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Introduction 
 

The purpose of the program review, as outlined in the Program Review Handbook, is to provide 
a comprehensive evaluation of individual departments within Student Services. The program 
review gives Enrollment Services the opportunity to participate in a reflective process to 
describe and assess functions and services. In addition, the process provides insight to identify 
areas that are performing well and areas that need improvement. 
 
Enrollment Services has 12 office areas of responsibility with 42 staff members (this includes 
the Incoming Transcript Evaluation office which will be moving under Enrollment Services in the 
next year). Because of the numerous areas of responsibility and the size of the department, the 
program review is conducted in two phases. Phase One has been completed in the year 2012-
2013 and Phase Two will be completed in the year 2013-2014. The office areas are being 
reviewed in the following phases: 
 
Phase One 2012-2013 
Student Express, Data Center, Incoming Transcript Evaluation office, Front Lines Reception, 
and Graduation Office. 
 
Phase Two 2013-2014 
Residency, Outgoing Transcripts office, Registration Appeals, Records Management, School of 
Applied Technology Enrollment Services, Assistant Registrar and Registrar. 
 
Phase One program review is divided into five areas of responsibility. The review process for 
the first five office areas was conducted by the following self-study team leaders: 
 

Data Center                    Joyce Hendricks, Data Center Coordinator   
Front Lines Reception      Patricia Sanchez, Assistant Registrar   
Graduation Office     Linda Rilk, Graduation Supervisor;  
      Patty Clifford, Specialist   
Incoming Transcript Evaluation office   LaDawn Miera, Evaluation Manager          
Student Express      Kathy Thompson, Student Express Coordinator  
   

The self-study team leaders were instructed to address their areas of responsibility in relation to: 
core programs and services; leadership and staffing; and facilities, equipment, and technology. 
The Registrar addressed the department mission, goals and history; financial resources and 
budget; ethical and legal responsibilities; assessment and evaluation; and provided the overall 
team coordination as needed for the final written report. 
 

College and Department History 
 

Salt Lake Community College (SLCC) opened its doors September 1948 to 175 students who 
were registered in 14 courses. Currently, SLCC serves over 60,000 students annually and offers 
over 120 programs of study.  
 
SLCC President Cynthia Bioteau often refers to the College as the country’s premier, 
comprehensive community college. SLCC is the fifteenth fastest growing two-year college and 
the third most prolific producer of associate’s degrees in the country. SLCC provides a wide 
range of credit and non-credit courses at 13 multi campus locations and online. There are 343 
full-time faculty and 1,026 adjunct faculty; 733 full-time staff members and 1,044 part-time staff 
members. SLCC trains students to enter the workforce, prepares students for transfer and 
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provides students the opportunity to complete associate’s degrees, certificates and diplomas as 
well as continuing education courses and apprenticeship programs.  
 
There have been six registrars in the last 64 years. In 1948, the registrar was responsible for all 
student services. In the early 1960’s student service responsibilities were divided between an 
Admissions Office and the Registrar’s Office. Utah Trade Technical Institute transitioned to Utah 
Technical College at Salt Lake in 1967. This was a challenging transition from a vocational 
school with an expanding number of programs. Transitions continued in the 1990’s with the 
increases in student enrollment including concurrent enrollment in the high schools. Technology 
brought continued challenges as computerized and web-based processes have required more 
and more technical support. In 2001, the Admissions Office and the Registrar’s Office were 
reorganized. A number of admission functions and responsibilities were moved under the 
registrar. The Registration Office was renamed Enrollment Services. There is currently no 
Admissions Office. (See Appendix A, Enrollment Services History.) 
 

College Mission Statement and Strategic Priorities 
 

Mission Statement 
 

Salt Lake Community College is a public, open-access, comprehensive community college 
committed to serving the broader community. Its mission is to provide quality higher education 
and lifelong learning to people of diverse cultures, abilities, and ages, and to serve the needs of 
community and government agencies, business, industry and other employers.  
  
