Interoffice Interoffice

Memo Memo

To: Jack Bottenfield

Ce: Ann, Annie, Dee, Kim, Marilyn, Mell, Pam and Tami
br: Kathie France %é‘"

Date:  June 20, 2007

Re: Enrollment, Recruirment and Retention Flowcharts

Please find arrached the systematic recruitment and retention flowcharts you requested. Numerous offices
provided derailed informarion on the processes used in their offices. The atrached chares provide a
general overview of the processes used in support of enrollment, recruitment and retention at EWC. You
asked that I provide the names of individuals who perform each of the tasks, T have included the names
of those primarily responsible for cach task; however, many of the tasks involve too many people to list in
the charrs. All of the things we do on a daily basis are in support of enrollment, recruitment and
retention. Every employee plays an important role in this effort. Ir takes evervone 1o make the system

‘\.V()l'i(.

You requested recommendations on possible procedural chunges ro improve enrollment, recruitment and
retenition at EWC, 1 gathered input from other individuals on possible procedural changes. Please
understand the suggested changes need further consideration and discussion among the individuals and
departments involved. The employees at EW/C are always looking for hetter wavs to serve students. The
items in green idenrify changes that have already been implemented or are in the development phase. The
items in blue are recommendarions for consideration. Some of the recommendations are my personal
recommendations and some are recommendations from other individuals or groups of individuals.

Please consider this document a general overview and nor all encompassing of everything that everyone at
EWC does to support enrollment, recruirment and retention., Most of the processes in this document
relate to on-campus only. There are some references to ourreach, but this document dees not provide
detailed information on outreach procedures. Dee and Lynn coordinate the annual updare of the
Ouereach Coordinators’ Handbook. A copy of the Table of Contents is included for vour information. Their
procedures are very well documented and the handbook helps streamline the rraining of outreach sraff.
This document does not include information on many of the departments and offices. If you are
interested in more complete and detailed information on EWC procedures, T suggest yvou ask Kim Russell,
EW (s new Director of Institutional Research, to continue with this project.

[ would like rhank everyone at EWC who has helped with this project and extend a special thank vou to
Ann, Annie, Dee, Kim, Marilyn, Mell, Pam and Tami for their involvement in the discussions and review
of the charrs. Thank you also ro Kim and Karen who have spent many hours helping put the chares

together.




Enrollment, Recruitment and Retention

Recruiting
Housing

Registration and Academic Advising

Outreach

Financial Assistance

Student Activities and Clubs

Learning Skills Support
Student Retention Team
... Testing Services

Personal Enrtchment and Yob Skills Training

_ Registration and Academic Advising

Career Assistance and Emplovment




Basic Flow

PROSPECTS

Completed
Application

n’umm\

S

Moo Exit




Recruiting

- Contacts and Referrals

Prospect Processing

e Applicant Processing
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College Contacts and Referrals
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Prospect Processing

PROSPECTS

Send letter pertaining to major area
of interest including
1} Major fact sheet, if avatlable
2) Overview
3) Application, catalog, or
financial aid info if available
{on-going}
(For Planning Days, sent within 1
week)
Cheri, Mell & Jami

Complete
Application

Load Application
on Colleague

h 4

Cheri

Email PROSPECTS a letter about
Technology Day in November
{Sept — Nov)

Mel & Jami

X

Email PROSPECTS about
Visttation Dav in February
{(Dec -~ Feh)

Mell & Jami

¥

Emails about happenings via the
blog (Sept — June)

Mell & Jami

Y

Letter about Pre-Regstration
Days in May, June, and July
(May —July)

Cheri, Mel & Jami




Applicant Processing

Send application letter stating what we need in their file.
Cheri, Mell & Jami

Send acceptance letter when official transcripts are received
and request Health Statement
Cheri, Mell & Jami

For new high school graduates, send parent letter about
EWC.
Cheri, Mell & Jami

Send letter and email about Technology Day in November
(Sept - Nov)
Cheri, Mell & Jami

