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	Institutional Mission

	Historically diverse, uniquely Micronesian and globally connected, the College of Micronesia-FSM is a continuously improving and student centered institute of higher education. The college is committed to assisting in the development of the Federated States of Micronesia by providing academic, career and technical educational opportunities for student learning.

	Strategic Goals 
(which strategic goals most support the services being provided)

	Institutional Strategic Goals (Ibid., p. 5)

SPG1.  Provide institutional support to foster student success and satisfaction; as such:

· Promote strategic enrollment management for the college;

· Become more student-centered in the development of specific college system policies and procedures; and

· Promote timely college tenure and graduation of students with mastery of array of core learning objectives, including civic-mindedness and self-value.

SPG2. Provide for continuous improvement of programs, services and college environment; as such:

·  Improve institutional assessment and evaluation; and

·  Develop an integrated data system.



	Administrative Unit Mission Statement
(First present a philosophical statement related to your units/program/office followed by a listing of the services you provide) 

	Unit’s Mission Statement
It is the mission of the Office of Admissions and Records (OAR) to serve its patrons in a professional, courteous, and timely manner which will enable them to meet their goals while upholding college policies.  As such, OAR is committed to make its services continuously accessible to all its patrons through improved, dedicated, motivated, and skillful employees that guarantee the integrity, confidentiality, and security of all academic records.  
Unit’s Services
Currently, the Office of Admissions and Records (OAR) provides programs and services to its patrons, as follows:

· Academic transcripts

· Registration
· Record and report academic standing (e.g., academic honors, probation, and suspension)
· Enrollment and program completion verification
· U.S. Veteran Affairs e-certification
· Degree audit, and graduation check
· Process grade change, name change, change of major and individual degree plan (IDP), and others
· Transfer credit evaluation and equivalencies
· Issuance of degrees and certificates, duplicate degrees or certificates, transfer credentials, and others
· Receive, evaluate, consolidate, systematize, control, maintain, and preserve student academic records
· Provide reports to other divisions, such as, but by any means not limited to, enrollment lists, mid-term deficiency reports, academic standing, program completion reports, persistence and attrition reports, and others. 


	Administrative Unit Objectives

	Objectives and Strategies
	Linkages to Strategic Plan Goals (SPG’s), 2009 Institutional Priorities (IP-FY 2009), and WASC Recommendations (WR)

	1. Serve the students and alumni, in their pursuit of personal and professional development inside and outside the college through the issuance of complete and authentic documents to support their attainments and experiences;
1.1. Accurate and timely processing of data related to course offerings, registration, and academic records;

1.2. Support and advice regarding academic policies and procedures; and

1.3. Formulate rules and guidelines to accommodate the needs and problems of the students in the light of the policies, procedures, and standards of the college.
	SPG2.  Provide institutional support to foster student success and satisfaction.

WR6.  Create continuity.  The college needs to standardize instruction, student services, learning environment, and quality of instruction in areas like policy manuals, comprehensive and consistent student services, adequate facilities especially for Chuuk Site.

IP-FY 2009. Ensure quality and consistency of instructional and student services.

IP-FY 2009. Ensure continuous improvement by (a) continuing implementation of the college’s enrollment management plan and conducting summative assessment, and (b) providing continuous improvement through a comprehensive staff training program

	2. Establish a system of verifying the veracity and authenticity of records and documents relative to the qualifications of students in the completion of their respective fields of endeavor in  the light of the college requirements;
2.1.  Accurate and timely processing of data related to course offerings, registration, and academic records; and

2.2. Provide continuous training and technical support to staff on the proficient use of the Student Information System (SIS) which includes but certainly not limited to guaranteeing accurate data entry operations, and others.
	SPG2.  Provide institutional support to foster student success and satisfaction.

WR6.  Create continuity.  The college needs to standardize instruction, student services, learning environment, and quality of instruction in areas like policy manuals, comprehensive and consistent student services, adequate facilities especially for Chuuk Site.

IP-FY 2009. Ensure quality and consistency of instructional and student services.

IP-FY 2009. Ensure continuous improvement by (a) continuing implementation of the college’s enrollment management plan and conducting summative assessment, and (b) providing continuous improvement through a comprehensive staff training program.

	3. Maintain a system to safeguard the students and alumni records and documents and preserve their confidentiality for posterity and availability for research purposes;

3.1. Security and privacy for the college’s academic records; and

3.2. Provide advice and training to faculty and staff on privacy issues.

	SPG2.  Provide institutional support to foster student success and satisfaction.

WR6.  Create continuity.  The college needs to standardize instruction, student services, learning environment, and quality of instruction in areas like policy manuals, comprehensive and consistent student services, adequate facilities especially for Chuuk Site.

IP-FY 2009. Ensure quality and consistency of instructional and student services.

IP-FY 2009. Ensure continuous improvement by (a) continuing implementation of the college’s enrollment management plan and conducting summative assessment, and (b) providing continuous improvement through a comprehensive staff training program.

