Worksheet: #2

Administrative and Support Service Units
Mission and Objectives Development Worksheet
	Registrar
	
	Oct. 1, 2007 to Sept. 01, 2008

	Unit/Office/Program
	
	Assessment Period Covered

	
	
	

	
	
	Date Submitted


	Institutional Mission/Strategic Goal:

	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 the development of the Federated States of Micronesia by providing academic, career and technical educational opportunities for student learning.  

	Strategic Goal (which strategic goal(s) most support the services being provided):

SPG2.  Provide institutional support to foster student success and satisfaction
a. Maintain and store accurate student records and files
b. Process student admission and registration
c. Process student information request in a timely manner


	Administrative and Support Service Unit/Program Mission Statement (First present a philosophical statement related to your units/program/office followed by a listing of the services you provide):  To maintain the integrity of the official academic record of students and to support the institution’s goal by providing accurate and timely information for administrative purposes and for academic evaluation at FSM Fisheries and Maritime Institute.


	Administrative and Support Service Unit/Program Objectives: 

	Objective 1:  Maintain and store accurate student records and files


	Objective 2:  Process student admission and registration


	Objective 3:  Process student information request in a timely manner



	Administrative and Support Services Objectives Should be Constructed Based on Currently Existing Services:

	Name of Unit will

The Registrar will provide quality services to the students.  The services are to update and maintain accurate student records and files, process student admission and registration on time.  And process student information request in a timely manner.
	Improve

Provide quality 

etc. 
	Name of Current Service

· Updates and maintain of official students’ record.

· Processing of students registration and information request on a timely manner


	Client
	The students will be satisfied with the services provided to them by the Registrar.
	Name of Current Service

· Processing of students admission and registrations.
· Processing of student information request (transcript) in a timely manner

	Students attending
	AES Services

Will have orientation with the students at the beginning of the school year to give them a good understanding on how to fill out the registration and other forms.
	.


Administrative and Support Service Units

Assessment Plan
	Registrar
	
	Oct. 1, 2007 to Sept. 30, 2008

	Unit/Office/Program
	
	Assessment Period Covered

	(   ) Formative Assessment
	
	

	(    ) Summative Assessment
	
	Date Submitted


	Institutional Mission/Strategic Goal:

	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 Goal (which strategic goal(s) most support the services being provided):




	Administrative and Support Service Unit/Program Mission Statement :  To maintain the integrity of the official academic record of students and to support the institution’s goal by providing accurate and timely information for administrative purposes and for academic evaluation at FSM Fisheries and Maritime Institute.


	Administrative and Support Service Unit/Program Objectives: 

	To maintain and store official student records and to process admission and student information request in a timely manner.


	Evaluation questions
	Data sources
	Sampling
	Analysis

	Did the Registrar maintain accurate student records?
	Students’ records
	All students records
	Summative

	Are the students satisfied with the services of the Registrar?
	Results of the students survey
	All students
	Summative

	Did the Registrar process student request in a timely manner?
	Results of students survey, log of processed documents
	All students
	Summative


Timeline

	Activity
	Who is Responsible?
	Date

	Students’ admission and registration documents are complete
	Registrar
	Beginning of each term

	Students’ grades are complete and submitted to OAR at National campus 
	Registrar
	After each term

	All the students’ record are complete and store in a safe place
	Registrar
	June 2008

	
	
	


Comments:
