial Services Department is to be an advocate for prospective 
and continuing students to help apply, receive, and maintain financial assistance.   
 
2. Philosophy Statement 
The Norco Student Financial Services Department is committed to providing the most current and 
updated information and services to all students in need of financial assistance in support of 
achieving their educational goals.    
 
3. Staffing Level 
1 FT Analyst, 1FT Support Specialist, 1PT Support Specialist, 1PT Hourly Office Assistant 
 
4. Summary 
The Norco Student Financial Services (SFS) Department will ensure that students are updated 
with the most current financial aid program information through financial aid information 
workshops, FAFSA on the web workshops, and ensuring that the most current financial aid 
program information is always made available through email updates, publications, and out-reach 
and in-reach efforts. All Norco SFS staff will be effectively trained in compliance with federal, 
state, and institutional regulations in providing information, in-taking of documents, processing, 
awarding, and disbursement of funds to students in a timely manner. 
 
5. Objectives 

1. Increase financial aid accessibility to Veteran students 

a. Work with Information Services Department to determine students that indicated 
Veterans option on Admissions Application and follow up with report to determine 
how many Veterans applicants applied for financial aid 

b. Educate Veterans on how financial aid and veterans educational benefits work 
together to help fund their degree objectives 

c. Mail follow-up letters and informational pamphlets to Veterans Students that have 
not already applied for Financial Aid 

2. Increase student awareness of WebAdvisor as a tool for them to utilize when checking up 
on their personal financial aid information. 

a. Link a PowerPoint presentation on our website addressing how to apply, receive, 
and maintain financial aid 

b. Survey students on the best methods of contacting them about financial aid at 
RCCd 

c. Market to students that WebAdvisor holds their financial aid data via sandwich 
boards and publications 
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3. Educate Transfer students about financial aid at the four year college level 

a. Work with Career/Transfer office in targeting potential transfer students and 
educate them about important various deadlines 

b. Provide targeted workshops for this group to complete their FAFSA’s before 
March 2nd 

c. Publish a pamphlet on what to expect as a financial aid transfer student at the 
Cal State or UC level 

d. Participate in Transfer Workshops and Info tables   

6. Strengths 
1. RCCD Scholarship application is automated so that students can apply online now. The 

outside scholarship bookstore account request process has been streamlined to minimize 
the number of staff involved and decrease the processing time for requests. 

2. Full-time direct Student Employment contact is now available at Norco campus. The 
Federal Work-study awarding and monitoring was split between campuses and analysts 
instead of one assigned staff member. 

3. Increased customer service at the front counter by adding a second computer, installed a 
File Location Form only drop box, reorganization of office files, streamlining the in-take of 
documents, and a copier was placed at the front counter to help facilitate student needs. 

4. Outreach and marketing increased by continuing participation in Cash for College events 
and increasing signage via sandwich boards and front office for FAFSA marketing 
opportunities. 

5. The SFS office partners with many other departments to market financial aid, present 
workshops and help students fill out financial aid applications.   

 
 
7. Improvement Areas 

1. Replace or enhance old technology with new and improved technology: need a 
scholarship and ATB screen in Datatel, new scholarship software, and scanning station 

2. The need to cut through the obstacles that prevent better services for our 
underrepresented students: Veterans, foster youth, and low income 

3. Enhance our Financial Services website for Norco specific students: a contact us page, 
how to apply, a scholarships link, the capability to post Norco communications 

4. An Auxiliary Business Services office is needed to manage and disburse financial aid 
checks, direct deposits, and repayments 

5. Administrative capacity is needed for professional judgment situations: appeals, Income 
Re-Evaluations, Dependency Over-rides, scholarships 

 
8. Students Served 
All students who receive any financial aid in the Riverside Community College are students who 
could potentially be served at the Student Financial Services at Norco Campus.  Also, all 
incoming students who completed the FAFSA online are students who could potentially be served 
as well.   
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9.   Report on 2008-2009 Assessment Plan for Student Services Area: Student Financial Services 

 Mission Statement: The mission of Norco Student Financial Services Department is to provide support to potential students through the 
broadening of educational financial assistance through programs and services 

 Objective Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Student 
Service 

Goal/Campus 
Goal/District 

Initiative 

Assessment Criteria 
(Specify Target 

Performance Level) 

Assessment 
Measure  

 Completion 
(or anticipate 
completion)/ 

Findings 

Improvement 
Recommendations 

(next step) 

 
1. 
 

#2 and #3 
Students will learn how to 
stay out of default on their 
Federal Student loans by 
maintaining a satisfactory 
repayment status. (SLO) 
 
Student Financial Services 
staff will educate students 
on how to stay out of a 
defaulted loan status 
through communication 
and education of 
repayment options and 
lender information. (SAO) 
 

Student Services Goals 
#3 

To decrease our cohort 
default rate within 2% of 
2005 final rate. 
 
Official rates for default 
take time to publish. The 
2005 final rate will be 
compared to the 2007 draft 
rate. The final cohort rate 
will be published in 
September 2009. 

Track students 
who become 
delinquent, issue 
communications 
continually to 
keep out of 
default. Monitor 
delinquent status 
reports, default 
risk reports, 
online cohort 
default 
management 
lists. 

The 2005 official 
default rate was 8.3. 
The 2007 draft rate 
is estimated at 8.0, 
constituting a 3.6% 
decrease in default 
rate. Official 2007 
default rates are 
expected in 
September 2009. 

Goal is met. 
 
Norco Student Financial 
Services will continue 
with the communication 
letters and the default 
management to see if 
delinquent numbers can 
be reached even further 

 
2. 

#2 and #3 
Students will increase their 
knowledge about methods 
of service provided by the 
Student Financial Services 
department. (SLO) 
 
Student Financial Services 
staff will educate students 
on the methods of service 
provided to them via office 
hours, website, phone, 
outreach and counseling 
services, application 
services, marketing and 
email. (SAO) 

Student Services Goals— 
#3, #7 
 
Campus Education 
Master Plan Goal #3 

As per the 2007-2008 
survey, the majority of the 
students (51%) used the 
boards as an informational 
source. 
 
In 2008-2009 increased 
outreach and signage will 
result in greater student 
contact. 

Workshop 
participation and 
counter service 
to students 

Workshop and 
counter 
participation was 
used to gauge the 
number of students 
participating in 
available resources. 
 
In 07-08, 1557 
student contacts 
were made at the 
Norco Student 
Financial Services. 
 
In 08-09, there 
were 6,075 student 
contacts made 
through workshop 
participation (209) 

Goal is met. 
 
Through increased 
outreach and signage the 
Student Financial 
Services office realized a 
considerable increase in 
direct student contact. 
 
An exact percentage of 
increase could not be 
calculated for 07-08 to 
08-09 due to a 
refinement of tracking 
methods used. 
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and services at the 
front counter 
(5,866). 
 

 
3. #1 

Veteran Students on the 
Norco Campus will learn 
about the availability of 
FAFSA on the Web 
assistance by Student 
Financial Services staff. 
(SLO) 
 
Student Financial Services 
on the Norco Campus will 
increase the amount of 
Veteran students who 
complete the financial aid 
process. (SAO) 
 

Student Services Goals— 
#3, #7 
 
Campus Education 
Master Plan Goal #3 

90% of Veteran identified 
by the Student Financial 
Services Office will 
complete the financial aid 
process 

Identify 
Veterans 
through 
admissions 
applications; 
track the 
number of 
follow-ups with 
the Veteran 
students. 

There are 30 
Veterans identified 
and 28 (93%) have 
completed the 
financial aid 
process. 

Goal is met. 
 
In 09-10, SFS will 
collaborate with 
Admissions & Records 
to identify more 
Veterans on campus. In 
08-09, A&R identified 
210 Veterans taking at 
least one class on the 
Norco Campus. 

4.  Briefly describe how your area used your 2008-2009 outcomes data to make programmatic modifications. Select one or more of your 
outcomes in your 2008-2009 Assessment Plan to describe.  
 
