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INSTRUCTIONS: 
1. This Program Planning Update covers the academic years 2012-2013 and 2013-2014.

2. The planning should be for the academic year 2015-2016.

3. Use the Save As feature in Word to save this template with your program name, so that you do not overwrite the original template. Please use your program’s catalog rubric and this format when naming your document: 

Rubric PPU 15_16

e.g., ESL PPU 15_16

4. If the document displays in large type with only File, Tools, and View tabs at the top of the page, select View, Edit Document. You will then be able to type where it says “Click here to enter text” and you will be able to click on the check boxes to select them.

5. In each section, click in the box under the instructions and fill in your information. The box will expand as you type. If a section is not pertinent to your program enter N/A in the box; do not leave it blank.

6. When you have completed the form, run the spell-checker (click inside the text in the first box, then click on the Review tab and find Spell-Check in the far left corner of the ribbon).

7. Please address your questions to your Program Review Committee representatives or the PR Chair Karin Spirn. Concerns, feedback and suggestions are welcome at any time to PRC representatives or co-chairs.

8. Instructions for submitting your Program Planning Update will be available at the start of the fall semester.

I. SERVICE AREA OUTCOMES
Review of academic years 2012-13 and 2013-14

A. SAO Assessment Review

Review your program’s SAO assessment results through spring 2014 and respond to the following questions.

Discuss how assessment results indicate success in provision of student services.  Identify results that indicate a need for improvement.

	 The financial aid office assessed two areas of our department. Our SAOs were as follows; 1) Students will demonstrate an understanding of the Satisfactory Academic Progress as it relates to their continuing eligibility for financial aid, and 2) Students will locate and be able to use easily financial aid information in pursuit of their educational goals.  We have made changes to improve areas of success as well as identifying areas in need of improvement.
1. In determining the financial aid student’s understanding of the Satisfactory Academic Progress as it relates to their continuing eligibility for financial aid, students’ understanding of the policy was measured at the close of SAP Workshops.  As of the fall term 2013, our focus was to assess the students who were disqualified due to not maintaining financial aid progress as indicated in our SAP Policy and as per financial aid federal regulations.  The financial aid office provided an hour long SAP workshop to disqualified students. These workshops consisted of a one hour power point presentation and handouts were given to each attendee.  The workshops explain in detail the requirements for meeting and maintaining progress as well as the process of becoming re-instated.  At the close of each workshop students are given a seven question Satisfactory Academic Policy Survey to determine if students had a better understanding of the Satisfactory Academic Progress Policy. Of a total of 98 students surveyed to date, 94% of students indicated “Yes, definitely” or “mostly” to finding that the workshop information was helpful. In addition, 91.84% of students indicated that “yes, definitely” or “mostly” indicating that the workshop helped the students better understand why they were disqualified from financial aid.  Our assessment data shows that the majority students who are disqualified and attended an SAP workshop had a better understanding of their satisfactory academic progress as it relates to their continuing eligibility for financial aid.  Areas of improvement are to target not only students who have been disqualified from financial aid, but to also include warning students who are at risk of losing their financial aid due to one semester of poor progress.  
2. To determine if students are able to locate and use financial aid information in pursuit of their goals, we developed an Email Communication Survey.  This survey was administered to all current Pell Grant-eligible students in October 2014; there were 238 responses.   Generally the Key findings: 1) 84% of students indicated they read the content of the emails 2) 81% of students indicated the information was presented clearly.  To address this SAO, we have also improved our signage on campus to provide financial aid information to our students through two digital flat screen televisions which have been placed outside the financial aid office.  Digital signage provides students with the most up to date financial aid news, office information, deadlines, and scholarships.  We continue to strongly encourage students to access their “Zone mail” student email accounts to receive financial aid office communication.  Information sent via email include missing documentation letters, award notifications, debit card information, unsatisfactory progress warning and disqualification letters, annual scholarship program notification, and  other information pertinent to financial aid.  We have promoted the use of Class-Web self-services so that students can review their financial aid status.  We constantly update and make changes to our financial aid website to remain current.   We have introduced Financial Aid TV, a program that allows students to watch informational online videos in response to their financial aid questions.  Areas that are in need of improvement are further visual communication to students on campus.  Currently there is no way to post general information to students. The addition of glass bulletin boards outside of the FA office will solve this problem.  Also, we need to develop a method to better inform students how to navigate Class-Web to optimize their understanding of the financial aid information available to them.  



Discuss changes made in how your program provides services based on assessment data.

	Based on the great success of the FA SAP workshops, the program would like to extend this knowledge to our general financial aid population to support them in their academic success.  To this end we are investigating the feasibility of utilizing an online SAP orientation software available on demand.  With this added resource, students will demonstrate an increased awareness and understanding of the financial aid SAP policy as it relates to continued financial aid eligibility and student success.  

 To ensure a student’s understanding of satisfactory academic progress, we will continue to provide a workshop to disqualified students, and we are currently looking into ways to expand this workshop to more financial aid students.  We will continue to post the satisfactory academic progress policy on our website and link this information to all students email award notification.
Based on the assessment data, we have begun to edit the emails that are sent to financial aid students to improve clarity.  For students to be able to access more financial aid opportunities, we will continue to provide the most up to date information via electronic communication, our signage, our website, and hope to expand access to this information through a glass bulletin board where useful financial information can be visible to students at any time.