Email applicants about EWC happenings via the Blog.
Ongoing (Sept — June)
Mell & Jami

h 4
Send Ietter about Visitation Day in February. (Dec — Feb) l
Cheri, Mell & Jami

h 4

Send letters about Pre-Registration Day in May, June, & July.
Cheri, Mell & Jami

h 4

Make evening phone calls to Applicants:
s How are they doing?
* Are they still planning on attending?
+ Have they received scholarship information? (Mar — May)
Mell, Jami & Faculty ]

A 4

Letter about Orientation Week in August (July ~ Aug). Follow-up
postcard sent a few weeks prior.

Cheri, Mell & Jami l




Student Assistance and Retention Strategies

em— Career Assistance and Employment
Financial Assistance

Food Services

Housing

Learning Skills Support

£ Library

Orientation

Personal Counseling Services
e Personal Errichment and Job Skills Training
_ Project Stay
Registration and Academic Advising
b Student Activities and Clubs
_ Student Center

Student Retention Team

Testing Services




Housing

Activities

Housing Council

New Students

-~ Returning Students

Resident Assstants {RA'S)




Housing

New Students

|

Housing tours coordinated with Mell
thouthtoCut the year and on visitation and
pre-reg days

|

Returning Students

'

Stadents complete and
. return Housing Request
Form for Returning

Darci Students
Applications Pay or carry over deposit
Received from previous vear
Send letter confirming receipt of Assign room/roommates based on room requests,
application and request deposit interests, and major proximity of other students with
Darci similar interests/major.
Darci
A
Y

Send second
letter requesting
Deposit

Darci

Send deposit received letter,
Housing Questionnaire and
Welcome to ON-Campus
Housing at EWC information
sheet within 2 weeks of receiving
deposit.

Darci

!

Call Students to confirm on-campus
housing and talk about possible
room/roommate assignment in mid/late
June

Darci

Load room assignments and apply
charges on Colleague

Darct

;

v

Send roomy/roommate assignment letters to

students beginning late June
Darci

Move-In Day on the Sunday before classes begin:

RA’s greet students

Residents fill out kev cards and get keys
Residents sign housing contract
Residents complete room inspection form

Each student provided a Resident Student
Handbook

Students move into assigned room
Lunch and supper provided

Evening ice-breaker activity to help
students meet other students




Housing

|

Activities

;

At least two
activities per
week.

* Pancake night
on Saturdays

* Evening
snacks during
finals weeks

Housing Council

!

Resident Assistants (RA’s)

}

One meeting per month

Plan activities
Look at policies
Provide ideas for
improvement and
changes

Address concerns

Darci & Residens

Begin recruiting students to
be RAs in Mid-April
Darci

Handout ®A Applications
and Position Description to
interested students

Darci

Volunteers

§
;
1

l

Resident meectings as
necded.

l

Interview RA Applicants the
week before finals
Daret

y

Verbally tell applicants if they
have been selected for an RA
position or not before they
leave for summer vacation

Darei




On-Campus Registration and Academic Advising

CGoshen County Concurrent Enrofiment

On-campus Summer Pre-Reg Days for Fall Semester

Walk-Ins

Returning Student Registration

Drop/Add Courses

Schedule Changes — 17 & Calendar Days of the Semester

Withdrawal from AH Courses




On-Campus Registration and Academic Advising

Goshen County Concurrent
Enroliment

i

On-Campus Summer Pre-Reg Days

for Fallfemestcr

Students already attending
class at the high school for
college credit

E
Y

e 2

College personnel visit high
school and help students

complete a registration form

for concurrent enroliment

Muarilvn and Mell

Wt

¥

Registration forms retumed
to Registration Office

Marilvn and Mell

Prior processing for individuals scheduled to
attend pre-reg day

1. Move applicant data to STUDENTS
Update missing or incorrect student data
Create student account and password for
on-line registration
4. Make any necessary student advisor
changes and load changes on Colleague
Load student advisor and advisor key on
LancerNet

Sue

!