Student Financial Services on the Norco Campus will increase the amount of Veteran students who complete the financial aid process. (SAO) 
Student Financial Services utilized Admissions & Records again to identify Veteran Students. However, to broaden our outreach efforts, we 
used the data to identify all students within the Norco area. We used this data to contact these students directly. Our effort is to make sure 
all RCCD Veteran students that are within our reach are applying for financial aid. Because Norco College has just become a Certifying 
Institution with Veteran Affairs for 2010-11, the process in identifying these students will be more streamlined and better outreach efforts 
will be made to better assist Norco specific Veteran students.   
 
Students will increase their knowledge about methods of service provided by the Student Financial Services department. (SLO) 
In an effort to increase student awareness of financial aid resources, Norco College’s Student Financial Services Office focused its attention 
in advertising WebAdvisor. We utilized sandwich boards, workshops, and surveys to gauge students’ knowledge of WebAdvisor. We wanted 
to lessen the stress and clear barriers for students to apply for financial aid. 
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10.   2009-2010 Assessment Plan for Student Services Area: Student Financial Services 
 Mission Statement: The mission of Norco Student Financial Services Department is to be an advocate for prospective and continuing students to help apply, receive, and maintain 

financial assistance.   

 
 
 

Objective 
(Choose objective 

from I.5.) 

Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Student 
Service 

Goal/Campus 
Goal/District 

Initiative 

Assessment Criteria 
(Specify Target 

Performance Level) 

Assessment 
Measure  

(Measurement tool) 

 Completion (or 
anticipate 

completion)/ 
Findings* 

 

Improvement 
Recommendations 

(next step)* 

1. #1: Increase 
financial aid 
accessibility to 
Veteran students 

 
Student Financial 
Services will provide and 
increase Veteran 
students’ financial aid 
applications. 

Student Services Goal 
#9 
Student Services Goal 
#7 
Student Services Goal 
#5 

To increase Veteran 
students applications for 
financial aid. Of all Veteran 
students identified by 
Admissions and Records, 
we would like at least 50% 
of these students to be 
awarded.  

Identify Veteran 
students via 
Admissions & 
Records office. 
Communicate with 
these students 
about completing a 
financial aid 
application. 

Identified 22 Norco area 
Veteran students and 13 
of these students applied 
for financial aid.  

Goal is met.  
 
We were able to 
successfully award 
58% of veteran 
students identified by 
A&R. 
More continued 
outreach efforts need 
to be made towards 
this population of 
students so that they 
may utilize all 
resources afforded to 
them.  

 
2. 

#2: Increase 
student awareness 
of WebAdvisor as a 
tool to utilize when 
checking up on 
their personal 
financial aid 
information. 

 

 
Norco students applying 
for financial aid will 
learn the necessity of 
using WebAdvisor to 
check their financial aid 
status with RCCD so 
that they can optimize 
their financial aid 
choices. 
 

Student Services Goal 
#4 
 
Student Services Goal 
#6 
 
Student Services Goal 
#9 
 

The Norco Student 
Financial Services office 
would like to potentially cut 
down the amount of walk-
ins from students 
requesting information that 
is easily accessible via 
WebAdvisor by 10%.   

Survey/quiz 
students about their 
awareness of 
WebAdvisor and 
which method is 
best to reach the 
student.  
 

96% of students who 
participated in the survey 
knew how to access 
WebAdvisor, and 80% 
of them knew that their 
financial aid information 
would be located there. 
86% were Completely 
Satisfied with our 
services, 13% were 
somewhat satisfied, and 
0% was Not Satisfied. 
Although there was an 
increase of walk-ins (by 
5%), this further lets us 
know that students are 
walking in to submit 
their documentation to 
complete their file status 
and be awarded.  

Goal is met.  
 
The majority of our 
students are aware of 
checking WebAdvisor 
for the status of their 
financial aid 
application. 
WebAdvisor website 
design needs to be 
improved and more 
user-friendly. More 
staffing is needed to 
increase customer 
service.  
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3. 

 

#3: Educate 
students about 
optimizing their 
financial aid 
options. 

 

 
Norco’s Student 
Financial Services Office 
will provide 
informational workshops 
targeted to all students 
to know how to 
optimize their financial 
aid eligibility. 
 

 
Student Services Goal 
#5 
Student Services Goal 
#7 
 
 

 
Workshops designed 
around the California State 
deadline to apply for a Cal 
Grant by the March 2nd 
deadline will potentially 
increase their financial aid 
eligibility.  

 
During targeted 
workshops, 
students will be 
surveyed about 
what they’ve 
learned during the 
workshop.  
 

 
17 Norco specific 
students attended one of 
the five workshops in 
February (all workshops 
were open to the public). 
64% of them were 
considered for a Cal 
Grant. 82% of all 
students who attended 
workshops from 
February to June 
answered correctly about 
the  deadline date of 
March 2nd.     

Goal is met. 
 
Students were made 
aware that the 
deadline date to 
submit a FAFSA 
application is March 
2nd. Targeted 
workshops in January 
and February are 
imperative to our 
students’ success. 
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II. Area Needs Assessment  
 

1. Staffing Profile (Please indicate the number in terms of FTE. In other words 
a full time staff person is a 1, and half time person is a .5) 

 

 

Position 

Staffing Levels for Each of the Previous 
Six Years 

Anticipated total staff 
needed 

 
2005 

 
2006 

 
2007 

 
2008 

 
2009 

 
2010 

 2010-2011 
 

2011-2012 
 

Administration 0 0 0 0 0 0  1 1 
Classified Staff FT 2 2 2 2 2 2  5 7 
Classified Staff PT 0 1 1 1 1 0  0 1 
Confidential Staff FT         1 
Hourly Staff 2 2 2 1 1 1  1 1 
Student Workers 0 0 0 0 1 1  2 2 
Faculty Reassigned FTE Full time          
Faculty Reassigned FTE Part time          
Total Full Time Equivalent 
Staff 

3.5 3.5 3.5 3 3.5 3  7.5 11 
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Unit Name: Student Financial Services                               
2. Staff Needs  

NEW OR REPLACEMENT STAFF (Administrative, Faculty, or Classified)  

List Staff Positions Needed for Academic Year 2010-2011 
Place titles on list in order (rank) or importance. 

Indicate  
(N) =New  
Or (R) = 

Replacement 

Annual 
TCP* 

1. Student Financial Services Director (Not rated; Estimated at V-1) 
Reason: Section 668.18 of the Federal Regulations states that we must “designate a capable individual to 
be responsible for administering all the Title IV, HEA, programs in which it participates and for 
coordinating those programs with the institution’s other Federal and non-Federal programs of student 
financial assistance.” This position will be critical in the transition to 3 colleges  

Management 
V-1 
(estimated) 
 

$118,970 

2. Student Financial Services Support Specialist (Part-time) – Categorical (BFAP) 
Reason: This position is needed to help run special programs that are currently administered at the District 
level. Once Norco College is fully accredited to be its own college, we will no longer have the assistance 
from City campus to administer federal, state, and institutional financial aid programs. 

Classified 
G-1 
 

$19,181 
 

3. Application Support Technician (AST) 
Reason: An AST is needed as Norco College begins distributing funds. This position is responsible for 
maintaining the integrity of the financial aid data, running reports, and providing vital technical support. 

Classified  
N-1 

$82,958 

4. Student Financial Services Analyst  
Reason: This position is needed to monitor the constant changes in financial aid regulations and to put 
those changes into effect in our office. This position will also assist the FA Officer with disbursement 
processing and procedural updates. 

Classified 
L-1 

$77,894 
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5. Student Financial Services Specialist 
Reason: This position is needed to help run special programs that are currently administered at the District 
level. Once Norco College is fully accredited to be its own college, we will no longer have the assistance 
from City campus to administer federal, state, and institutional financial aid programs. 