Strategic Priorities 

 
Strategic Priority I: Enhance Quality Education  
Strategic Priority II: Improve Student Access and Success 
Strategic Priority III: Advance a Culture of Evidence and Accountability 
Strategic Priority IV: Strengthen Institutional Support  
Strategic Priority V: Advance Partnerships/Relationships with the Community and Business 
 

Student Services Purposes and Values and Student Learning Outcomes 
 

Purposes and Values 
 

STUDENTS, FIRST AND ALWAYS, ARE OF UTMOST IMPORTANCE TO US.  
 We provide, in a caring and ethical manner, service, support and personal growth for 

students.  
 We are a personal bridge between the process of the College and the needs of our 

students.  
 We assist students and each other with fairness, respect, integrity and care.  
 We serve people without regard to race, ethnicity, personal belief, disability, age or 

sexual orientation.  
 Our commitment to students directs the way we make decisions, create programs and 

hire staff.  
 We will maintain within Student Services an environment that nurtures our values: 

diversity community, honesty, people and service.  
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Student Learning Outcomes 
 
Through interaction with Student Services staff and participation in co-curricular activities, 
student life experiences and personal development opportunities, students will: 
 

 

1. Develop cognitive skills.  
A. Think reflectively and critically.  
B. Improve quantitative reasoning abilities.  
C. Demonstrate intellectual flexibility.  
D. Demonstrate ethical thinking.  
2. Acquire knowledge.  
A. Master subject matter.  
B. Apply knowledge.  
C. Know about campus resources.  
D. Use technology effectively.  
3. Display practical competence and intrapersonal skills.  
A. Achieve personal and academic goals; include degree attainment, and/or further education.  
B. Prepare for their chosen career.  
C. Acquire effective job seeking skills.  
D. Manage their personal affairs, including economic self sufficiency, maintaining health and 
wellness, prioritizing personal, social, educational, and career demands.  
E. Engage in self-appraisal and self-understanding; explore autonomy, values, identity, self-
esteem, and attitude.  
F. Engage in the college experience to achieve personal and academic success; use college 
resources, processes and systems; develop goal setting, decision making and planning skills, 
and adapt to change.  
4. Display interpersonal development.  
A. Understand and appreciate human differences.  
B. Relate well with others in dyadic, group, and team settings.  
C. Establish intimate relationships.  
D. Develop leadership skills.  
E. Display positive role-modeling.  
5. Engage responsibly with the broader community.  
A. Understand their rights and responsibilities as students/citizens in a democratic society.  
B. Are committed to democratic ideals.  
C. Understand and act of standards of professionalism and civility, including the requirements 
of the SLCC Student Code.  
D. Engage in service-learning for community building and an enhanced academic experience.  
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Enrollment Services Mission Statement and Goals 

Mission Statement 

We assist, educate and empower our students, staff, faculty and community. 
We are committed to provide quality customer service in a caring and equitable manner. 
We provide access to a diverse collection of information and resources. 
We strive to be knowledgeable and comply with state & federal regulation and College policy & 
procedure. 

 
Goals 
 
Enrollment Services strives for quality admission, registration and record management for our 
students, staff, faculty and community. We provide a wide variety of information and resources 
within the multiple areas of responsibility. We are committed to provide professional and caring 
customer service. We endeavor to be educated about and comply with state and federal 
regulation as well as College policy and procedure. 
 
Our mission supports the mission and priorities of the College and the values of Student 
Services. Our department supports student access and provides the stepping stones for 
students to climb successfully beginning with admission and registration processes through 
completion and the graduation process. Enrollment Services follows a service value statement 
articulated by the former Vice President of Student Services: “Students first and foremost”. This 
value is painted in our reception area where staff may be reminded that students are to be 
treated respectfully “first”. 
 
Our mission is to serve not only students, but also staff, faculty and the community. When we 
build policy and procedure, we are intentional in catering to the needs of this diverse group of 
constituents. Our purpose is to assist as well as to teach “why” and “how” to use processes so 
students, staff and faculty can become more independent. Enrollment Services facilitates the 
learning outcome of practical competence by helping students learn how to use resources and 
applications rather than doing it for them. Forms and instructions are delivered in a variety of 
media to meet the many needs.  We continually work on enhancing our computerized and 
online processes to enable students to be more self-sufficient.  
 