As a result of your assessment data, give an example of how your program has changed the way it provides guidance to students who use your program’s services, if applicable.
	Click here to enter text.
Currently, we are looking into changing the way we offer our SAP workshops.  We would like to provide a web based Satisfactory Academic Progress Workshop that could be accessible to all financial aid students and that is not limited to students who are disqualified from financial aid.  More importantly, this would benefit students that are placed on financial aid warning.
We have made program changes by providing access to financial aid information via electronic communication, our website, Financial Aid TV, and access to Class-Web.  However, we have found that we will need to provide even more thorough communication to students as to how this information can be accessed easily.  A tutorial about accessing financial aid through Class-Web is imperative for all students so that they would have a better understanding of how to access their financial aid information.



Did your program discover the need for additional resources (for AY 2015-16) based on the assessment results? 
YES ☒
NO   ☐
If yes, please explain.
	Need for a glass bulletin board, tutorial for class-web, interactive online SAP web training.
Funding for the interactive SAP orientation software



B. SAO Process

1. Describe how your program reaches consensus when writing service area outcomes for the entire program.

This is a one person program   ☐
	The Financial Aid Director and all Financial aid staff meet through formal as well as informal meetings to brainstorm and discuss ideas to meet the Service Area Outcomes, ways to measure information, and use information to improve SAO. The Financial Aid Director meets regularly with the Dean of Enrollment Services to discuss SAO, program issues, and SAO assessment results to improve financial aid services to students. 



Describe how your program reaches consensus when developing and evaluating assessments for service area outcomes.

This is a one person program   ☐
	The Financial Aid Director and all Financial aid staff meet through formal as well as informal meetings to brainstorm and discuss ideas to meet the Service Area Outcomes, ways to measure information, and use information to improve SAO. The Financial Aid Director meets regularly with the Dean of Enrollment Services to discuss SAO, program issues, and SAO assessment results to improve financial aid services to students. 



	


What methods does your program use for documenting SAO related discussions? Check all that apply.

Program emails   ☒
Program meeting minutes/agendas   ☒
Blackboard/other website    ☐
Other (please describe)   ☒
	General meetings with Director and financial aid staff, Dean of Enrollment Services, and Student Services Planning Meetings.


II. PROGRAM ANALYSIS
Review of academic years 2012-13 and 2013-14

Review the student data provided by the Office of Institutional Research and any additional data your program has collected. Then respond to the sections below.
A. Data Review

If applicable, summarize any changes in your program’s data since the Annual Program Review of 2011-12 or observed significant trends that will affect program planning or resource requests.  
NOTE: Only include changes that affect student learning, program planning or resource requests.
	There are no significant changes in the number of students who have fallen into financial aid warning or disqualification.  Our data has indicated that students do have a better understanding of the requirements to meet satisfactory academic progress.  Currently, we have targeted students who are disqualified from financial aid, but we expect to expand the SAP workshop to more students and allow for better access through an online workshop.  As noted in the previous program review, the number of applicants that are receiving federal and state aid has been steadily increasing.


B. Human Resources
2. Have there been changes in the number of full-time or part-time faculty associated with your program since the Annual Program Review of 2011-12? If yes, briefly describe the changes.
	N/A


Have there been changes in the number of full-time or part-time classified staff associated with your program since the Annual Program Review of 2011-12? If yes, briefly describe the changes.
	One Full Time Student Services Specialist II has been hired for the 2013-2014 year.


If applicable, describe how the changes indicated in 1 and 2 have impacted the student experience?
	Student’s experience have been impacted by providing more efficiencies, speed in processing, decrease in wait times in both front counter and processing financial aid awards. 


C. Other information pertinent to the program
	Click here to enter text.


III. PLANNING
D. Planning Update

Summarize your program’s plans, initiatives, and objectives accomplished since the Annual Program Review of AY 2011-12 (include accomplishments for the academic years 2012-13 and 2013-14).

	The accomplishments for the 2013-2014 year are that we have been successful with clean audits.  We offered SAP Workshops to students who were not making satisfactory progress and were disqualified.  We have completed objectives for SAO #1 and continually work on objectives for SAO #2 with updates and improvements to our signage, website, the introduction of financial aid TV, and electronic communications to students.  Due to the limitations of counselor availability on our campus, we have collaborated with the counseling department to develop Student Educational Plan workshops where financial aid students can now receive Student Education Plans completed in a timely manner.  We recently hired a new full time staff position.  Further, one of the current staff was reclassified to fulfill the need for financial aid accounting functions.


E. Program Planning for AY 2015-16
As appropriate for your program, please address each of the following areas.  Describe your program’s plans, initiatives, and objectives for the academic year 2015-16. Focus on how planning will impact student learning or the student experience at Las Positas College.  