 
Classified 
I-1 

$69,938 
 

6. Student Financial Services Outreach Specialist 
Reason: This position is needed to promote and market financial aid. This position will present both on and 
off campus to students, classrooms, high schools, and community organizations.  

Classified  
I-1 

$69,938 
 

7. Administrative Assistant 
Reason: This position is needed to assist with the growing financial aid population. This position will assist 
with customer service via counter and phone interaction. 

Classified  
E-1 

$61,274 
 

* TCP = “Total Cost of Position” for one year is the cost of an average salary plus benefits for an individual.  New positions (not replacement positions) also require 
space and equipment.  Please speak with your campus Business Officer to obtain accurate cost estimates.  Please be sure to add related office space, equipment and 
other needs for new positions to the appropriate form and mention the link to the position. 
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Unit Name: Student Financial Services                               
3. Equipment (excluding technology) Needs Not Covered by Current Budget 
 

List Equipment or Equipment Repair Needed for Academic Year 2010-2011 
Please list/summarize the needs of your unit on your campus below. Please be 

as specific and as brief as possible.  Place items on list in order (rank) or 
importance. 

Annual TCO*  
 

Cost per 
item 

 
Number 

Requested 
Total Cost of Request 

1. Adjustable Chairs 
Reason: for proposed staff 

 
$600 

5 $3000 

2. Stacking chairs 
Reason: For proposed staff to allow students to have a seating location when 
providing one on one service by a Financial Aid Administrator 

$400 
 

5 
 

$2000 
 

3.Vertical Four Drawer Metal File Cabinet 
Reason: For proposed staff 

$250 5 $1250 

4. Desk 
Reason: For proposed staff 

$1000 5 $5000 

5. Digital phones 
Reason: For proposed staff 

$200 5 $1000 

6.   
Reason: 

   

* TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain accurate cost 
estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are linked to a position please be 
sure to mention that linkage.  
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Unit Name: Student Financial Services                               
4. Technology++ Needs Not Covered by Current Budget:  
 NOTE:   Technology; excludes software, network infrastructure, furniture, and consumables (toner, cartridges, etc) 
 
Submitted by:  
Antonieta Zubia 

Title:  
 Student Financial Services Analyst 

Phone:  
(951) 372-7057 

 Priority EQUIPMENT REQUESTED 
New (N) or 

Replacement 
(R)? 

Program: 
New (N) or 
Continuing 

(C) ? 

Location 
(i.e Office, 

Classroom, 
etc.) 

Is there 
existing 

Infrastructure? 

How many 
users 

served? 

Has it been 
repaired 

frequently? Cost per 
item 

 
Number 

Requested 

Annual TCO* 
Total Cost of 

Request 
1. Usage / 
Justification 

 THINKCENTRE M90P SERIES 
TOWER & LCD Display: 
For proposed staff and to replace 
old technology with new/updated 
technology as required by US 
Dept of Education’s minimum 
system requirements (2009-10 
FSA Handbook Ch. 10, 2-121).  
 

R C Office Y Many n/a $1115 8 $8920 

2. Usage / 
Justification 

 HP Laserjet P2015 Printer: 
Need a printer that prints double-
sided for everyday use to 
eliminate wasting paper and time. 
 

R C Office Y Many n/a 

 
 

$350 
 

 
 

1 

 
 

$350 

3. Usage / 
Justification 

Samsung Business Copier/Fax 
Machine:  
For high volume of copies needed 
for department publications and 
to assist students to allow the 
service to copy documents. 
  

R 
 
 
 
 

C 
 
 
 
 

Office 
 
 
 
 

Y 
 
 
 
 

Many 
 
 
 
 

n/a 
 
 
 
 

 
 

$3500 

 
 

1 

 
 

$3500 

• TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain accurate 
cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are linked to a 
position please be sure to mention that linkage.  

• ++Technology is (1) equipment that attaches to a computer, or (2) a computer is needed to drive the equipment. 
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Unit Name: Student Financial Services                               
5. Facilities Needs Not Covered by Current Building or Remodeling Projects*  

 
 

List Facility Needs for Academic Year 2010-2011 
(Remodels, Renovations or added new facilities)  Place items on list in order (rank) or 

importance. 

Annual TCO*  
 

Total Cost of Request 

1.  Office space for 5 new staff members 
Reason:  Office space is needed for our five new staff positions—currently, we only have office 
space for 3 full-time employees. We need this additional office space for Director, Specialist, 
Secretary, Analyst, and Outreach Specialist. 

 
 

 

2. Lobby area for 2 computers 
Reason: To allow students to come in on a walk-in basis to complete financial aid applications—
currently, students are sharing computers with Admissions & Records. If office space is expanded, 
we will need to take this component also into consideration. 

 
 

3.  
Reason:  

 
 

4.  
Reason: 

 

 5. 
Reason: 

 
 

6. 
Reason: 

 

*Please speak with your campus Business Officer to obtain accurate cost estimates and to learn if the facilities you need are already in the planning stages.   
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Unit Name: Student Financial Services                               
6. Professional or Organizational Development Needs Not Covered by Current Budget 

 
List Professional Development Needs. Reasons might include in response to assessment 
findings or the need to update skills to comply with state, federal, professional 
organization requirements or the need to updates/skills/competencies. Please be as specific 
and as brief as possible. Some items may not have a cost, but reflect the need to spend 
current staff time differently.   Place items on list in order (rank) or importance. 

Cost per 
item 

 
  
Number 
Requested 

Total Cost of Request 

1.  Travel Budget 
Reason:  To allow staff to attend workshops and conferences to obtain knowledge 
and training of federal programs and updated regulations. 

 
$2500 

 

 
1 

 
$2500 

2.  
Reason:   

   

3.  
Reason:  

   

4.  
Reason:  

   

5. 
Reason: 

   

6.   
Reason: 
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Unit Name: Student Financial Services 
7. OTHER NEEDS not covered by current budget 

 

List Other Needs that you are certain do not fit elsewhere. 
Please be as specific and as brief as possible.  Not all needs will have a cost, but 

may require a reallocation of current staff time.  Place items on list in order (rank) 
or importance. 

Annual TCO*  
 

Cost per 
item 

 
 Number 
Requested 

Total Cost of Request 

1. 
Reason:    

 
 

 
 

 

2. 
Reason: 

 
 

  
 
 

3. 
Reason: 

   

4. 
Reason: 

   

5. 
Reason: 

   

6.   
Reason: 

   

* TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain accurate cost 
estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are linked to a position please be 
sure to mention that linkage. 
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TRIO PROGRAMS 
Prepared by: Gustavo Oceguera 

TRIO Director 
2009-2010 

 
I. STUDENT SERVICES OVERVIEW 

 
1. Mission Statement 

 
The Federal TRIO Programs strive to motivate, guide, and support students from 
disadvantaged backgrounds. TRIO provides services to low-income, first-generation 
students, and students with disabilities to help them progress through the academic 
pipeline from high school to post baccalaureate programs.   

2. Philosophy Statement 
 
TRIO Programs arm participants with knowledge and skills necessary to successfully 
complete a baccalaureate degree.  We support this philosophy by providing 
participants with academic guidance, knowledge about various universities’ 
admission processes and opportunities for personal development.  TRIO provides 
targeted services designed to increase the students’ semester to semester persistence 
rate, academic performance, four year university admission rate, and the quality of 
the student experience.   

3. Staffing Level 
 
• 1 Full time classified manager 
• 4 Full time classified employees 
• 1 Part-time classified employee 
• 6 Part-time hourly employees 
• 6 Part-time Grant Facilitators 

 
4. Summary 

• Student Support Services (SSS): The goal of SSS is to increase the college 
persistence and graduation rates of its participants and help students make a 
successful transition from the community college into four year universities. The 
program provides academic counseling, transfer information, referrals to 
academic services available on campus, grant aid, priority registration, and 
personal development opportunities to Norco College students.   

