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I. Student Services Area Overview 

 
Matriculation is a state-mandated program dedicated to assisting students to achieve their academic goals. The program currently has 
eight components (admissions, assessment, orientation, counseling, student follow-up, research, coordination and training, and 
prerequisites) to promote student success. 

 
 
1. Mission Statement 
 
The Matriculation Department works collaboratively with faculty and staff to ensure all Norco College students have the opportunity 
to achieve their educational goals.  
 
 
2. Philosophy Statement 
 
The Matriculation Department encourages and assists students to obtain their educational goals through matriculation services which 
include validating prerequisites, the probation and dismissal process, and the early alert process. 
 
 
3. Summary 
 
• Collaborate and communicate with faculty regarding matriculation procedures and policies (e.g. Matriculation appeal petitions and 

the early alert process). 
• Run Prerequisite Drop Report and process students who are registered for a course who have not met a prerequisite or are pending 

in a prerequisite. 

 



 

 
 

• Work with admissions and counseling staff to ensure matriculation processes are implemented effectively and accurately by 
providing updates and change of information notifications via email and flyers. 

• Participate in essential training and workshops to remain informed of changing policies and procedures (e.g. CCCMPA, 
CCCConfer Webinars, retreats, etc.). 

• Effectively process Matriculation Appeal Petitions and Prerequisite Validation forms for students seeking to validate prerequisites 
and corequisties. 

• Work with faculty and administrators to encourage participation in Early Alert program by emailing participation requests, 
statistical data and deadline notifications. 
 

 
4. Strengths 
 

1. Communicated and collaborated with faculty, staff and students through the Equity/Matriculation Advisory Committee (EMAC). 
There were six meetings in fall 2012 and five meetings in spring 2013. 

2.   Communicated via email to specific student populations encouraging them to develop/update their student educational plans. (77 
Honor students; 549 dismissal students.) 

3.   Notified students who submitted unofficial transcripts to submit official transcripts to the college in order to permanently validate 
their prerequisites. (53 emails) 

4.   Ran the Prerequisite Drop report to identify and process students who are either pending in a prerequisite course and registered for 
a target course or have not met the prerequisite for a registered course. (Processed report 12SUM/9x; 12FAL/14x; 13WIN and 
13SPR/unknown-run by District during leave of absence.) 

 
5. Students Served 
 

Summer 2011  Winter 2012 
Matriculation 
Appeal Petitions 83  Matriculation  

Appeal Petitions 54 

Prerequisite 
Validation Forms 101  Prerequisite  

Validation Forms 104 

Fall 2011  Spring 2012 
Matriculation 
Appeal Petitions 164  Matriculation  

Appeal Petitions 116 

Prerequisite 
Validation Forms 327  Prerequisite  

Validation Forms 209 



 

 
 

 
Summer 2012  Winter 2013 

Matriculation 
Appeal Petitions 49   Matriculation 

Appeal Petitions 40  

Prerequisite 
Validation Forms 83   Prerequisite  

Validation Forms 101 

Fall 2012  Spring 2013 
Matriculation 
Appeal Petitions 204   Matriculation  

Appeal Petitions 117  

Prerequisite 
Validation Forms 265   Prerequisite  

Validation Forms 169  

 
 
6. “Closing the Loop” Statement 
 
 
Three assessments were completed in 2011-12, two SLO’s and one SAO. The student portal is still in development. With the 
implementation of the portal, it is expected that students will readily see that they have email messages from the college which will 
increase the number of students who read important messages (e.g. emails reminding students to submit official transcripts). The 
Norco college orientation video is still in development. It is expected to be released in 13/14.  The matriculation office continues its 
efforts to increase participation in the early alert process. As a result of data collected in 11/12, we focused on ways to improve both 
faculty participation and student participation in the early alert process. Based on 12/13 data, even though the goal was not met, we 
have improvement areas identified to improve participation. We are currently in the process of surveying students to determine why 
they did not follow through to see a counselor as recommended by their instructor through the early alert process. This information 
will be used to revise the early alert email students receive if the findings support this. 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

 
 

II. Assessing Outcomes 
 

1. Report on 2011-2012 Assessment Plan and Objectives for Student Services Area:      Matriculation     
 

 Objective Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Student 
Service Goal/ 

Campus Goal/ 
Strategic Initiative/ 
Student Equity Plan  

Assessment 
Criteria (Specify 

Target 
Performance 

Level) 

Assessment 
Measure  

 Completion 
(or anticipated 
completion)/ 

Findings 

Improvement 
Recommendations 

(next step) 

Describe how you 
used outcome data 
for programmatic 

modifications 

 
1. 
 