Load regstrations on Colleague |
Deb ]

!

1 :

i Prospective
Students/Applicants take
placement tests ($:00-aFn-or
O:38-am. 10:00 a.m. or 2:00

pm)

Angic and Karen

Parents Only session:

“What About Parent’s
Adjustment to College?(10:00
am. ~ 11:00 am. or 00 p.m. -
2:00 p.m.)

Marilyn

!

Academic advising with advisors who are available on
pre-reg day. Students complete a class schedule form.
Advisors

.

register for classes

- Students go to computertab Learning Skills Lab to

h 4

. . . ) i
Student information on Colleague verified |

Lynn and Sue

¥

i

Students receive a password
| for LancerNet
H

1
{

Students register via

Sue

"l LancerNet for fall courses

Lunch provided before or
after enrollment process

Tami, Kim J., Lynnea, Holly
B Holly L. & Janet §.

|
i




SUMMER PRE-REGISTRATION FOR FALL 2006

May 26, June 26, July 31, 2006

ACTIVITY A } Room 131 - 132

Placement Tests 8:00 a.m. or 9:30 a.m.

ACTIVITY B ' Lecture Hall #1 - Fine Arts Building

"What About Parent’'s Adjustment to College?” - 10:00 a.m. - 11:00 a.m.

* For parents only
* Tours of EWC will follow
ACTIVITY C Room 131 - 132

Group Advising/Registration following placement testing

* Introduction to catalog, class schedule, graduation requirements, etc.
* Class Scheduling

* Pre-Register in Student Services

* Tuition and fees due Monday, August 28, 2006, to ensure registration
status. Contact the Business Office for information regarding payment
plan options.

* Please stop by the Financial Aid Office at any time from 7:00 a.m. to 5:00
p.m. for assistance or information. (Financial Aid Office is located in
Student Services).

* Please stop by the housing information table in the hallway for assistance
or information about student housing.

LUNCH WILL BE PROVIDED FOR STUDENTS AND FAMILY IN
THE EWC CAFETERIA FROM 11:30 AM UNTIL 1:00 PM

SUMPRE.SCH
05117106



EWC SUMMER PRE-REGISTRATION

if Meeded—{More Info at Check 1N}

June 4, Jane 19, & July 30

CHECK- IN
Room 131-132
/ Family Breakroom
Student Center

8:30 a.m. — 1:30 p.m.
/ Coffee, Juice & Donuts

Placement Tests
TEB 271 & 273

Parent Program
“You & your Student”

Board Room, TEB 274
10:00 a.m-11:00a.m.
2:00p.m. - 3:00 p.m.

¥

Advising
Room 132

LUNCH!!

EWC Cafeteria
44:30-1:00 p.m.

Housing/Campus Tours

8:30 am./11:00 am. / 1:30 p.m.
Depart from “The Corner’

Next to Student Center
L 4

Pre-Register in Learning Skills Lab

Take your irial schedule to the lab and an assistant will
help you finish the registration process.

The Financial Aid office, located in Student Services, will be

Financial Aid Questions?
open from 7:00 a.m. until 5:00 p.m.

Housing Questions?
Stop by ‘The Corner’ for assistance or information.




On-Campus Registration and Academic Advising

Returning Student Registration

|

v

Announcements about
students registering for the
next semester sent {0
instructors mid-November
for spring and mid-March
tfor fall. Instructors asked
to make announcements in
classes.

Marilyn

Walk-Ing (Campus Tours conducted
as needed — Mell & Jami)

|
|
- v

Greeted by Registration Office Staff who
explain the process and answers any questions.

i

¥

Posters around campus
and Copy Center and
Stadent Services electronic
bulletin boards remind
students to register for the
next semester.