• Upward Bound Program:  The goal of Upward Bound is to increase the rate at 
which participants complete secondary education and enroll in and graduate from 
institutions of postsecondary education. The program provides academic 
instruction, academic guidance, tutorial services, personal development 
workshops, and ACT test preparation services to high students enrolled in the 
Corona-Norco and Alvord Unified School Districts.   
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5. TRIO Objectives 
 
1. Provide one-on-one academic guidance and support services to students from 

low-income, first generation background that have an educational need. 
2. Improve students’ year to year student persistence rate. 
3. Improve students’ academic performance. 
4. Increase transfer rate to four year universities and/or associate degree completion  
5. Increase the rate of enrollment into four year universities. 
 

6. Strengths 
 

CNUSD Upward Bound Program: 
• 97.9% percent of continuing students persisted in the program in the 2009/10 

academic year. 
• 93% percent of graduating seniors gained admission into an institution of 

postsecondary education. 
 

AUSD Upward Bound Program: 
• 100% percent of continuing students persisted in the program in the 2009/10 

academic year. 
 

Student Support Services Program:  
• 81% percent of the 2008-09 participants persisted in the program in the 2009-10 

academic year. 
• 87% percent of all participants maintained a GPA of 2.00 or higher. 
• 55% percent of the 2006-07 student participant cohort served by the SSS program 

earned an associate degree or transferred to a four year institution in less than 
three years after entering SSS.   
 

7. Improvement Areas 
 

Upward Bound 
• Strengthen academic preparation components in order to increase the number of 

participants that achieve proficiency in reading/language arts and mathematics in 
the either the State of California Standardized Testing and Reporting (STAR) 
exams or the California High School Exit Exam (CAHSEE) by end of junior year.  

 
Student Support Services 
• Implement first-year experience program components for incoming 2010-11 SSS 

participant cohort as detailed in the SSS grant proposal renewal application. 
 
8. Students Served 

 
CNUSD Upward Bound Program: 61 Corona-Norco USD students were served 
AUSD Upward Bound Program: 51 Alvord USD students were served.  
Student Support Services: 166 Norco students were served.  
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9. (a) Report on 2008-2009 Assessment Plan for Student Services Area: CNUSD Upward Bound Program 

 Mission Statement: The Federal TRIO Programs strive to motivate, guide, and support students from disadvantaged backgrounds. TRIO 
provides services to low-income, first-generation students, and students with disabilities to help them progress through the academic pipeline from 
high school to post baccalaureate programs.   

 Objective Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Student 
Service 

Goal/Campus 
Goal/District 

Initiative 

Assessment Criteria 
(Specify Target 

Performance Level) 

Assessment 
Measure  

  
Findings 

Improvement 
Recommendations 

(next step) 

 
 

1. 

1. Provide one-on-one 
academic guidance 
and support services 
to students from low-
income, first 
generation 
background that have 
an educational need 

SAO: UB personnel will 
identify and recruit low 
income, first generation high 
school students from local 
high schools who have a need 
for program services and 
demonstrate the potential for 
success in postsecondary 
education. 

RCC Norco Campus 
Educational Master Plan 
Goal #3: Increase student 
access 

Recruit and maintain a 
minimum of 60 participants in 
the CNUSD UB program  

-Student 
applications 
 
-Individual contact 
logs and activity 
attendance records 

65 students 
participated in the 
CNUSD Upward 
Bound Program  
 
 

-SAO was met. 
 
-Recruit new participant 
cohort no later than January 
30 of each academic year. 

 
 
2. 
 

2. Improve students’ 
year to year 
persistence rate. 
 

SAO:  The UB program will 
provide services and activities 
throughout the academic year 
to keep participants connected 
to the program and to achieve 
a high persistence rate 

RCC Norco Campus 
Educational Master Plan 
Goal #1:  Increase student 
retention, persistence, and 
success. 

90% of 07/08 UB participants 
will continue to participate in 
the program in the 08/09 
academic year. 

-Individual contact 
logs 
-Participation 
records 
-Blumen software 
database 
 

95% (62/65) of 07/08 
continuing 
participants persisted 
in the program during 
the 08/09 academic 
year.  

-SAO was met. 
 
-Meet individually with each 
participant once per month 
-Offer participants at least 
one activity on the Norco 
campus per month 
-Organize more 
opportunities for students 
to meet as a group at their 
high schools 

 
 
 
 
3. 

3. Improve students’ 
academic performance 
 

SLO: Program participants will 
learn academic skills necessary 
to achieve the proficiency level 
in Language Arts and 
mathematics by the end of 
their 12th grade in the 
California Standardized 
Testing and Reporting (STAR) 
exams or the California High 
School Exit (CAHSEE) exam. 

RCC Norco Campus 
Educational Master Plan 
Goal #1: Increase student 
retention, persistence, and 
success. 

50% of senior program 
participants will achieve the 
proficiency level in language 
arts and mathematics in the 
California Standardized Tests 
(STAR), or the California 
High School Exit Exam 
(CAHSEE 

-STAR exam 
results 
-Transcripts 
-CAHSEE exam 
results 
 

60% (15/25) seniors 
that completed the 
program in June of 
2009 achieved the 
proficiency level in 
math and language 
arts in the CAHSEE 
exam.  

-SLO was met. 
 
-Identify computer based 
academic preparation 
resources. 
-Provide test taking skills 
workshops to help students 
improve their scores.   

 
 
4. 

4.  Increase the rate of 
enrollment into   4-
year universities 

 
SLO: Graduating seniors will 
learn the process of applying 
for college in order to gain 
admission into an institution of 
postsecondary education. 

RCC Norco Campus 
Educational Master Plan 
Goal #3: Increase student 
access 

60% of graduating seniors will 
achieve admission into an 
institution of postsecondary 
education 

-Admissions 
letters 
-National Student 
Clearinghouse 
database 
-Contact with 
students and 
parents 

92% (23/25) of 
graduating seniors 
gained admission into 
an institution of 
postsecondary 
education for fall 
2009.  

-SLO was met. 
 
-Provide rising seniors a 
senior seminar course to 
prepare them for the college 
application process. 
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9. (b) Report on 2008-2009 Assessment Plan for Student Services Area: AUSD Upward Bound Program 

 Mission Statement: The Federal TRIO Programs strive to motivate, guide, and support students from disadvantaged backgrounds. TRIO 
provides services to low-income, first-generation students, and students with disabilities to help them progress through the academic pipeline from 
high school to post baccalaureate programs.   

 Objective Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Student 
Service 

Goal/Campus 
Goal/District 

Initiative 

Assessment Criteria 
(Specify Target 

Performance Level) 

Assessment 
Measure  

  
Findings 

Improvement 
Recommendations 

(next step) 

 
 

1. 

1. Provide one-on-one 
academic guidance 
and support services 
to students from low-
income, first 
generation 
background that have 
an educational need 

SAO: UB personnel will 
identify and recruit low 
income, first generation high 
school students from local 
high schools who have a need 
for program services and 
demonstrate the potential for 
success in postsecondary 
education. 

RCC Norco Campus 
Educational Master Plan 
Goal #3: Increase student 
access 

Recruit and maintain a 
minimum of 50 participants in 
the CNUSD UB program  

-Student 
applications 
 
-Individual contact 
logs and activity 
attendance records 

50 students 
participated in the 
AUSD Upward 
Bound Program  
 
 

-SAO was met. 
 
-Recruit new participant 
cohort no later than January 
30 of each academic year. 

 
 
2. 
 

2. Improve students’ 
year to year 
persistence rate. 
 

SAO:  The UB program will 
provide services and activities 
throughout the academic year 
to keep participants connected 
to the program and to achieve 
a high persistence rate 

RCC Norco Campus 
Educational Master Plan 
Goal #1:  Increase student 
retention, persistence, and 
success. 

90% of 07/08 UB participants 
will continue to participate in 
the program in the 08/09 
academic year. 

-Individual contact 
logs 
-Participation 
records 
-Blumen software 
database 
 

96% (48/50) of 07/08 
continuing 
participants persisted 
in the program during 
the 08/09 academic 
year.  