Accurate information and good customer service are expected in our department. Our staff 
members attend various trainings and workshops where customer service is reviewed. In 
addition, our department reviews policy and procedure on a monthly basis. Many of our 
processes are reviewed periodically to ensure we are serving our populations in an equitable 
manner. 
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Organization, Leadership and Staffing 

Enrollment Services has a staff of 42 employees: 
 
Full-time:  7 professional, 10 specialists, 4 technicians 
Part-time: 13 permanent (29 hours), 2 permanent (20 hours), 4 temporary, 2 work-study 
(See Appendix B, Department Staff Profile.) 
 
Enrollment Services employees serve a high volume of students with a variety of services. 
Below are a few examples: 
 

WHO WHAT WHEN 
Student Express and 
Front Lines Reception Served approximately 30,000 students Fall 2012 

Data Center 36,056 admission applications Year 2012 
Incoming Transcript 
Evaluation 8,570 transcripts evaluated Year 2012 

Graduation  3,557 graduation applications Year 2011-2012 
Residency  3,842 residency applications Year 2012 
Registration Appeals 2,143 registration appeals Year 2012 
Outgoing Transcripts 46,964 transcripts Year 2012 
Enrollment 15,815 FTE*; 27,022 headcount Spring 2012 
Enrollment 5,491 FTE*; 12,666 headcount Summer 2012 
Enrollment 15,361 FTE*; 26,161 headcount Fall 2012 

  *Full-time equivalent 
Organizational and Job Updates 
 
The Incoming Transcript Evaluation office is included in the Enrollment Services program 
review; however, the office does not currently report to the Registrar though it is located 
physically within the Enrollment Services area. The Incoming Transcript Evaluation office will 
officially move under the responsibility of the Registrar in the next year when the current director 
will retire. The office works closely with the other Enrollment Services areas of responsibilities.  
 
In the last year, the School of Applied Technology (SAT) was reorganized. The SAT office of 
enrollment services was moved under the Registrar in July 2012.  
 
Also in the last year, all part-time positions were re-evaluated and upgraded to specialist 
positions. This has created consistency with other comparable positions within Student 
Services. In addition, throughout the College, Human Resources implemented a new job 
structure called Talent Management. Enrollment Services full-time job descriptions have been 
updated and re-evaluated through the Talent Management process as of February 2013. The 
Enrollment Services organizational chart on the following page reflects the most current and 
updated job positions. 
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Organizational Chart - January 2013 
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Staff Biographies and Job Descriptions 

Professional Staff Biographies 

MaryEtta Chase, Registrar     
Hired in current position August 2009 - 3 years; hired at SLCC June 1994 - 19 years 
Masters of Education in Curriculum and Design, University of Phoenix; Bachelors of Science in 
Communications, University of Utah. Twenty years experience in higher education. 
 
Carrie Riley, Assistant Registrar   
Hired in current position January 1989 - 24 years; hired at SLCC 1989 - 24 years  
Bachelors of Science in History and Physical Education, Utah State University.  Twenty-four 
years experience in higher education.  

Patricia Sanchez, Assistant Registrar  
Hired in current position October 2009 - 3 years; hired at SLCC January 2005 – 8 years  
Master of Education in Curriculum and Instruction, Weber State University; Bachelor of Science 
in Workforce Education, Southern Illinois University. Twenty years of experience in higher 
education. Certified for Myers-Brigs Type Indicator Assessments.   
 
LaDawn Miera, Evaluation Manager   
Hired in current position January 2005 – 8 years; hired at SLCC September 1998 – 14 years 
Bachelor of Science in Management and Marketing, Westminster College. Fifteen years 
experience in higher education. 

Joyce Hendricks, Data Center Coordinator 2  
Hired in current position November 2009 – 3 years; hired at SLCC August 1997 – 15 years 
Associate of Science, Salt Lake Community College. Fifteen years experience in higher 
education. 
 
Kathy Thompson, Student Express Coordinator   
Hired in current position May 2008 – 5 years; hired at SLCC February 1988 – 24 years 
Secretarial Certification, Salt Lake Community College. Twenty-five years experience in higher 
education. 

Linda Rilk, Graduation Supervisor   
Hired in current position January 2007 – 6 years; hired at SLCC August 1985 – 28 years 
Twenty-seven years experience in higher education. Seventeen years experience in banking 
industry. 

Professional Staff Job Descriptions 
 
Registrar 
Oversees the administration of all services and operations in Enrollment Services with the 
responsibility for admissions, registration, transcripts, student records maintenance, graduation, 
residency, departmental budgets, use of technology information management and the concept 
of service to all members of the college community. The Registrar is also responsible for the 
management, integrity and security of all student academic records (both credit and non-credit) 
in a highly automated environment; establishment of policies and procedures for the equitable 
and consistent administration of academic policies and procedures; administration of 
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registration activities; serving as the degree certifying official; certification of eligibility for athletic 
competition; the enforcement of academic regulations and policies governing student records; 
and administration of the Family Educational Rights and Privacy Act (FERPA). 
 
Assistant Registrar  
Manages the day-to-day operation of Enrollment Services including the functions of counter and 
telephone reception, outgoing transcripts, residency and registration appeals; develops and 
implements training for staff and faculty; reports enrollment and degree verification to National 
Student Clearinghouse; and distributes class rosters to faculty. 
 
Assistant Registrar 
Manages the day-to-day operation of School of Applied Technology (SAT) Enrollment Services; 
provides leadership and assistance to the Skills Management Team ensuring educational goals 
and learning outcomes are met; builds and maintains open entry/open exit model within Banner; 
provides admission and registration services including registration appeals, verifications and 
completion certification; maintains student record and retention schedules; assists faculty and 
advisors with registration and grading; serves as a liaison between several College-wide 
departments; completes and prepares statistical data for various college reporting; and ensures 
federal and college policy compliance. 
 
Transcript Evaluation Manager 
Manages, designs, implements, and oversees the college-wide system of transfer of credit 
evaluation for new, continuing and returning students; coordinates student communication 
between faculty and departmental advisors; maintains computerized data base in Banner; 
determines appropriate interpretation and application of College and statewide policies and 
procedures as they relate to transfer credit.  
 
Data Center Coordinator 2 
Coordinates the day-to-day operation of the Data Center; manages the admission application 
process for traditional, international, concurrent and School of Applied Technology students; 
maintains core student information and data integrity; participants in technical project 
management; and generates reports for various college departments.  
 
Student Express Coordinator 
Manages Student Express services for students and prospective students; administers, 
coordinates and analyzes the office functions and delivery of services and information; expedite 
basic student admission and registration procedures; assures the provision of helpful responses 
to questions regarding placement testing results, financial aid, academic and career advising, 
student activities, online registration and other questions and needs; prepares helpful 
information for distribution to students; manages personnel budgets; plans and conducts 
ongoing training; implements positive change for both internal and external customers.  
 
Graduation Supervisor 
Manages the Graduation Office; oversees evaluation of course work and gives final approval for 
gradation; directs graduation record keeping, posts degrees and awards to student records; 
administers distribution of diplomas; assists students with graduation and records concerns.  
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Professional Staff Education and Experience Requirements 

With SLCC’s new Talent Management standards, all professional positions now require a 
minimum of a bachelor’s degree for new hires. The registrar position requires a master’s 
degree. The assistant registrar, manager and coordinator positions require a bachelor’s degree. 
The number of years of required experience varies depending on the starting level of the 
position.  
 
Staff Tenure  
 

Staff Position Tenure Averages  
January 2013 

Staff Positions Number 
of Staff 

Years in 
Current 
Position 

Years at 
SLCC 

Registrar 1 3 19 
Assistant Registrar 2 14 16 
Manager 1 8 14 
Coordinator 2 4 20 
Supervisor 1 6 28 
Specialist 8 6 12 
Technician 6 10 14 
Part Time Specialists  21 3 6 

 
As noted above, full-time staff members have worked a significant number of years at the 
College. The many years of experience are an advantage for Enrollment Services and for our 
students. The lack of turnover helps with consistency and quality of information and service. 
Most full-time employees were once part-time employees; this creates an opportunity for 
upward career movement. Many part-time staff move into full-time positions creating a 
seasoned and trained full-time employee. Part-time positions have an average of six years at 
the College; however, only three years are in a current position. There is a high volume of 
movement between part-time positions. This creates versatile employees and prepares them for 
possible movement into full-time positions. One of the disadvantages of this pattern is the 
vacant positions. All positions must follow the hiring process as outlined through Human 
Resources; this requires time and energy on the part of the hiring manager.   
 