Increase 
student 
understanding 
of college 
services 

SLO# 1: Students who 
submit a matriculation 
appeal for Fall and 
Spring and are 
approved will submit 
official transcripts 
before the next 
registration cycle. 

NEMP #1 and 3 50% of students who 
complete this process 
will have permanent 
equivalencies and 
official transcripts on 
file. 

Data will be 
gathered 
through 
Datatel near 
the end of Fall 
and Spring 
terms. 

This goal was  not 
met. 40% of the 
students submitted 
official transcripts. 
This is not a strong 
assessment. 

With the 
implementation of the 
new portal, students will 
be notified in 
WebAdvisor that they 
have a message in their 
RCC email account. 
Students receive email 
reminders to send 
official transcripts, so 
this feature should 
increase the amount of 
students who read the 
notification. Also, email 
accounts no longer 
expire after being 
dormant for 180 days. 
This will assist in the 
emails not being 
rejected. 

The new portal is still in 
development. Once it is 
available for student use 
it is expected that the 
percentage of students 
who view emails from 
the college will increase 
due to the 
comprehensive set up of 
the portal that includes 
informing students that 
they have unread 
email(s). 

 
2. 

Increase 
knowledge of 
matriculation 
services 

SLO#2: First time Norco 
College students who 
complete Online 
Orientation will become 
familiar with the 
matriculation 
components: Admissions, 
Counseling, Assessment. 

NEMP #2, 3 and 4 100% of first time Norco 
students will increase 
their knowledge of the 
matriculation process. 

Online survey 
during Online 
Orientation. 

2,286 students 
completed Online 
Orientation from 
March 1, 2011 to 
April 29, 2012 (the 
time frame to submit 
applications for 
11/12). 

This was not a strong 
assessment. I recommend 
changing the survey 
questions to be more 
measurable and have 
access to review the data. 
Norco is in the process of 
implementing a college-
specific orientation. 

The college-specific 
orientation is still in 
development and 
expected to go live in 
13/14. 



 

 
 

3. Increase 
awareness of 
the importance 
of Early Alert 
 

SAO #1: Faculty will 
submit Early Alert 
forms through 
WebAdvisor. 

NEMP #4 and 5 5% more faculty will 
submit Early Alert 
rosters each fall and 
spring. 

Data will be 
gathered after 
fall and spring 
terms. 

This goal was 
partially met. Faculty 
submitted 2.19% 
more forms from 
11SPR to 12SPR and 
14% more forms 
from 10FAL to 
11FAL. 

Provide statistics using the 
XEAM report to faculty of 
students who followed through 
with their recommendations to 
encourage further participation 
from faculty and students in 
the Early Alert program. 

In gathering data of student 
participation it is apparent 
that more effort needs to be 
focused on increasing 
student participation while 
continuing efforts to 
increase faculty 
participation. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

2012-2013 Assessment Plan for Student Services Area: Matriculation         
 
 

 
 
 

Objective 
 

 

Student Learning 
Outcome (SLO) 

or 
Service Area 

Outcome (SAO) 

Linked to Student 
Services Goal/ 
Campus Goal/ 

Strategic Initiative/ 
Student Equity Plan 

Assessment 
Criteria (Specify 

Target 
Performance 

Level) 

Assessment 
Measure  

(Measurement 
tool) 

 Completion 
(or anticipate 
completion)/ 

Findings* 
 

Improvement 
Recommendations 

(next step)* 

 
1. 

Increase the 
number of early 
alert students who 
make a counseling 
appointment as 
recommended by 
their instructor. 

SLO #1: Students will 
follow through with the 
recommendation from 
their instructor through 
the early alert process 
to make an appointment 
to see a counselor. 

NEMP #1 
SSV #3 and 5 
NMP #1 and 3 (Follow-up 
Component) 

5% more early alert 
students will see a 
counselor in fall and 8% 
more in spring 
compared to 12SPR as a 
result of receiving an 
automated reminder 
phone call to view their 
early alert message in 
their student email. 

Data will be 
collected from 
Datatel and 
SARS. 