Community Member
who wants to enrall
in a class{es) of
personal interest

X

Print list of on-campus
students with active hours
=12 and not registered
for next semester. Give
list to Mell 2 weeks after
opening the system for
students to register. First-
time: Fall 2006

Sue

Referred to Registration
appropriate loaded on
advisor based on Colleague

needs andior Deb or Sue

major area of i
mierest.

Student given

!

Mell sits in The Corner
with list generated in
previous step from 10 -2
for five days during the
next two weeks. Stop
students as they pass by to
talk to them about
registering for the next
spring. Started this in Fall
2006 for Spring 2007,
Mell

Y

Student meets with advisor
to setup class schedule and
to obtain advisor kev code
for LancerNet.

Advisors

i
Y

Student registered by
advisor, Deb or Sug in the
Registration Office, or by
the student on LancerNet

printout of
schedule and
directed to
Business Office
to pay tuition and
fees

Deb or Sie




On-Campus Registration and Academic Advising

Schedule Changes - 1™ 8 calendar

days of the semester

Student goes to
Registration Office

Drop/Add Courses

v

Student given a printout of
their current schedule.
Deb, Cheri, or Sue

Student goes to
Registration Office to
request a drop/add. The
course(s) the student wants
to drop/add are written on
an EWC drop/add card.
Deh, Cherl, Sue

i
i
Withdrawal from All
Courses

|

Students talks to Dean of
Students to discuss
reason for withdrawal,
whenever possible.

!

!
v

Marithn

Student meets with advisor
who signs off on any
schedule changes.

b

Student returns advisor
sigmed schedule to the
Registration Office and
changes are loaded on
Colleague.

Deb, Cheri, Sue

Student takes drop/add
card to appropriate
instructors tor signatures.
For dropped courses,
instructor provides last
date of attendance.

Student completes total
withdrawal card and
Dean of Students signs
the card.

Afarilyn |
]

:

Student takes drop/add
card to advisor for
S1Enare.

v

Swudent takes dropfadd
card to Financial Aid
Office for signature,
Financial Aid Office
advises student of any
financial impact.

!

Students takes
withdrawal card to each
mstructor for Last Day
of Attendance,
Financial Aid, Library,
Business Office &
Baokstore for signature
and rewms to Records
Office for processing.
Sue

T
£
i

¥

Student returns drop/add
card to the Registration
Gffice within 72 hours for
processing changes.

Dely or Sue




On-Campus Registration and Academic Advising

Academic Advising
Marilyn, Mell, Jamie, Debbie O., Dee,
Andrea, Anne G., Faculty Advisors

Identify and clarify personal academic goals and
objectives. [dentify student concemns and share
information regarding interest and aptitude tests
available in the Testing Center. When
appropriate refer student to Anne Gardetto,
Student Services Specialist.

l .
Ascertain student background and circumstances
impacting student attendance.

v

Determine educational program based on student
interests and abilities, and provide an overview
of the college catalog.

'

Tentative class schedule designed based on
stzdent interest, other commitments and any
special needs.

Referred to

» Testing Center to
i‘—b—; schedule and take
placement
(Compass) tests. |

| No

b 4 h
Finalize class schedule taking into consideration
the students’ Compass test scores.

v

Student registered by advisor, Deb, or Suein
Registration Office. or by student on LancerNet
after receiving password from Sue

v

Briefly outline financial aid assistance and
programs. Refer student to EWC Financial Aid

Cffice and/or UW EOC Coordinator.

I
h 4

Familiarize student with collegiate environment
arl student success strategies.

!

t Create transitional support, retention, student
14
E
H
1

development and networking opportunities
based on student needs.