-SAO was met. 
 
-Meet individually with each 
participant once per month 
-Offer participants at least 
one activity on the Norco 
campus per month 
-Organize more 
opportunities for students 
to meet as a group at their 
high schools 

 
 
 
 
3. 

3. Improve students’ 
academic performance 
 

SLO: Program participants will 
learn academic skills necessary 
to achieve the proficiency level 
in Language Arts and 
mathematics by the end of 
their 12th grade in the 
California Standardized 
Testing and Reporting (STAR) 
exams or the California High 
School Exit (CAHSEE) exam. 

RCC Norco Campus 
Educational Master Plan 
Goal #1: Increase student 
retention, persistence, and 
success. 

50% of senior program 
participants will achieve the 
proficiency level in language 
arts and mathematics in the 
California Standardized Test 
and Reporting (STAR) exams, 
or the California High School 
Exit Exam (CAHSEE). 

-STAR exam 
results 
-CAHSEE exam 
results 
 
 

n/a:  The first 
student cohort is not 
scheduled to graduate 
from high school until 
June 2010.  

n/a 

 
 
4. 

4.  Increase the rate of 
enrollment into   4-
year universities 

 
SLO: Graduating seniors will 
learn the process of applying 
for college in order to gain 
admission into an institution of 
postsecondary education. 

RCC Norco Campus 
Educational Master Plan 
Goal #3: Increase student 
access 

50% of graduating seniors will 
achieve admission into an 
institution of postsecondary 
education 

-Admissions 
letters 
-National Student 
Clearinghouse 
database 
-Contact with 
students and 
parents 

n/a:  The first 
student cohort is not 
scheduled to graduate 
from high school until 
June 2010. 

n/a 
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9. (c)   Report on 2008-2009 Assessment Plan for Student Services Area: TRIO-Student Support Services 
        

 Mission Statement: The purpose of the Student Support Services Program is to assist and prepare community college students to 
complete transfer requirements and to transfer to a four year university, or complete an associate’s degree within three years.   

 
 
 

Objective 
 

Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Student 
Service 

Goal/Campus 
Goal/District 

Initiative 

Assessment Criteria 
(Specify Target 

Performance Level) 

Assessment 
Measure  

(Measurement 
tool) 

 Completion 
(or anticipate 
completion)/ 

Findings* 
 

Improvement 
Recommendations 

(next step)* 

 
 

1. 
 
 
 

1. Provide one-on-one 
academic guidance 
and support services 
to students from low-
income, first 
generation 
background that have 
an educational need 

SAO: SSS personnel will 
identify and recruit low 
income, first generation 
college students who have a 
need for program services 
and demonstrate the 
potential to transfer to a 
four year university.  

RCC Norco Campus 
Educational Master Plan 
Goal #3: Increase student 
access 

Recruit and maintain a 
minimum of 160 participants 
in the program and achieve a 
minimum of 1 contact per 
semester with each participant 
(fall and spring semesters 
only) 

-New Participant 
applications  
 
-Individual contact 
logs and activity 
attendance records 

171 participants were 
served by SSS in the 
08/09 academic year.     

SAO was met.   
 
-Identify new cohort earlier 
in the year by using data 
from the assessment center, 
financial aid office and 
admissions office 
-Limit new cohorts to 40 
participants per year. 

2. 
 
 

2. Improve students’ 
year to year 
persistence rate. 
 

SAO: SSS 07/08 continuing 
participants will participate 
in the program during the 
08/09 academic year. 

RCC Norco Campus 
Educational Master Plan 
Goal #1: Increase student 
retention, persistence and 
success. 
 

75% of all 07/08 participants 
served by SSS will continue to 
participate in the program 
during the 08/09 academic 
year 

-Datatel  
-Individual contact 
logs 
-Blumen software 
database 

77% (132/171) of 
07/08 continuing 
participants persisted 
in the program during 
the 08/09 academic 
year.  

SAO was met.   
 
-Require all participants to 
meet with coordinator at 
least once per semester 
 

 
3. 
 

3. Improve students’ 
academic 
performance. 
 

SLO: Participants served by 
SSS will achieve the 
necessary grades to 
maintain good academic 
standing.   

RCC Norco Campus 
Educational Master Plan 
Goal #1: Increase student 
retention, persistence and 
success. 
 

80% of participants served by 
SSS will achieve good 
academic standing by 
maintaining a minimum 2.00 
grade point average. 

-Datatel 
 
-Progress reports 

90% (154/171) of all 
participants 
maintained good 
academic standing 
(2.00 or higher GPA) 

SLO was met.   
 
-Implement intrusive 
counseling techniques to 
prevent students from 
ending up in academic 
probation. 
 

 
4. 
 
 

4. Help increase 
transfer and AA/AS 
completion rates 

SLO: Participants served by 
SSS will complete transfer 
requirements and transfer 
to a four year university, or 
complete the associates 
degree within a 3-year 
period 

RCC Norco Campus 
Educational Master Plan 
Goal #1: Increase student 
retention, persistence and 
success. 
 

10% of the 2006 new 
participant cohort will 
graduate with an associate’s 
degree or transfer to a four-
year university within a three 
year period. 

-National Student 
Clearinghouse 
database 
-Matriculation 
Office 
-Datatel 

43% (31/72) of the 
2005/06 participant 
cohort completed an 
associate degree or 
transferred to a 4-yr. 
university within a 3 
year period (fall 2008).  

SLO was met.   
 
-Identify students who are 
transfer ready early in the 
academic year and provide 
them with a transfer 
application process 
workshop. 

5. 

Briefly describe how your area used your 2008-09 outcomes data to make programmatic modifications.  Select one or more of your outcomes in your 2008-09 Assessment Plan to describe.    
                         
We used data that was collected for SAO’s 2 and 3 to implement new requirements to increase the number of contacts with participants.  During the 09-10 academic year, participants were required to 
meet individually with the SSS Coordinator and attend at least one SSS function (field trip, luncheon, or workshop) per semester.  We anticipate that this change will translate to higher retention and 
transfer rates during the 2009-10 academic year.    
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10. (a)   2009-2010 Assessment Plan for Student Services Area: CNUSD Upward Bound Program 

 Mission Statement: The purpose of the program is to prepare local high school students academically for postsecondary 
education so they can successfully complete a Bachelor’s degree or higher level of education.  

 Objective Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Student 
Service 

Goal/Campus 
Goal/District 

Initiative 

Assessment Criteria 
(Specify Target 

Performance Level) 

Assessment 
Measure  

  
Findings 

Improvement 
Recommendations 

(next step) 

 
 

1. 
 

1. Improve 
students’ year to 
year persistence 
rate. 
 

SAO:  The UB program will 
provide services and activities 
throughout the academic year 
to keep participants connected 
to the program and to achieve 
a high persistence rate 

RCC Norco Campus 
Educational Master Plan 
Goal #1:  Increase student 
retention, persistence, and 
success. 

90% of 08/09 UB participants 
will continue to participate in 
the program in the 09/10 
academic year. 

Individual contact 
logs 
-Participation 
records 
-Blumen software 
database 
 

97.9 % (47/48) of 
08/09 continuing 
participants 
persisted in the 
program during the 
09/10 academic 
year.  

-SAO was met. 
-Continue monthly one-
one-one academic advising 
sessions. 
-Offer at least one group 
activity per month at Norco 
and at each high school.  

 
 
 

2. 

2. Improve 
students’ academic 
performance 
 

SLO: Program participants will 
learn academic skills necessary 
to achieve the proficiency level 
in Language Arts and 
mathematics by the end of 
their 12th grade in the 
California Standardized 
Testing and Reporting (STAR) 
exams or the California High 
School Exit (CAHSEE) exam. 

RCC Norco Campus 
Educational Master Plan 
Goal #1: Increase student 
retention, persistence, and 
success. 

