Assessment - Form 1

Georgia Highlands College Goal Assessment Report Form

	Unit/Team:  Office of the Registrar
	Reported By:  Sandie Davis

	Date Submitted:  June 1, 2007

	Assessment Period:  2006-2007

	

	Related College Goal:  Provide student services that meet the needs of our population; maintain efficient and effective administrative services to support the instructional and community outreach programs of the college.


	Unit/Team Goal: The Office of the Registrar will be an efficient, customer-centered avenue through which GHC students access their records, register for classes; and, ultimately, meet their educational goals.



	Expected Outcome:  Archived student records will be imaged and shredded.


	Outcome Assessment:  An office log will be maintained showing when archived documents have been scanned into our imaging system.


	Performance Targets:  

Primary Target:  2 years of archived records (withdrawal and grade change forms), which have previously not been imaged, will be imaged during the 2006-2007 academic year.

Secondary Target:  25% of archived documents, that have already been imaged, will be shredded.


	Summary of Data Collected (Performance Results):

Primary Target:  5 ½ years of archived records have been imaged.
Secondary Target:  100% of the archived documents that have already been imaged have been shredded.


	Recommended Actions:  Imaging of archived records is proceeding at a much faster rate than expected.  We will continue to image archived documents until all have been completed; however, I do not feel it needs to continue to be monitored as a goal.  


	

	Date: 

Follow-up on Recommended Actions:
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	Unit/Team Goal:  The Office of the Registrar will be an efficient, customer-centered avenue through which GHC students access their records, register for classes; and, ultimately, meet their educational goals.



	Expected Outcome:  The number of withdrawals submitted online will increase 


	Outcome Assessment:  A Crystal report will be pulled to give the total number of withdrawals, the number of withdrawals processed manually, and the number of withdrawals processed online.


	Performance Targets:  

Primary Target:  40% of withdrawals will be submitted online.
Secondary Target:  N/A

	Summary of Data Collected (Performance Results): 
Primary Target:  For Summer Semester 2006, Fall Semester 2006, and Spring Semester 2007 a total of 36.9% of withdrawals were submitted online.
Secondary Target:  N/A


	Recommended Actions: While the 40% goal was not achieved the rate of withdrawals increased from 18.5% during the same time period in 2005-2006.  For these reasons we will continue to promote online services available to students and will continue to monitor this goal.


	

	Date: 
Follow-up on Recommended Actions:
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	Unit/Team Goal:  The Office of the Registrar will be an efficient, customer-centered avenue through which GHC students access their records, register for classes; and, ultimately, meet their educational goals.



	Expected Outcome: Employee will receive customer service training.


	Outcome Assessment:  Monitor the number of Customer Service Certificates received by Admissions, Financial Aid, and Registrar staff.  Survey those receiving certificates.


	Performance Targets:  

Primary Target:  50% of Office of the Registrar staff members will receive a customer service certificate.
Secondary Target:  75% of the employees who received the customer service certificate will report that the training was beneficial.

	Summary of Data Collected (Performance Results): 

Primary Target:  75% of Office of the Registrar staff members received a customer service certificate.
Secondary Target:  100% of the employees who received customer service certificates reported that the training was beneficial.


	Recommended Actions:  While customer service will always be a primary component of the Office of the Registrar mission, this particular goal has been met and no actions are recommended.


	

	Date: 

Follow-up on Recommended Actions:




