Worksheet: Administrative #1

Administrative and Support Units
Mission and Objectives Development Worksheet
	          Pohnpei Campus SS FAO
	
	                  SY 2006-2007

	Unit/Office/Program
	
	Assessment Period Covered

	
	
	               February 06, 2008

	
	
	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):

Strategic Goal #2: Provide Institutional Support to foster student success and satisfaction


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

The Pohnpei Campus Student Services supports the College’s commitment to create an environment that achieves and maintains the optimum recruitment, retention and attainment of all eligible students by: 

1. Assisting prospective students and enrolled students in applying FAFSA 

2. Preparing all necessary forms and documents to determine the amount of award

3. Counseling students on their rights and responsibilities relative to financial aid

4. Assisting with student need analysis, verification and packaging

5. Conducting financial aid workshop 

6. Monitoring student satisfactory academic progress

7. Coordinating College work-study program

8. Communicating closely with FAO, OAR and Business Office counterparts

9. Assisting the Student Services Coordinator in preparation of reports

10. Establishing and implementing deadlines for submission of student files to FAO for proper awarding




	Administrative Unit/Program Objectives: 

	Objective 1: Pohnpei Campus Student Services Financial Aid Office will process and submit 80% of eligible student files to National Campus FAO for proper awarding


	Objective 2: Pohnpei Campus Student Services Financial Aid Office will conduct survey to students, faculty and staff to determine the level of satisfaction


	Objective 3: Pohnpei Campus Student Services Financial Aid Office will provide financial aid counseling to students, staff, faculty and stakeholders


	Objective 4: 




Administrative and Support Units

Assessment Plan
	Pohnpei Campus SS FAO
	
	                      2006-2007

	Unit/Office/Program
	
	Assessment Period Covered

	(   ) Formative Assessment
	
	               February 06, 2008

	(    ) 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):

Strategic Goal #2: Provide Institutional Support to foster student success and satisfaction


	Administrative Unit/Program Mission Statement :
The Pohnpei Campus Student Services supports the College’s commitment to create an environment that achieves and maintains the optimum recruitment, retention and attainment of all eligible students by: 

1. Assisting prospective students and enrolled students in applying FAFSA 

2. Preparing all necessary forms and documents to determine the amount of award

3. Counseling students on their rights and responsibilities relative to financial aid

4. Assisting with student need analysis, verification and packaging

5. Conducting financial aid workshop 

6. Monitoring student satisfactory academic progress

7. Coordinating College work-study program

8. Communicating closely with FAO, OAR and Business Office counterparts

9. Assisting the Student Services Coordinator in preparation of reports

10. Establishing and implementing deadlines for submission of student files to FAO for proper awarding




	Administrative Unit/Program Objectives: 

	Objective 1: Pohnpei Campus Student Services Financial Aid Office will process and submit 80% of eligible student files to National Campus FAO for proper awarding



	Objective 2: Pohnpei Campus Student Services Financial Aid Office will conduct survey to students, faculty and staff to determine the level of satisfaction



	Objective 3: Pohnpei Campus Student Services Financial Aid Office will provide financial aid counseling to students, staff, faculty and stakeholders




Administrative and Support Units

Mission and Objectives Development Worksheet

	Pohnpei Campus SS Health Services
	
	                   SY 2006-2007

	Unit/Office/Program
	
	Assessment Period Covered

	
	
	                February 06, 2008

	
	
	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):

Strategic Goal #3: Create an adequate, health and functional learning and working environment


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

The Pohnpei Campus Student Services supports the College’s commitment to create an environment that achieves and maintains the optimum recruitment, retention and attainment of all eligible students by: 

1. Providing assessment and treatment for minor medical, dental, chronic and acute cases of illness/problems.

2. Referring student to physicians or appropriate health agencies as necessary

3. Providing health counseling, preventive care and screening 

4. Establishing and maintaining Health records for new and continuing students of Pohnpei campus

5. Conducting annual physical examination to all students, staff and faculty.

6. Providing transportation for referred students to and from health agencies

7. Ordering/re-ordering pharmaceutical supplies and equipment for the clinic

8. Increasing students, staff and faculty awareness regarding the availability of health care services provided at Pohnpei campus.