50% of senior program 
participants will achieve the 
proficiency level in language 
arts and mathematics in the 
California Standardized Tests 
(STAR), or the California 
High School Exit Exam 
(CAHSEE 

-STAR exam results 
-Transcripts 
-CAHSEE exam 
results 
 

64% (9/14) seniors 
who completed the 
program in June of 
2009 achieved the 
proficiency level in 
math and language 
arts in the CAHSEE 
exam.  

-SLO was met. 
-Continue to offer 
participants on-line ACT 
preparation  
-Required participants to 
complete no less than 10 
hours of ACT preparation 
each semester to prepare for 
CAHSEE and STAR exams.  
 

 
 

3. 

3.  Increase the rate 
of enrollment into   
4-year universities 

 
SLO: Graduating seniors will 
learn the process of applying 
for college in order to gain 
admission into an institution of 
postsecondary education. 

RCC Norco Campus 
Educational Master Plan 
Goal #3: Increase student 
access 

50% of graduating seniors will 
achieve admission into an 
institution of postsecondary 
education 

-Admissions letters 
-National Student 
Clearinghouse 
database 
-Contact with 
students and parents 

93% (13/14) of 
graduating seniors 
gained admission 
into an institution of 
postsecondary 
education for fall of 
2010.  

-SLO was met. 
 
-Continue to offer a senior 
seminar course to prepare 
participants for the college 
application process.  
 

         
   

4. 

4.  Increase the rate 
of enrollment in 
post-secondary 
institutions by 
increasing students’ 
knowledge of “a-g” 
college preparatory 
requirements 

SLO: 11th grade UB 
participants will demonstrate 
knowledge and proficiency of 
the California “a-g” 
requirements for admission 
into CSU/UC universities. 

RCC Norco Campus 
Educational Master Plan 
Goal #3: Increase student 
access. 

50% of 11th grade participants 
will demonstrate knowledge 
and proficiency of the 
UC/CSU “a-g” requirements 
by earning a score of 80% or 
better on the a-g post test.  

Upward Bound    
“a-g” post exam test 
scores 

90% of 11th graders 
demonstrated 
proficiency with a-g 
requirements by 
scoring 80% or 
higher in post test 

-SLO was met.  
-Revise the a-g pre and post 
tests to make them more 
challenging.    
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10. (b)   2009-2010 Assessment Plan for Student Services Area: AUSD Upward Bound Program 

 Mission Statement: The purpose of the program is to prepare local high school students academically for postsecondary 
education so they can successfully complete a Bachelor’s degree or higher level of education.  

 Objective Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Student 
Service 

Goal/Campus 
Goal/District 

Initiative 

Assessment Criteria 
(Specify Target 

Performance Level) 

Assessment 
Measure  

  
Findings 

Improvement 
Recommendations 

(next step) 

 
 

1. 
 

1. Improve 
students’ year to 
year persistence 
rate. 
 

SAO:  The UB program will 
provide services and activities 
throughout the academic year 
to keep participants connected 
to the program and to achieve 
a high persistence rate 

RCC Norco Campus 
Educational Master Plan 
Goal #1:  Increase student 
retention, persistence, and 
success. 

90% of 08/09 UB participants 
will continue to participate in 
the program in the 09/10 
academic year. 

Individual contact 
logs 
-Participation 
records 
-Blumen software 
database 
 

100 % (51/51) of 
08/09 continuing 
participants 
persisted in the 
program during the 
09/10 academic 
year.  

-SAO was met. 
-Continue monthly one-
one-one academic advising 
sessions. 
-Offer at least one group 
activity per month at Norco 
and at each high school.  

 
 
 

2. 

2. Improve 
students’ academic 
performance 
 

SLO: Program participants will 
learn academic skills necessary 
to achieve the proficiency level 
in Language Arts and 
mathematics by the end of 
their 12th grade in the 
California Standardized 
Testing and Reporting (STAR) 
exams or the California High 
School Exit (CAHSEE) exam. 

RCC Norco Campus 
Educational Master Plan 
Goal #1: Increase student 
retention, persistence, and 
success. 

50% of senior program 
participants will achieve the 
proficiency level in language 
arts and mathematics in the 
California Standardized Tests 
(STAR), or the California 
High School Exit Exam 
(CAHSEE). 

-STAR exam results 
-CAHSEE exam 
results 
 

26% (4/15) seniors 
who are scheduled 
to complete the 
program in June of 
2010 achieved the 
proficiency level in 
math and language 
arts in the CAHSEE 
exam.  

-SLO was not met. 
-Continue to offer 
participants on-line ACT 
preparation and require 
participants to complete no 
less than 10 hours of ACT 
preparation each semester --
-Identify on-line academic 
development resources to 
strengthen students’ 
academic ability 

 
 

3. 

3.  Increase the rate 
of enrollment into   
4-year universities 

 
SLO: Graduating seniors will 
learn the process of applying 
for college in order to gain 
admission into an institution of 
postsecondary education. 

RCC Norco Campus 
Educational Master Plan 
Goal #3: Increase student 
access 

50% of graduating seniors will 
be admitted into an institution 
of postsecondary education in 
fall of 2010. 

-Admissions letters 
-National Student 
Clearinghouse 
database 
-Contact with 
students and parents 

80% (12/15) seniors 
gained admission 
into an institution of 
postsecondary 
education for fall of 
2010.  

SLO was met.  
- Continue to offer a senior 
seminar course to prepare 
participants for the college 
application process 

         
   

4. 

4.  Increase the rate 
of enrollment in 
post-secondary 
institutions by 
increasing students’ 
knowledge of “a-g” 
college preparatory 
requirements 

SLO: 11th grade UB 
participants will demonstrate 
knowledge and proficiency of 
the California “a-g” 
requirements for admission 
into CSU/UC universities. 

RCC Norco Campus 
Educational Master Plan 
Goal #3: Increase student 
access. 

50% of 11th grade participants 
will demonstrate knowledge 
and proficiency of the 
UC/CSU “a-g” requirements 
by earning a score of 80% or 
better on the a-g post test.  

Upward Bound    
“a-g” post exam test 
scores  

86% of 11th graders 
demonstrated 
proficiency and 
knowledge of the   
a-g college 
preparatory 
requirements by 
scoring 80% or 
better in the a-g post 
test. 

-SLO was met.  
-Revise the a-g pre and post 
tests to make them more 
challenging.    
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10. (c)   2009-2010 Assessment Plan for Student Services Area: Student Support Services Program 
        

 Mission Statement: The purpose of the Student Support Services Program is to assist and prepare community college students to 
complete transfer requirements and to transfer to a four year university, or complete an associate’s degree within three years.   

 
 
 

Objective 
 

Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Student 
Service 

Goal/Campus 
Goal/District 

Initiative 

Assessment Criteria 
(Specify Target 

Performance Level) 

Assessment 
Measure  

 

 Completion 
(or anticipate 
completion)/ 

Findings* 
 

Improvement 
Recommendations  

 
 
1. 

2. Improve students’ 
year to year 
persistence rate. 
 

SAO: SSS 07/08 continuing 
participants will participate 
in the program during the 
08/09 academic year. 

RCC Norco Campus 
Educational Master Plan 
Goal #1: Increase student 
retention, persistence and 
success. 
 

75% of all 08/09 participants 
served by SSS will continue to 
participate in the program 
during the 09/10 academic 
year 

-Datatel  
-Individual contact 
logs 
-Blumen software 
database 

81% (134/166) of 
08/09 continuing 
participants persisted 
in the program during 
the 09/10 academic 
year.  

SAO was met.   
 
-New participants will meet 
with Counselor once per 
semester and complete GUI 
45 course offered by SSS 

 
 
2. 

3. Improve students’ 
academic 
performance. 
 

SLO: Participants served by 
SSS will achieve the 
necessary grades to 
maintain good academic 
standing.   

RCC Norco Campus 
Educational Master Plan 
Goal #1: Increase student 
retention, persistence and 
success. 
 

80% of participants served by 
SSS will achieve good 
academic standing by 
maintaining a minimum 2.00 
grade point average. 