	4. Establish rapport and harmonious relationship with other departments of the college for the smooth and effective implementation of the policies, procedures, and standards;

4.1. Provide data to a variety of constituents, in support of the administrative and academic decision-making processes; and

4.2. Cooperate and coordinate with other institutions, both public and private, by establishing linkages with these institutions and agencies towards achieving inter-institutional interaction.
	SPG4.  Provide continuous improvement of programs, services, and college environment.
WR6.  Integrate planning – the college must develop and implement college-wide planning that includes all sites and individuals, and integrates planning aspects, data, research, and college plans.

IP-FY 2009.  Improve communications, governance and technical assistance by increasing the college role in providing consultant and advisory services to the state and national governments.



	Assessment and/or Evaluation Questions

	Assessment and/or Evaluation Questions
	Data Sources
	Sampling Methodology
	Analysis

	What is the Office’s degree of effectiveness in delivering continuously accessible services to all its patrons? (Objectives 1 and 2)
	1. OAR Satisfaction Survey 2008 (questionnaire is attached)
	Non-probability sampling method
	Descriptive Statistics 

	What is the Office’s degree of effectiveness in ensuring the integrity, confidentiality, and security of all academic records? (Objectives 1, 2, and 3)
	1. Document and/or record review
	Reporting period, January 2008 to December 31, 2008
	Record review and analysis

	What is the patrons’ level of satisfaction of the services provided them by the Office of Admissions and Records-National Campus? (Objective 1 and 4)
	1. OAR Satisfaction Survey 2008 (questionnaire is attached)
2.  Fall 2007 versus Fall 2008 Registration Surveys (source: IRPO)
	Non-probability sampling method

	Descriptive Statistics

	Comments

	Assessment and Evaluation Instruments

1.  OAR Satisfaction Survey 2008

OAR staff collaboratively worked on designing and developing the OAR Satisfaction Survey 2008 as one of the primary instruments to measure assessment and evaluation questions 1 and 2.   Completed in May 28, 2008, the survey questionnaire consists of two parts:

(a) Demographic descriptions and services availed from OAR  of respondents (questions 1 and 2); and

(b) Series of questions (in Five-Point Liker t Scale) aimed at soliciting the respondents’ perceptions of the services provided by the Office – i.e., levels of satisfaction (questions 3 to 14).

2. Fall 2008 Registration Survey

This instrument was designed, developed, and administered by the Institutional Research and Planning Office.  As part of its 2008-2009 program evaluation and review, OAR will statistically compare results of the Fall 2007 and Fall 2008 registration surveys (exclusively to data related to OAR).


	Timelines

	Activities
	Who is responsible
	Dates

	Pre-Evaluation: Evaluation questions, methodologies, sample, and data collection plan
	The Registrar and all OAR Staff (Arbel Ben, Marion Luke, Sernida Eperiam, and Vasantha Senarathgoda)
	March to April 30, 2008

	Pre-Evaluation:  
(a) Designing and developing data collection tool (OAR Satisfaction Survey 2008)
(b) Assessment plan (WK 1 and WK2) submitted to VPSS Office and  Assessment Committee
	The Registrar and all OAR Staff (Arbel Ben, Marion Luke, Sernida Eperiam, and Vasantha Senarathgoda)

The Registrar
	April 30 to March 28, 2008

February 18, 2009

	Evaluation: Data gathering

(a) Fall 2008 Registration Survey

(b) Administration of the OAR Satisfaction Survey 2008
(c) Documents and/or record review
	IRPO

Romple Emwalu, OAR Student Services Assistant on-special contract
Marion Luke, Sernida Eperiam and Arbel Ben
	August 11 to 19, 2008

June 2 to February 13, 2009
June to December, 2008 



	Evaluation: Data tabulation, analyses, and interpretation

(a) Data tabulation
(b) Data analyses and interpretation
	Vasantha Senarathgoda, Student Services Specialist I

The Registrar
	February 16 to 20, 2009
February 23 to 27, 2009

	Evaluation: 

(a) Evaluation Report and recommended action plan

(b) Communicate Evaluation Plan and Report to VPSS Office, and Assessment Committee


	The Registrar and all OAR Staff (Arbel Ben, Marion Luke, Sernida Eperiam, Vasantha Senarathgoda, and Romple Emwalu)

The Registrar
	March 2 to 20, 2009

March 23, 2009 to the VPSS Office

March 25, 2009 to the Assessment Committee

	Post-Evaluation:  Make decisions and use evaluation results as management feedback tool to introduce changes or improvements
	Registrar and VPSS Ringlen Ringlen
	April to May, 2009

	Next Evaluation Cycle begins
	The Registrar and all OAR Staff (Arbel Ben, Marion Luke, Sernida Eperiam, and Vasantha Senarathgoda)
	June, 2009
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