9. Providing an eye clinic/ vision screening once annually.

10. Providing contraceptive methods and information to students, staff and faculty

11. Designing and implementing annual health activities/programs/presentation

12. Providing and maintaining supplies of health references and materials for the clinic 




	Administrative Unit/Program Objectives: 

	Objective 1: Pohnpei Campus Student Services health clinic will improve and enforce collection of student health records for reference. 

	Objective 2: Pohnpei Campus Student Services health clinic will provide pre/post test during health activities 

	Objective 3: Pohnpei Campus Student Services Health Clinic will provide quality basic health care needs to students, faculty and staff.


Administrative and Support Units

Assessment Plan

	Pohnpei Campus SS Health Services
	
	                     2006-2007

	Unit/Office/Program
	
	Assessment Period Covered

	(   ) Formative Assessment
	
	               February 06, 2008

	(    ) 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):

Strategic Goal #3: Create an adequate, health and functional learning and working environment


	Administrative Unit/Program Mission Statement :
The Pohnpei Campus Student Services supports the College’s commitment to create an environment that achieves and maintains the optimum recruitment, retention and attainment of all eligible students by: 

1. Providing assessment and treatment for minor medical, dental, chronic and acute cases of illness/problems.

2. Referring student to physicians or appropriate health agencies as necessary

3. Providing health counseling, preventive care and screening 

4. Establishing and maintaining Health records for new and continuing students of Pohnpei campus

5. Conducting annual physical examination to all students, staff and faculty.

6. Providing transportation for referred students to and from health agencies

7. Ordering/re-ordering pharmaceutical supplies and equipment for the clinic

8. Increasing students, staff and faculty awareness regarding the availability of health care services provided at Pohnpei campus.

9. Providing an eye clinic/ vision screening once annually.

10. Providing contraceptive methods and information to students, staff and faculty

11. Designing and implementing annual health activities/programs/presentation

12. Providing and maintaining supplies of health references and materials for the client’s education.




	Administrative Unit/Program Objectives: 

	Objective 1: Pohnpei Campus Student Services health clinic will ensure to collect and keep all health records of students for health reference. 

	Objective 2: Pohnpei Campus Student Services health clinic will provide pre/post test during health activities 

	Objective 3: Pohnpei Campus Student Services Health Clinic will provide quality basic health care needs to students, faculty and staff.


Pohnpei campus student services evaluation question

	Evaluation question
	Data sources
	Sampling 

approach
	Analysis

	Did Pohnpei Campus Student Services process student records and requests in a timely manner?
	· Student records 

· Graduation lists

· Grade Sheets 

· FAFSA Application Process

· Complete Financial Aid Documentation:  

· Work Study Policies and Procedures

· Drug  and Alcohol Statements of Understanding

· Individual Development Plan

· Enrollment lists


	admission applications, acceptance and invitation letters, high school dips or transcripts, health examination forms, birth certificates or passports,

 Financial statements, Personal documents for verification, Student Aid Reports, Institutional financial aid form
	· Descriptive statistics

· Content statistics

· Percentage of Financial Aid

· 

	What is the level of satisfaction of students, faculty, staff, and key stakeholders with student services at Pohnpei campus?
	· Registration & orientation survey

· Interviews

· Meetings with stakeholders

· Counseling

· Workshop & training surveys
	Fall 2006 and Spring 2007 O & R surveys

Fall 2005 Alumni

Develop counseling surveys

Develop more surveys

School year 2005 – 2006
	· Descriptive analysis

· Content analysis 

	How did student services contribute to student success?
	· Retention rate

· Graduation rate

· Transfer Rate

· Program completion Rate

· Academic advisement

· Counseling Rate

· EWDR

· Mid term deficiency

· Tutorial sessions

· Workshops/Trainings
	· School year 2005 – 2006
	· Descriptive analysis

· Content analysis


Administrative and Support Units

Assessment Plan
	Pohnpei Campus SS OAR
	
	                   2006-2007

	Unit/Office/Program
	
	Assessment Period Covered

	(   ) Formative Assessment
	
	                February 06, 2008

	(    ) 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):

Strategic Goal #2: Provide Institutional Support to foster student success and satisfaction


	Administrative Unit/Program Mission Statement :
The Pohnpei Campus Student Services OAR supports the College’s commitment to create an environment that achieves and maintains the optimum recruitment, retention and attainment of all eligible students by: 

1. Receiving and keeping all students’ admissions records.

2. Entering data into database system which includes registration card, semester grades, drop/add forms, change of grade memorandum, withdrawals, change of education major, and all required and necessary student information.

3. Updating students IDPs every semester

4. Preparing official enrollment lists, class roster, midterm deficiency reports, grade sheets, and students history for National Campus OAR, FAO, Counseling Office and Instructional Office.

5. Assisting with student need analysis and verification.  

6. Ensuring the safety and security of all student files. 

7. Assisting in orientation, course selection and registration.  

8. Assisting National Campus OAR and FAO with all student information.

9. Communicating closely with NC OAR, FAO and Business Office counterparts

10. Assisting the Student Services Coordinator in preparation of reports

11. Ensuring submission of student files, grades and graduation applications to NC OAR on a timely manner.




	Administrative Unit/Program Objectives: 

	Objective 1: Pohnpei Campus Student Services OAR process and submits students records to NC OAR on a timely manner  



	Objective 2:  Pohnpei Campus Student Services OAR will improve the quality of services provided to students, faculty and staff



	Objective 3:  Pohnpei Campus Student Services OAR will ensure that students understand the academic requirements for completing their programs




	Evaluation question
	Data sources
	Sampling 

approach
	Analysis

	Did Pohnpei Campus Student Services process student records and requests in a timely manner?
	· Student records 

· Graduation lists

· Grade Sheets 

· FAFSA Application Process

· Complete Financial Aid Documentation:  

· Work Study Policies and Procedures
· Drug  and Alcohol Statements of Understanding
· Individual Development Plan
· Enrollment lists


	admission applications, acceptance and invitation letters, high school dips or transcripts, health examination forms, birth certificates or passports,
 Financial statements, Personal documents for verification, Student Aid Reports, Institutional financial aid form
	· Descriptive statistics

· Content statistics

· Percentage of Financial Aid

· 

	What is the level of satisfaction of students, faculty, staff, and key stakeholders with student services at Pohnpei campus?
	· Registration & orientation survey

· Interviews

· Meetings with stakeholders

· Counseling

· Workshop & training surveys
	Fall 2006 and Spring 2007 O & R surveys
Fall 2005 Alumni

Develop counseling surveys
Develop more surveys

School year 2005 – 2006
	· Descriptive analysis

· Content analysis 

	How did student services contribute to student success?
	· Retention rate

· Graduation rate

· Transfer Rate

· Program completion Rate

· Academic advisement
· Counseling Rate

· EWDR

· Mid term deficiency
· Tutorial sessions

· Workshops/Trainings

· Student orientation

· Student visits

· Student IDPs
	· School year 2005 – 2006
	· Descriptive analysis

· Content analysis


Administrative and Support Units

Mission and Objectives Development Worksheet

	Student Services Coordinator’s Office
	
	SY 2006-2007

	Unit/Office/Program
	
	Assessment Period Covered

	
	
	February 06, 2008

	
	
	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):

· Strategic Goal 1: Promote learning and teaching for knowledge, skills, creativity, intellect, and the abilities to seek and analyze information and to communicate effectively 

· Strategic Goal 2: Provide Institutional Support to foster student success and satisfaction

· Strategic Goal 3: Create an adequate, healthy and functional learning and working environment

· Strategic Goal 4: Foster effective communication


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

The Pohnpei Campus Student Services supports the College’s commitment to create an environment that achieves and maintains the optimum recruitment, retention and attainment of all eligible students by: 

· Coordinating the planning and development  of programs and services with VPSSA and Campus Director

· Liaise with the SBA, island community, campus personnel and all stakeholders;

· Implementing and evaluating student services policies and procedures; 

· Coordinating evaluation and assessment of students services and activities; 

· Coordinating, implementing and monitoring student learning outcomes in the area of student services; 

· Planning and managing student services budget

· Supervising and evaluating students services staff; 

· Coordinating student services programs, workshops, and trainings 

· Coordinating and monitoring strategic enrollment plan at the state campus; 

· Keeping all stakeholders informed on current student affairs, activities and policies; 

· Implementing and Enforcing student disciplinary process; 

· Receiving and distributing reports appropriately in a timely manner.




	Administrative Unit/Program Objectives: 

	Objective 1:  The Office of Student Services Coordinator will improve the flow of information

by monitoring the various Pohnpei Campus Student Services office’s process of  reporting and assuring they are in conformity to the set timetable and deadline.

	Objective 2:  Students taking the services, trainings or workshops will be satisfied with the contents of Pohnpei Campus services and by the way they are treated by the Student Services Staff.

	Objective 3:  The students will be able to gain from the Student Service’s involvement in their educational Endeavour 


Administrative and Support Units

Mission and Objectives Development Worksheet

	Pohnpei Campus SS Counseling
	
	Fall 2005 to Fall 2006

	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 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):

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

1. Promote strategic enrollment management plan for the college.

2. Become more student centered in the development of specific college system policies, and procedures.

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

4. Develop a student-friendly campus environment that encourages and enables students to be health conscious.


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

Pohnpei Campus Student Services supports the College’s commitment to create an environment that achieves and maintains the optimum recruitment, retention, and attainment of all eligible students by:

Providing students with Counseling Services that supports students by providing counseling, guidance, information and education. The duties and responsibilities of the counselors include:

· Arranging for peer counseling on a regular basis

· Arranging workshops on career selection and work preparation

· Keeping complete up to date records of all students transferring into and out of the campus

· Identifying and compiling a list of resource persons on and off campus who have the expertise in alcohol/drug counseling

· Assisting in the areas of registration, course selection, course withdrawal and graduation exercises

· Counseling students on personal matters, school matters, grades, graduation requirements, further education, scholarship information, etc.


	Administrative Unite/Program Objectives: 

	Objective 1:  Improve the rate of disseminating important academic information to students and consultations with    students regarding deficiencies and financial aid appeals.


	Objective 2:  Increase student awareness and knowledge through educational events and workshops.

	Objective 3:  Increase student use and contact rates of counseling services.

	Objective 4:  Implement a tutorial program for all Pohnpei Campus students.


Administrative and Support Units

Assessment Plan

	Pohnpei Campus SS Counseling
	
	SY: 2006-2007

	Unit/Office/Program
	
	Assessment Period Covered

	(    ) Formative Assessment
	
	

	( x ) 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):

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

1. Promote strategic enrollment management plan for the college.

2. Become more student centered in the development of specific college system policies, and procedures.

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

4. Develop a student-friendly campus environment that encourages and enables students to be health conscious.


	Administrative Unit/Program Mission Statement:

Pohnpei Campus Student Services supports the College’s commitment to create an environment that achieves and maintains the optimum recruitment, retention, and attainment of all eligible students by:

Providing students with Counseling Services that supports students by providing counseling, guidance, information and education. The duties and responsibilities of the counselors include:

· Arranging for peer counseling on a regular basis

· Arranging workshops on career selection and work preparation

· Keeping complete up to date records of all students transferring into and out of the campus

· Identifying and compiling a list of resource persons on and off campus who have the expertise in alcohol/drug counseling

· Assisting in the areas of registration, course selection, course withdrawal and graduation exercises

· Counseling students on personal matters, school matters, grades, graduation requirements, further education, scholarships, etc.