 -Datatel 
 
-Progress reports 

87% (144/166) of all 
participants 
maintained good 
academic standing 
(2.00 or higher GPA) 

SLO was met.   
 
-Implement intrusive 
counseling techniques to 
prevent students from going 
into academic probation.  

 
 
3. 

4. Help increase 
transfer and AA/AS 
completion rates 

SLO: Participants served by 
SSS will complete the 
necessary transfer 
requirements and/or 
associates degree 
requirements in 3 years or 
less after entering SSS.  

RCC Norco Campus 
Educational Master Plan 
Goal #1: Increase student 
retention, persistence and 
success. 
 

10% of the 2006/07 
participant cohort will 
graduate with an associate’s 
degree or transfer to a four-
year university within a three 
year period (fall 2009). 

-National Student 
Clearinghouse 
database 
-Matriculation 
Office 
-Datatel 

55% (18/33) of the 
2007/08 participant 
cohort completed an 
associate degree 
and/or transferred to 
a four year university 
in 3 years or less.  

SLO was met.   
 
-Assist students with 
completing transfer 
applications and document 
assistance provided to 
comply with new grant 
regulations.  

4. 

5. Increase 
participants financial 
literacy about students 
loans, personal loans, 
credit cards, and 
budgeting.  

SLO: New and continuing 
SSS participants will 
complete a 90-minute web 
based financial literacy 
course by May 14, 2010. 
 

RCC Norco Campus 
Educational Master Plan 
Goal #1: Increase student 
retention, persistence and 
success. 
 

75% of the 166 SSS 
participants (125 students) will 
complete a 90-minute financial 
literacy on-line course and 
60% will earn a score of 80% 
or better in a post-course 
proficiency exam.   
 

-Financial Literacy 
101 web-based 
post test results.  

52% (86 students) 
completed the course 
and 97% (83 students) 
scored 80% or above 
in the post test.   

-SLO was partially met. 
-Incorporate FL101 in the 
SSS Guidance 45 course 
curriculum to insure that all 
new students complete the 
course.  
-Continuing students who 
do not complete FL101 will 
not earn priority registration 
for fall 2010. 
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2009-10 Assessment Plan Findings/Data Analysis & Improvement 
Recommendations: 
 
CNUSD Upward Bound 
 

1. SAO:  The UB program will provide services and activities throughout the 
academic year to keep participants connected to the program and to achieve a 
90% persistence rate. 

 
Findings/Data Analysis 
 SAO was met. 97.9%, (47 of 48) of 08-09 continuing participants persisted in the 

program during the 2009-10 academic year. 
 Upward Bound offered 8 Saturday academies and two trips this academic year. 
 A six week summer program was offered and 38 students completed the program. 

 
Improvement/ Recommendations 
 Meet individually with each participant once per month during the academic year. 
 Schedule one group activity on the Norco campus and one group activity at each 

high school each month during the academic year. 
 Schedule one group activity at each high school to maintain a high participation 

rate. 
________________________________________________________________________ 

2. SLO: 50% of program participants will learn academic skills necessary to 
achieve the proficiency level in Language Arts and mathematics by the end of 
their 12th grade in the California Standardized Testing and Reporting (STAR) 
exams or the California High School Exit (CAHSEE) exam. 

 
Findings/Data Analysis 
 SLO was met. 64% (9 of 14) seniors that graduated in 2009 achieved the 

proficiency level in math and language arts in the CAHSEE exam. 
 

Improvement Recommendations 
 Maximize the use of ACT academic preparation materials during Saturday 

academies in order to increase students’ academic ability and require participants 
to complete a minimum of 10 hours of on-line preparation per semester. 

________________________________________________________________________ 
3. SLO: 50% of graduating seniors will learn the process of applying for college in 

order to gain admission into an institution of postsecondary education.  
     
Findings/Data Analysis 
 SLO was met as the target was 50% of graduating seniors will achieve admission 

into a postsecondary institution. 
 93% (13 of 14) of graduating seniors gained admission into an institution of 

postsecondary education for fall of 2010. 
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Improvement Recommendations 
 Continue to offer a senior seminar course to prepare participants for the college 

application process.  
________________________________________________________________________ 

4. SLO:  50% of 11th grade Upward Bound participants will demonstrate 
knowledge and proficiency of the California “a-g” requirements for admission 
into CSU/UC universities by scoring 80% or better in the a-g requirements post 
test. 

 
Findings/Data Analysis 
  SLO was met. 90% of 11th graders demonstrated proficiency with the a-g 

requirements by scoring at or above 80% in the a-g requirements post test.  
 
Improvement Recommendations 
 
 Revise the a-g pre and post tests to make them more challenging.  
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2009-10 Assessment Plan Findings/Data Analysis & Improvement 
Recommendations: 
 
AUSD Upward Bound 
 

1. SAO:  The UB program will provide services and activities throughout the 
academic year to keep participants connected to the program and to achieve a 
90% persistence rate. 

 
Findings/Data Analysis 
 SAO was met. 100% (51/51) of 08-09 continuing participants persisted in the 

program during the 2009-10 academic year. 
 All students participated in at least one Upward Bound activity each month. 
 Upward bound offered 8 Saturday academies and two trips this academic year. 
 A six week summer program was offered and 32 students completed the program. 

 
Improvement/ Recommendations 
 Continue individual meetings with each participant once per month during the 

academic year. 
 Offer at least one group activity on the Norco campus and one group activity at 

each high school each month during the academic year. 
________________________________________________________________________ 

2. SLO: 50% of program participants will learn academic skills necessary to achieve 
the proficiency level in Language Arts and mathematics by the end of their 12th 
grade in the California Standardized Testing and Reporting (STAR) exams or the 
California High School Exit (CAHSEE) exam. 

 
Findings/Data Analysis 
 SLO was not met. Only 26% (4 of 15) seniors scheduled to graduate in 2010 

achieved the proficiency level in math and language arts in the CAHSEE exam. 
 

Improvement Recommendations 
 Maximize the use of ACT academic preparation materials during Saturday 

academies in order to increase students’ academic ability and require participants 
to complete a minimum of 10 hours of on-line preparation per semester. 

________________________________________________________________________ 
3. SLO: 50% of graduating seniors will learn the process of applying for college in 

order to gain admission into an institution of postsecondary education.  
     
Findings/Data Analysis 
 SLO was met.  80% (12 of 15) graduating seniors gained admission into an 

institution of postsecondary education for fall of 2010. 
 
Improvement Recommendations 
 Continue to offer a senior seminar course to prepare participants for the college 

application process.  
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________________________________________________________________________ 
4. SLO:  50% of 11th grade Upward Bound participants will demonstrate knowledge 

and proficiency of the California “a-g” requirements for admission into CSU/UC 
universities. 

 
Findings/Data Analysis 
 SLO was met.  86% (19 of 22) of juniors scored at or above 80% in the a-g 

requirements post test.  
 
Improvement Recommendations 
 

• Revise the a-g pre and post tests to make them more challenging.  
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Student Support Services Program 
 

1. SAO: 75% of SSS 08/09 participants will continue in the program during the 
09/10 academic year. 

 
Findings/Data Analysis 
 SAO was met. 81% (134 of 166) of 08/09 participants continued to participate in 

the program during the 09/10 academic year. 
 
Improvement Recommendations 
 Require new students to enroll in SSS Guidance 45 in fall 2010.  
 All participants must meet with SSS counselor at least once per semester to 

review academic progress, update SEP if necessary and select courses for the 
following semester.  

________________________________________________________________________ 
 

2. SLO: 80% of participants served by SSS will achieve the necessary grades to 
maintain good academic standing (2.00 GPA or better).   

 
Findings/Data Analysis 
 SLO was met. 87% (144 of 166) of all participants maintained good academic 

standing (2.00 or higher GPA). 
 

Improvement Recommendations 
 
 Implement intrusive counseling techniques to prevent students from falling into 

academic probation.   
________________________________________________________________________ 
 

3. SLO: 10% of 2006/07 participant cohort served by SSS will complete transfer 
requirements and transfer to a four year university, or complete an associate 
degree in 3 years or less after joining SSS. 

 
Findings/Data Analysis 
 SLO was met. 55% (18 of 33) of the 2006-07 participant cohort graduated with 

an associate’s degree and/or transferred to a four-year university by Fall 09.   
 
Improvement Recommendations 
 Assist students with completing transfer applications and document assistance 

provided to comply with new grant regulations. 
_______________________________________________________ 

 
4. SLO: 75% percent of SSS participants (125 students) will complete a 90-minute 

web based financial literacy course and 60% will earn a score of 80% or better in 
a post-course test. 
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Findings/Data Analysis 
 SLO was partially met. 52% (86 students) completed the course, but 97% (83 

students) scored 80% or above in the post test. 
 
Improvement Recommendations 
 Incorporate FL101in the SSS Guidance 45 course curriculum.   
 Continuing participants that have not completed FL101 will not receive priority 

registration for fall 2010.  
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II. AREA NEEDS ASSESSMENT     TRIO PROGRAMS 
 

1. Five-Year Program Staffing Profile with Anticipated Needs 
 

 

 

 

Position 

Staffing Levels for Each of the 
Previous Five Years 

Anticipated total staff 
needed 

 
2005 

 
2006 

 
2007 

 
2008 

 
2009 

 2010 -2011 
 

2011-2012 
 

Administration 1 1 1 1 1  1 1 
Classified Staff FT 4 4 4 4 5  3 3 
Classified Staff PT 0 0 2 2 1  1 1 
Confidential Staff FT 0 0 0 0 0  0 0 
Hourly Staff 8 8 10 10 11  10 10 
Student Workers 0 0 0 1 2  2 2 
Faculty Reassigned FTE 
Full time 

0 0 0 0 0  1 1 

Faculty Reassigned FTE 
Part time 

0 0 0 0 0  0 0 

Total Full Time 
Equivalent Staff 

5 5 6 6 6  6 6 

 
 

Justification: 
 
TRIO is awaiting the results of the fiscal year 2010 SSS grant competition.  The Federal 
Education Department (ED) anticipates that successful grantees will be notified in early August.  
If Norco College is awarded a continuation grant, a new plan of operation will need to be 
implemented beginning September 1, 2010. The new SSS plan of operation requires the 
elimination of the existing SSS Coordinator position and the creation of a full time faculty 
position (SSS counselor). The primary responsibility of the SSS Counselor will be to provide 
academic advising and monitoring of all participants. The SSS Counselor will conduct a 
minimum of two academic advising sessions with each participant per semester and also teach 
SSS Guidance courses.    
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TRIO Programs 
2. Staff Needs 

NEW OR REPLACEMENT STAFF  

List Staff Positions Needed for Academic Year 2010-11 
Please be as specific and as brief as possible when offering a reason.  Place titles on list in order (rank) or 

importance. 

 
 

Indicate (N)=New 
Indicate (R)= 
Replacement 

 

Annual TCP*  
TCP for employee 

 
 

1. SSS Counselor (new position, 100% appointment) 
Reason: In order to comply with new federal SSS regulations, the Student Support Services Program needs 
the services of a dedicated SSS Counselor to meet the academic needs of all program participants.  The SSS 
Counselor will meet with students individually, monitor participants’ academic progress, refer students to 
academic resources and services available on campus and teach guidance courses for program participants.  
This model will allow participants to receive regular and timely academic guidance in completing a 
certificate or associates degree and transfer to a four year university in eight semesters or less after entering 
the SSS program. This SSS Counselor position will be funded with grant funds.  

 
 

N 

 
$100,214 
Categorical 
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TRIO Programs 
3. Equipment (excluding technology) Needs Not Covered by Current Budget 
 

List Equipment or Equipment Repair Needed for Academic Year 2010-11 
Please list/summarize the needs of your unit on your campus below.  Please be 

as specific and as brief as possible.  Place items on list in order (rank) or 
importance. 

Annual TCO*  
 

Cost per 
item 

 
 Number 
Requested 

Total Cost of Request 

1. *None requested.  Grant funds may be used to cover all equipment needs.  
Reason:     

 
 

 
 
 

2. 
Reason: 

 
 

  
 
 

3. 
Reason: 

   

4. 
Reason: 

   

5. 
Reason: 

   

6.   
Reason: 

   

* TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain accurate 
cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are linked to a position 
please be sure to mention that linkage.  
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TRIO Programs 
4. Technology  Needs Not Covered by Current Budget:  
 NOTE:   Technology; excludes software, network infrastructure, furniture, and consumables (toner, cartridges, etc) 
 
Submitted by: Gustavo Oceguera Title: TRIO Director 

  
Phone: 372-7144 
 

             Annual TCO*  

Priority EQUIPMENT REQUESTED 
New (N) or 
Replacem
ent (R)? 

Program: 
New (N) or 
Continuing 

(C)  

Location 
(i.e Office, 
Classroom

, etc.) 

Is there 
existing 

Infrastructure 

How many 
users 

served? 

Has it been 
repaired 

frequently? Cost per 
item 

 
Number 

Requested 
Total Cost of 

Request 
1. 
Usage / 
Justification 

 *None requested.  Grant funds 
may be used to cover the costs of 
all technology equipment needs.            

  
   

   

2. 
Usage / 
Justification 

 
            

 
  

   

3. 
Usage / 
Justification 

 
            

 
   

   

4. 
Usage / 
Justification 

  
           

  
  

   

5. 
Usage / 
Justification 

  
              

   

• TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your campus Business Officer to obtain 
accurate cost estimates.  Please be sure to check with your department chair to clarify what you current budget allotment are.  If equipment needs are 
linked to a position please be sure to mention that linkage.  

• ++Technology is (1) equipment that attaches to a computer, or (2) a computer is needed to drive the equipment. 
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TRIO Programs 
5. Facilities Needs Not Covered by Current Building or Remodeling Projects*  

 
 

List Facility Needs for Academic Year 2010-11 
(Remodels, Renovations or added new facilities)  Place items on list in order (rank) or 

importance. 

Annual TCO*  
 

Total Cost of Request 

1. None.  Existing TRIO office space is adequate.     
Reason:  

 
 

*Please speak with your campus Business Officer to obtain accurate cost estimates and to learn if the facilities you need are already in the planning stages.   
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TRIO Programs 
6. Professional or Organizational Development Needs Not Covered by Current Budget* 

 
List Professional Development Needs for Academic Year 2010-11.  Reasons 

might include in response to AUO assessment findings or the need to update skills.  
Please be as specific and as brief as possible.  Some items may not have a cost per 
se, but reflect the need to spend current staff time differently.   Place items on list 

in order (rank) or importance. 
 

Annual TCO*  
 

Cost per 
item 

 
 Number 
Requested Total Cost of Request 

1. None requested.  Grant funds may be used to cover the costs related to 
professional development for program staff.  
Reason:    

 
 

 
 

 

2. 
Reason: 

 
 

  
 
 

3. 
Reason: 

   

4. 
Reason: 

   

5. 
Reason: 

   

6.   
Reason: 

   

 
*It is recommended that you speak with Human Resources or the Management Association to see if your request can be met with current budget.   
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TRIO Programs 
7. OTHER NEEDS not covered by current budget 
 

List Other Needs for Academic Year 2010-11 
Please list/summarize the needs of your unit on your campus below.  Please be as 
specific and as brief as possible.  Not all needs will have a cost, but may require a 
reallocation of current staff time.  Place items on list in order (rank) or importance. 

Annual TCO*  
 

Cost per 
item 

 
 Number 
Requested 

Total Cost of Request 

1. None.  Grant funds may be used to cover costs for other needs.  
Reason:    

 
 

 
 

 

2. 
Reason: 

 
 

  
 
 

3. 
Reason: 

   

4. 
Reason: 

   

5. 
Reason: 

   

6.   
Reason: 
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