3

Personally introduce student to faculty

hasbeen b

member(s) in their area of interest for further
consultation and exploration. éncourage advisorsto
7 make contact with each

‘ advisec at least once a
Moenitor student progress, Tonth. -




Financial Assistance

F—— Federal Ald

Financial Aid Nights

e Hathaway Scholarship

Other Scholarships

Satisfactory Academic Progress (SAF)

Walk-Ins
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Financial Assistance

Federal Aid
Student contacts or visits EWC Financial Office EWC receives ISIR for
. student who has not
i personally contacted EWC

b
Student given or sent EWC Application for
Admission and explanation of what other information

15 required
Pam, Terrl, Marcia

v

Student given or sent Free Application for Federal
Aid (FAFSA) and explanation of process and other

required documents

¥

Walk-in students referred to Housing [irector,
Admissions, Recruiter or Testing Center depending

Pam, Terri, Marcia

on student needs.

v

College receives Institutional Student Information

Pam, Terri, Marcia

Record
Pam. Terri. Marcia

7

Check Colleague for student Application for
Admission and other colleges attended. +

Marcia

bd

€. YO, Appheation o No
Colleague
Y
Send letter 10 students requesting
required documents and/or application
Marcia
P Yes
% - 11d joy 1
¥ Send 2773
Docummentation verified with ISIR | 5‘“:( Rfic'."“ request for
"1,'[(1}‘(_‘,’:(] oclnentation documentati()ﬂ
l ¥ Marcia
v s
E Request further documentation if needed —
i Marcia Load application
] on Colleague
! Cheri
Y . i
. . . ]
Corrections for verification are made on [SIR
i Marcia
H
i Applicant

Corrected ISIR received by college within 24-36 hours

|

Contimued on Next Page




Federal Aid Assistance - Continued

Determine Federal Aid Ehgbility

Marcia, Tervi & Pam

A

Package aid and load awards on
Colleague

Marcia & Tervi

A4

Send one Award Letter for all federal
aid. Include information and forms for
federal aid.

Marcia & Terri

Federal Student Loan Other Federal Axd

T e erssmet Fep e C -
o reuest forms i Student returns accepted
received from student. Award Letter.

!

i

A 4

Loan application
transmitted

Terri [

I

Student completes
student loan entrance
counsehling and
Promissory note.

i

'

EW{ receives funds
{rom the lender.

|

Funds transmitted to the

_! business Office. PR

Marcia &Tervi

i

Books and supplies may
be charged against
remaining aid after
tuition, fees and on-
campus housing charges

have been apphied.
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Student Activities and Clubs

Activities/
Intramural Sports

Collegiate Athletics

|
A4

Student Clubs i

Attend high school athietic contests,

Review
information on
different types of
activiiies

Lance

I

Attend Student
Senate/

Activities Council
to discuss activity
options and get
their input

Lance

tournaments and gather mformation
on potential athletes from coaches
and school administrators.

Couch

.

Contact potential athletes through
their coach or other referral.

Coach

L Ambassadors — Mell Cooper
ATt~ Karl Brake

——Biology Club — Chns Wenzel

——Block & Brdie — Monte Stokes

—{osmetology Club -~ Bill Schmidt

T
H
{

A J

Criminal Justice Club
Larry Curtis, Rick Fatterson

Meet with potential athlete and
parents 1f possibler otherwise, visit
on phone.

¥

Attempt o plan
semester al a time
or at least plan
month at a thne

Lance

Coach

F————Creative Writing — Wayne Leabl

bem——Came Club — Jeff Bruening

[
h 4

L .—Horizons — Anne Gardetio

Determine scholarship recipients

Coach

—————Housing Council — Darci Davis

.

PERS——

Mail Letter of Intent to participate
in EWC Collegiate Athletics

Contact party in
charge of activity
(theater, bowling
allev, hypnotst.
comedian, etc.) to
arrange date and
time

A J

Athletic Secretary and Coach

Susan Walker

| [HSA (Horse Showing Ciub)
l Journalism Club — angie Baboock
b
i
1

H

Athlete
accepts offer

Livestock Judging Team
LI Sexton

—Pep Band - Dan Fullerton

|———Phi Theta Kappa - Jeff Bruening

Post fivers around
campus, coordinate
ads on radio if
appropriate, inform
Campus Action
Commitiee, and
place on monthly
calendar.