In 12SPR, 8.78% 
of the students 
who received a 
reminder phone all 
attended a 
counseling 
appointment. The 
percentage rate 
dropped to 2% in 
12FAL.The 
process was not 
implemented in 
13SPR due to a 
leave in absence. 

Send a survey to a test 
group of students who 
received an early alert 
email in 13SPR to 
gather data as to why 
students are not 
following through to see 
a counselor as 
recommended (didn’t 
read email, email 
unclear, appointments 
not available, etc.) 

 
2. 

Increase faculty 
participation in 
early alert. 

SAO #1: Faculty will 
submit early alert 
rosters through 
WebAdvisor. 

NEMP #1 and 5 
SSV #3 
NMP #1 and 3 (Follow-up 
Component) 

5% more faculty will 
submit their early alert 
forms in the fall and 8% 
more in spring 
compared to 12SPR as a 
result of receiving 
statistics of early alert 
students who saw a 
counselor as 
recommended by 
faculty. 

Data will be 
collected 
through a 
datatel report 
and compared 
to last year’s 
data. 

In 12SPR, 31.50% 
of the faculty 
submitted their 
early alert forms. 
The percentage 
rate dropped to 
27.64% (3.86% 
decrease) in 
12FAL. The 
process was not 
implemented in 
13SPR due to a 
leave in absence. 
However, with no 
follow-up through 
the matriculation 
office, the 
percentage of 
faculty who 
submitted an early 
alert roster was 
28.80% (2.70% 
decrease). 

It is clear that the 
follow-up by the 
Matriculation 
Department does not 
impact the faculty’s 
decision to participate 
in the early alert 
process. Next year the 
Student Success 
Committee will exam 
ways to revamp the 
process to achieve 
greater results. 



 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. 

Refresh staff on 
procedures to 
process SEP’s. 

SLO #2: Staff will 
indicate that their 
knowledge increased as 
a result of attending the 
SEP Q & A session. 

NEMP #1 and 5 
NMP #8 
(Counseling/Advising 
Component) 

25% of the staff will 
increase their 
knowledge of the 
procedures to process 
SEP’s as a result of 
attending the Fall SEP 
Q & A session. 

Post survey. 100% of the staff 
indicated that the 
learned at least one 
piece of valuable 
information during 
the SEP Q&A 
session. 

We will continue to 
offer at least one SEP Q 
& A session each year 
to update staff on the 
latest policies and 
procedures to process 
student ed plans. 



 

 
 

2012-2013 Assessment Plan Findings/Data Analysis  
 
 
SLO #2: 
 
Findings: 
 
Most students who receive a referral to see a counselor through the early alert process are not seeing a counselor on an appointment 
bases. 
 
Data Analysis: 
 
 Number of Students 

Recommended through the 
Early Alert Process to see a 
Counselor 

Number of Early Alert 
Students who Saw a 
Counselor 

Percentage of Students Who 
Met with a Counselor 

12SPR: Baseline Data 215 18 8% 
12FAL 200 3 .01% 
13SPR No data No data No data 
 
Improvement Recommendations: 
 
A survey has been sent to the students who received a counselor referral in 13SPR who did not see a counselor on an appointment 
basis to determine why they did not follow through with the recommendation. We will use this feedback to determine if the early alert 
email should be revised. 
 
 
 
 
 
 
 
 
 
 



 

 
 

SAO #1: 
 
Findings: 
 
Faculty has an average 29.33% participation rate in the early alert process. While we have identified that faculty would like feedback 
to their recommendations and we have begun tracking the students who receive the counseling service, we need to develop a system to 
provide timely feedback.  
 
Data Analysis: 
 
 Percentage of Faculty who 

Submitted an Early Alert Roster 
Percentage 
Increase/Decrease 

12SPR: Baseline Data 31.74% n/a 
12FAL 27.46 4.28% decrease 
13SPR 28.80% 2.94% decrease 
 
Improvement Recommendations 
 
Send an email to the college after completion of the early alert process for the spring/fall term to provide early alert statistics which 
include the number of students who followed through with their instructor’s recommendation to meet with a counselor. 
 
 
SLO #2: 
 
Findings: 
 
The majority of staff found the session to be helpful and learned at least one valuable piece of information. 
 
 
 
 
 
 
 
 
 



 

 
 

Data Analysis: 
 
Statements: 1-Strongly Agree 2-Somewhat 

Agree 
3-Neither Agree 
or Disagree 

4-Somewhat 
Disagree 

5-Strongly 
Disagree 

The procedures to 
process a student ed 
plan in Datatel are 
clear to me. 