	Administrative Unit/Program Objectives: 

	Objective 1:  Improve the rate of disseminating important academic information to students and consultations with students regarding deficiencies and financial aid appeals.
Objective 2:  Increase student awareness and understanding through educational events and workshops.
Objective 3:  Increase student use and contact rates of counseling services.




	Evaluation questions
	Data sources
	Sampling
	Analysis

	1. Did Pohnpei Campus Student Services Counseling Office process student records and requests in a timely manner?
	Monthly reports

(2005-2006)

Daily Activity Logs

 E-files of Advisement list, EWD list, Mid-term deficiency notices, and SAP appeals
	EWD List; Midterm Deficiency Memos to students; SAP Appeals (electronic & hard copied) 
	Descriptive

	2. What is the level of satisfaction of students, faculty, staff, and key stakeholders with student services Counseling office at Pohnpei campus?


	Career Day 2007

Work preparedness workshop attendance sheets  

Test Taking Tips Workshop attendance sheets & surveys


	Student visits

Number of activity participants.


	Descriptive

	3. How did student services contribute to student success?
	Customer services survey

Grade Sheets

Tutorial visitation logs
	All visits

Tutorial sign in and activity sheets
	Descriptive

	
	
	
	


Timeline

	Activity
	Who is Responsible?
	Date

	Monthly Reports
	Counselors
	SY: 2006-2007

	Work Preparedness Workshops
	Counselors
	May 4, 2007

	Career Day 2007
	Counselors
	February 14, 2007

	Tutoring
	Counselors
	SY: 2006-2007


Administrative and Support Units

Assessment Plan

	Pohnpei Campus Sports & Recreation
	
	2006-2007

	Unit/Office/Program
	
	Assessment Period Covered

	(   ) Formative Assessment
	
	February 6, 2008

	(    ) 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):

Strategic Goal #2: Provide institutional support to foster student success and satisfaction

Strategic Goal #3: Create an adequate, health and functional learning and working environment

Strategic Goal #8: Promote the uniqueness of our community, cultivate respect for individual difference, and champion diversity


	Administrative Unit/Program Mission Statement :
The Pohnpei Campus Student Services supports the College’s commitment to create an environment that achieves and maintains the optimum recruitment, retention and attainment of all eligible students by: 

11. Ensuring the welfare of students with regards to physical condition and fitness of students to undergo studies at school

12. Reporting the welfare of the sports facilities and student activities to the Coordinator

13. Advising the Student Body Association and Student Clubs

14. Assisting in the implementation of recreational programs by conducting workshops in recreational specialties

15. Monitoring and maintaining sports equipments and facility

16. Instructing and coaching team and individual sports activities

17. Monitoring student union and gymnasium

18. Transporting students to/from student and sport activities

19. Arranging and coordinating interscholastic and intramural sports activities

20.  Organizing games between students and the local community




	Administrative Unit/Program Objectives: 

	Objective 1: Pohnpei Campus Student Services Sports & Recreation will increase students’ participation in recreational activities

	Objective 2: Will monitor and ensure functionality of recreation facility and sport equipments



	Objective 3: Pohnpei Campus Student Services Sports & Recreation will improve and maintain students’ athletic and social skills 




	Evaluation questions
	Data sources
	Sampling
	Analysis

	Did Pohnpei Campus Students Services process student records and requests in a timely manner?
	Calendar of activities

Club sign-up sheets

Sports Equipment Log-out Sheet

SBA Candidate Forms


	General Assembly Announcement

Request Forms


	

	What is the level of satisfaction of students, faculty, staff, and key stakeholders with student services at Pohnpei Campus?
	Equipment inventory

Monthly reports

Facility use log
	Request Forms

Request Letter
	

	How did student services contribute to student success?
	Calendar of activities

Game schedules

SBA Candidate Forms


	Monthly Reports
	