L Rodeo Club — Jake Clark

L Skills USA - Business

#Yes

' Notify Financial Aid Office

1 Coach
i
¥

Knst MoGuire

| Pre-Registration Process
|

oS kills USA Welding

Russ Pontarolo

f

Y.

Review course schedule and credit

hd

hour load

Evaluate activity
and discuss with
Student
Senate/Activities
Councit.

S peechiDebate - Chris Hilon

b Student Senate - Debbie Ochsner

L Coach
|

STUDENTS

Coach Satisfied
with schedule

Spirit Club — Sondra Stapleton

L Vet Tech Club - Vigi Jansing

Student meets with
advisor to modify
schedule




Learning Skills Support

i— Collegiate Athletics

Bridge Program

Academic Life Skills Workshaps

Special Study Opportunities in the Leamning Skilis Lab

Outreach Centers

L Disciphine and Course Specific Faculty Study Tabies

Leaming Skiils Lab Tutoring




Learning Skills Support
!

H

(C‘oi!egiate Athletes |

v

lBridgd Program I

¥

During season at
least 2 required
study table sessions
for 2 hours per week.
Asneeded in pre or
off season. Coaches
present for
assistance

Coach

]
hJ

On long bus road
trips, there are
required study times
which also allows
time for special
tutonng

Coach

{
Athlcte makes prior
arrangements for
make-up work,
assignment due
dates and make-up
testing prior w

travel time

¥

Request Academic
Progress Report
from 1astructors on
a bi-weekly basis

Coach

Appears
to be an
academic
problem

jb Yes

Visit with students
individually and/or
instructors.
Required to spend
additional fime 1In
Leamning Skills
Lab, restricted tecam
participation, etc. as
needed.

! Coach

Analyze Compass scores
from summer pre-
registrations !

Andrea 1

|

Identify students for
participahon in Bridge
Program

Andrea

-

¥

Send invitations and recruit
selected students to
participate in program

i Andrea

'

Students arrive one week
priot 1o the beginning of
the fall semester

E

%
i e Y

|
i
I
i
|
!

!
i

Academic Life Skills Workshops

Anne, Debbie, Andrea, Darci

e

Student
placed in
Control
group for
program
analysis

Social Focus
Fun activities on &
off campus,
farmiliarize with
campus, develep
relationships with
students and staff

Academic Focus
Al students
participated in
reading, math and
English skills
development
instruction.

Y

Students retook compass |

!

Evaluated Compass scores to identify students who
tested into a higher level course than before

Anelrea
All students referred to Student Retention Team. l
. ) - . i
No Andrea was assigned as their contact for monitoring |
intervention | and evaluation. !
reguired Andrea

!

Visited informally with students throughout the vear.

Andrea

{
h 2

Bridge program reunion in February with free pizza to
gather student feedback on program.

Andrea

.

Compare participants academic success and retention
compared to control group for program evaluation

'

EWC

Continue to monitor students through their enrellment at




Learning Skills Support

|

Special study
opportunities
in Learning
Skills Lab at
midierm and
finals with free
food provided

Andrea

I Study Labs

ABE Instruciors |

i

i
!
;

}

I

Discipline and/or

course specifie faculty

study tables, test

| review sessions, ete.
Faculty

|

i

Learning Skills
Lah Tutoring

Andrea

|

¥

¥

Online Tutormg

|

!
i

Evening Computer Labs

Quireach Staff

:

Drop-in Tutoring l

j
E

*Presentations in
College Studies
Courses
*Bookstore hands
out promotional
bookmarks
*Distance Ed
Office sends
information to
distance ed
students

Andrea

i

service.