3. SAO assessments. NOTE: 100% of SAOs in your program should be assessed a minimum of once every two years. 
a. How does your program plan to use the results of the assessments for the continuous improvement of services to students and/or the improvement of student learning?  Examples might include the following (Your responses may vary): 

· change a website
· use technology differently
· update the way an orientation is presented
	Our objectives for the 2015-2016 Academic Year in response to the positive data we received from SAO #1 – plans are to incorporate an online Financial Aid Satisfactory Academic Progress Orientation program that would be readily accessible to all financial aid students. The goal is to improve access and understanding of the SAP requirements as they relate financial aid eligibility and student success.  

Based on the responses of the results from SAO #2, we will look at revising current wording of emails communication based on results.  The financial aid staff will continue to receive program updates and training by attending conferences, trainings, and online webinars to ensure that our staff is updated with current regulatory and program knowledge and the office is compliant with state and federal mandates. 
We will begin the Implementation of STARS Scholarship Software to allow for a more efficient process for students, staff, and committee members.  


b. Have your program’s assessment results shown a need for new SAOs?
YES   ☒

NO   ☐
If yes, for what service areas will your program write new SAOs?

	Depending on the implementation timeline, we may develop an SAO related to the new online scholarship software program and the CashCourse program.


c. What percentage of SAOs will your program assess in the next academic year (2015-16)?
	Plan to assess SAO #1 and SAO #2


Curriculum (omitted – not applicable to non-instructional programs).

General Program Planning

Use this area to describe any program plans, initiative, or objectives your program wishes to accomplish in 2015-16 and their impact on student learning or the student experience. Focus on what the plans are and how they are to be accomplished (not resources needed).

	In the 2015-16 Academic Year, we will continue to assess our SAOs.  Further, the program will implement CashCourse – a free financial literacy program available to all California community colleges.  Goal is to improve financial literacy amongst our students which in turn will help support their academic success and provide tools for the achievement of life goals. Also, we will continue the implementation of the STARS Scholarship Software and update scholarship procedures to accommodate the new technology.  The Program will continue to ensure compliance with federal and state regulations, strive for clean audits, and timely disbursement of financial aid to students.  We will initiate appropriate planning and procedures for implementation of the potential loss of the BOGW fee waiver based on the SSSP mandate and the College’s academic standards of progress.  We will plan for the implementation to be effective Fall 2016.  However, students will need be notified by the end of Fall 2015 if they are at risk of losing their future BOGW.  Based on Student Equity Plan, we hope to secure funds to implement an SAP Online Orientation software. 


IV. Resource Requests for AY2015-16

Complete all areas that apply to your program’s resource needs for 2015-16 (not all areas apply to all programs).
For each request, in the rationale section:

· Describe how meeting this request will improve student learning or the student experience.
· Provide any data or evidence which supports this request.

F. Enrollment Management (omitted – not applicable to non-instructional programs).

G. Human Resources

For each request, describe how meeting this request will improve student learning or the student experience.
4. Request:  New or replacement faculty position(s).

	N/A


Rationale for faculty position request(s)s.
	N/A


Request: Classified staff position(s) (for example, new or replacement classified staff position(s) or increasing classified hours/position level).
	N/A


Rationale for classified staff position request(s).
	N/A


H. Financial

For each request, describe how meeting this request will improve student learning or the student experience.
5. Request: maintenance of, or increase in, existing program budget (e.g., for supplies, etc.)

	Request an augmentation to conference budget by $1000 as well as an increase in budget for basic supplies of $300.  Request funding for Financial Aid TV ($6000), and the Financial Aid TV SAP Orientation Software ($6000),  


Rationale for financial request(s).
	We are requesting additional funds for the conference budget because we have added one additional staff member to our office and we are required to constantly upgrade our knowledge and skills to ensure we are in compliance with federal and state requirement. The increase in this budget would assist in paying for conference expenses.  An increase in a budget for supplies will assist in covering expenses for our office resources and supplies budget, which has not been increased in over 10 years although our staff has nearly doubled in size.  We have no funds within financial aid to pay for Financial Aid TV nor for the Financial Aid TV SAP Orientation software, and must request funds from other sources to cover the expenditures.  


I. Technology (software only – discuss hardware in section E)

For each request, describe how meeting this request will improve student learning or the student experience.  
6. Request: upgrade existing software or purchase new software.

	Request for SAP Counseling Software to provide on-demand access of Satisfactory Academic Progress workshop to all financial aid students.  


Rationale for technology request(s).

	To meet the needs of SAO #1


J. Facilities, Equipment (include technology hardware), Supplies

For each request, describe how meeting this request will improve student learning or the student experience.

7. Request: Renovation or upgrade of existing facilities or new facilities.

	Click here to enter text.


Rationale for facilities request(s).
	Click here to enter text.


Request: Upgrading of existing equipment or purchase of new equipment.

	Click here to enter text.


Rationale for equipment request(s).
	Click here to enter text.


Request: new supplies

	$300 increase for basic supplies including paper, printer cartridges, folders, labels, etc.  Our current budget is actually more than $300 less than it was 15 years ago. 


Rationale for supplies request(s).

	The number of staff has doubled in the last 15 years, as have the number of offices to be supplied.  The current budget is bare-bones and does not fully support the needs of the office. 
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