 
8 (73%) 

 
3 (27%) 

   

I am confident that the 
student ed plans I 
process are being 
entered correctly on a 
consistent basis. 

 
8 (73%) 

 
3 (27%) 

   

The SEP Procedures 
Guide is helpful in 
assisting me in 
processing student ed 
plans. 

 
10 (91%) 

 
1 (9%) 

   

The Fall SEP Q & A 
Session is beneficial 
and increases my 
knowledge of the SEP 
process. 

 
11 (100%) 

    

One refresher training 
a year is sufficient to 
maintain/improve my 
level of understanding 
of the process. 

 
7 (64%) 

 
2 (18%) 

 
 

 
1 (9%) 

 
1 (9%) 

I learned at least one 
piece of valuable 
information during the 
SEP Q & A session 
today. 

 
11 (100%) 

    

 
Improvement Recommendations: 
 
Continue to offer the SEP Q & A session once a year (or more if changes warrant another session). 
 
 
 



 

 
 

III. Needs Assessment 
 
 

1.  Staffing Level     
   
      Matriculation Program Assistant (1 FTE) 
 
2.  Staffing Profile    
 

 

 

 

Position 

Staffing Levels for Each of the 
Previous Five Years 

Anticipated total staff 
needed 

 
2008-
2009 

 
2009-
2010 

 
2010-
2011 

 
2011-
2012 

 
2012-
2013 

 2013 -
2014 

 

2014-
2015 

 

Administration         
Classified Staff FT 1.0 1.0 1.0 1.0 1.0  1.5 1.5 
Classified Staff PT         
Confidential Staff FT         
Faculty FTE Full time         
Faculty FTE Part time         
Total Full Time Equivalent 
Permanent Staff 

1.0 1.0 1.0 1.0 1.0  1.5 1.5 

Hourly/Short Term Staff         
Student Workers         

 
 
3. Improvement Areas 
 
• As stated in prior Program Review, maintaining equates in Degree Audit continues to be a critical need for Matriculation, 

Counseling and Evaluations. Because we do not have a designated position responsible for determining and entering equates in 
Datatel, there are new courses that are not equated and changed courses that may be equated in error. The lack of having up to date 
equates in Datatel results in extended processing time for prerequisite validations. 

• Identify department objectives for the upcoming year.  



 

 
 

Unit Name:  Matriculation                         
4.  Staff Needs 
                            NEW OR REPLACEMENT STAFF (Administrative, Faculty, or Classified)  
 

List Staff Positions Needed for Academic Year 2013-2014 
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 

R=Replacement 
I = Increase time 

Annual TCP*  
TCP for employee 

1.   Degree Audit Specialist (Part-time Permanent) 
Reason: To equate courses from the 25 degree audit schools and enter equates in Datatel. 

N $23,040 
 

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 area manager 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. 



 

 
 

Unit Name:  Matriculation                         
 

 
5.  Equipment (including technology) Needs Not Covered by Current Budget 
 

          * TCO = “Total Cost of Ownership” for one year is the cost of an average cost for one year.  Please speak with your area manager to obtain accurate cost estimates.   
If equipment needs are linked to a position please be sure to mention that linkage. 

 
  

List Equipment or Equipment Repair Needed for Academic Year 2013-2014 
Please list/summarize the needs of your unit 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:   

 



 

 
 

Unit Name:  Matriculation                         
 

6.  Facilities Needs Not Covered by Current Building or Remodeling Projects*  
 

List Facility Needs for Academic Year 2013-2014 
(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 area manager to obtain accurate cost estimates and to learn if the facilities you need are already in the planning stages.   
 



 

 
 

Unit Name:  Matriculation                         
 

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

 
List Professional Development Needs for Academic Year 2013-2014   

Reasons might include in response to 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. 
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.   



 

 
 

Unit Name:  Matriculation                         
 
 

8.  OTHER NEEDS not covered by current budget 
 

List Other Needs for Academic Year 2013-2014 
Please list/summarize the needs of your unit 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. 
Reason: 

 
 
 
 

 
 
 
 

2. 
Reason: 

 
  

 
 
 

3. 
Reason:    

4. 
Reason:    

5. 
Reason:    

6.   
Reason:    

 


	Position