Smarthinking
available to
students 24-7
almost 365 days
per year for a
variety of
subjects. Fach
student receives
10 free hours per
vear. Highly
underutilized

i

hJ
S .
¢ Live wutoring i Asynchronous
& } ¥
$E8S10NS j { Questions

h 4
l Promete Student Faculty N
! {Use recommend
! *Informational tutors for a
presentations variety of subject

areas. Core
subjects: Math,
biology,
chemistry, Vet
Tech,
ABE/GED/ESL
and the Gear-Up
program

Faculey

i
y

Tutors selected

Andrea {
)

|
X

Create Tutor

schedule.

Andrea |

!

L
;

Train tutors

Andrea

I

Tutors provide

drop-in tutoring

for students

during day and

cvening hours as

scheduled [
i
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EASTERN WYOMING COLLEGE
Student Retention Team
MISSION STATEMENT

The EWC Student Retention Team will identity students who are "at risk" regardless of underlying signs
and symptoms. The team will provide these sadents with encouragement and an opportunity to acquire
the skills necessary for success in a post-secendary environment and/or the students’ career paths.

2]

)

L

6.

(Gather

Student Retention Team
REFERRAL SOURCES

oEWC Advisor Alerts

eSelf-Referrals

«EWC Instructors/Staff/Counsetors

¢ Other Students/Friends

eCommunity Resources (e. g Mental Health, Corrections, Agencies)

eParents/Family

«EWC Mid-Term Deficiency Notices

eHigh School Transcripts/Counselors

eEWC Placement Examinations

s ACT/WorkKey Scores

eProbation, Suspension, Dismissal Semester Lists

sBridge Program

Student Retention Team
PROCEDURES

(Not necessarily in this order)

inforrmation (for example):

Check for advisor Alerts

Contact Instructors

Check Student's permanent file
Contact Leaming Resources Director
Contact Housing

Contact Counseling/Testing

Contact other SRT members

Contact Student's Advisor for additional information.

Contact Student.

Follow

Report

-up with mitial professional contacts.

results at the regular weekly Student Retention Team meetings.

Some or all of the following interventions may he utilized:

a
b.
c.

o

e

g

Assign a Counselor

Recommend intervention regarding health issues.

Request that Student sign a FERPA Release of Information form so that pareni{s) may be
contacted.

Request that student send high school special education records to EWC.

Request other special needs disgnosis/documentationsreasonable accormmodations from
Student.

Refer Student to the EWC Learmning Skills Lab

Refer to a substance abuse assessment provided by the EWC Director of
Counscling/Testing, or other agencies.

Refer to the EWC Counseling/Testing Center for career assessment or other services.
Refer to Community Resources (e. g. Peak Wellness, Tomrington Learning Center,
vocational Rehabilitation, Department of Family Services & other agencies)

Refer to local law enforcement agencies.

Other actions or interventions, as deemed appropriate, on a case-by-case basis.

MJCRETENTIONMISSION SRT
Dz 20T




Testing Services

———CAAP Testing

po———Compass Testing

———{lassroom Makeup Testing

GEID Testing

Gther Testing




Testing Services

]
CAAP Testing

T

!
¥

Letters sent to
graduating AA and
AS students
concerning the
CAAP test
graduation
requirement

Spring Semester

Marilyn & Cherl

}

On-Campus
students make
appointments tor
taking the test in
the Testing Center

Debbic O,

hd

1

1 Compass Testing

|

' ]

Walk in at Qutreach Site

Pre-Registration Day

{ Referred by EWC Staff

\

I —

Tests sent o
ouireach centers

Angie

l

Angie, Karen & 1

Qutreach centers
administer the tests
to thelr students

Outreach
Coordinators

CAAP Tests

administered
Angie, Karen &
Debbic O.

hd

Tests mailed to
ACT for scoring

Karen & Debbie O,

r

ACT returns !
results to EWC 1

Marilyn

A 4

Copy of summary
results given to IR
Office and
Qutcomes
Assessment
Commitiee

Marilyn

individual student
results mailed to
students and
placed in advisor
mailboxes

Cheri

Attempt 10 make swdents feel
comfortable with the process
and purpose of the test.”
Angie, Karen, Debbic O &
Cuetreach Coordinators’ and
Adhvisors

Want to sce
example of
test?

Yes

Student takes
Compass tes.

k.

Results explained, course
placement recommendations
highhighted, and given copy of
advising brochure which shows
required scores for all reading,
math and English classes.

Angie, Karen, Debhie (.
Advisors, & Quireach Offices

]
i

l\ o

Referred to Admissions Office.
When possible they are
escorted to the Admissions
Office.

Angie, Karen & Debbie O,

]

Self -Referral |
i

Given example of
test and time to
practice.

Angle, Karen &,

Debbie O.

Referring staff
member called 1o let
them know this
individual has taken
the Compass test.

Angie, Karen,

Debbie O &




Testing Services

GED Testing Classroom Make-Up Testing

Other Testing

: _

Client’s needs determined at Initial Meeting

Angie, Karen, Debbie Q. & Cutreach Coordinators

v

Take GED Pre-Test .

Angie, Karen, Debbie 0., Outreach Coordinators,

v

& ABE Instructors

Referred to
ABE/GED

Services

Take GED Test

Angie, Karen, Debbic O. & Quireach Coordinarors

}

Encouraged to attend EWC. Told about GED
scholarships at EW(C.

:

Introduced to UW EOC Coordinator for assistance
with financial aid, inlerest testing, selecting a school
and EWC application process.

Schedule Compass Testing

v
Referred to Admissions, or, in some cases, 1o the
advisor best-suited for their major or circumstance.

APPLICANT




Personal Enrichment and Job Skills Training

General Community
Education Courses

v

Advisory Council

Meetings Class ideas,

scheduling/instructors
Ann, Annie, Sondra,
Dee and Community

Members
|

Workforce

Training

Networking visits with businesses

Dick, Kristi & Outreach
Coordinators

v

Determine training needs

Dick, Kristi & Outreach
Coordinators

!

Design Brochure
Annie, Sondra, Outreach Offices &
Tami

!

Brochure mailed 3 weeks
before courses begin
Tami

¥

For some courses send
registration forms to
appropriate school/grade 3
weeks before
course/program beging
Sondra

i

[ Walk-Ins

Mail-In !

Registrations

Phone Calls

Register Students
Sondra, Annie
Lynn & Quireach
Offices

Non-Credit
Students

/

Students

instructor

Course plan
developed with the
business(es) and

|

Set Dates and make

arrangements for facilities,

books, supplies, snacks, etc.
Dick, Kristi & Outreach

Coordinators

¥

Dick, Kristi & Outreach Coordinators

Market Class

Credit Registration

|

Credit or
Non-
Class

¢

Non-Credit Registration

Credit

Non-Credit
Students

Course
Evaluation

Instructor

!

Repeat
Course as

needed

Matl reminder

cards 1 week
before class begins
Sondra

Evaluate Course
Students

!
¥

Student Evaluations
reviewed for suggestions
On COUTSE IMProvement
and new course ideas
Ann, Annie, Dee &
Sondra




Personal Enrichment and Job Skilis Training

Fitmess Center
|
Phone Call
Or
Walk-in

¥ -

Determine which Fitness
Course they should be in.

Deb Doren, Jan L., Marlise
Brower, Comm Ed Office

h 4
Enter demographic data, Register Student

Deb Doren or Comm Ed Office if noncredit

STUDENTS

Needs
orientation
or re-
evaluation

Fitness Center
Evaluation Form

i No

¥
E Workout in Fitness Fitness Center
; Center Orientation

3 available summer 2007

Jan L., Verl Petsch, and
Marlise Brower
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