The Registrar has a wide scope of responsibilities that she manages with six professional staff 
and a specialist. Each of the professional staff oversees a functional area and is responsible for 
hiring and supervising full-time and part-time staff. In the next year, the Incoming Transcript 
Evaluation office will be moved under the Registrar. With this added responsibility the Registrar 
will be stretched in the ability to adequately manage and supervise. Still, this distribution of 
responsibility seems to work well. There are areas that definitely need more staff resources to 
keep up with the work load and with demanding technical projects.  
 
Additionally, the Registrar is responsible for all enrollment services functions at other campus 
sites; however, the services at these sites are managed and supervised by two regional 
directors who report separately to the AVP. It is a challenge to keep the communication 
channels open with updated policy and procedures. This type of organizational structure has the 
potential to create tension between the management but this is not the case in Enrollment 
Services (see Appendix C, Regional Areas Organizational Charts).  
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Training  
 
Employees participate in a variety of trainings and conferences. Employees participate in 
College, Student Services and Enrollment Services trainings, retreats and conferences. SLCC 
Human Resources provides required training (online and in person) which includes: 
  

 Americans With Disabilities Act (ADA) - Renew every 2 years  
 Anti-Discrimination & Harassment Avoidance (ADHA) - Renew every 2 years  
 Emergency Procedures  -  Renew every 3 years  
 Family Educational Rights and Privacy Act (FERPA) - Renew every 3 years  
 Fire Extinguisher – Renew every year 
 Workplace Violence – Renew every 3 years 
 Driver Safety Training – Renew ever two years if applicable 

The College also offers certification for Certified Emergency Response Team (CERT) for staff 
and faculty members. Enrollment Services has several staff members who are officially CERT 
certified. This certification brings knowledge to our area in times of emergency.  

Student Services offers a one-time New Employee Orientation required for all new Student 
Services employees. In addition, various conferences and workshops are offered including an 
annual Student Services recognition celebration. The Vice President of Student Services meets 
each semester at all campus locations at a “Tea with D” where staff members may 
communicate positive and/or concerning issues. In addition, the Vice President sponsors an 
annual Student Services Institute where Student Services staff members are introduced to 
student service theory and practice.   

Enrollment Services offers new employees a Core Training in addition to their specific job 
training where all Enrollment Services policies and procedures are reviewed. This creates 
opportunity for cross training and knowledge of all enrollment services.  (See Appendix D, 
Enrollment Services CORE Training form.)  Individual Enrollment Services offices train specific 
to the staff member’s job responsibilities with training manuals and online information. 
Enrollment Services employees attend monthly training meetings for a variety of policy and 
procedure training and presentations. The last half hour is set aside for all attendees to share 
pertinent information and announcements. Enrollment Services offers an annual day retreat for 
all staff members. The retreat is focused on policy and procedural training; customer service; 
and some sort of service project or training. The Registrar has several email contact lists that 
are used as the need arises. Emails are delivered on policy and procedural updates periodically 
to all Student Services departments. As the need arises, policy and procedural updates are 
emailed to Enrollment Services staff and all offices work with students. 

Enrollment Services has a good training foundation; however, more frequent training is needed. 
Enrollment Services provides an abundant amount of information and services to students, 
faculty, staff and our community. We house many areas of responsibilities. We have multiple 
locations. The challenges of informational volume would be eased if our monthly training 
meetings were held weekly. This is a challenge because of coverage and possible office 
closure; however, a consistent weekly meeting and advertised office closure would outweigh the 
disadvantage of underprepared employees.   

The Registrar meets weekly with the Enrollment Services core managers and coordinators. This 
meeting provides a communication opportunity to share information from all areas of 
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responsibility. Information is shared from the VP’s and Assistant VP’s Student Services staff 
meetings and a variety of committee and College information.   

Participation in professional development opportunities varies by staff position responsibilities 
and the availability of funding. Training, retreats and workshop opportunities are offered by the 
SLCC Center for Innovation. State, regional and national conferences that staff have attended 
include: AACRAO (American Association of Collegiate Registrars and Admissions Officers), 
PACRAO (Pacific Association of Collegiate Registrars and Admissions Officers), UACRAO 
(Utah Association of Collegiate Registrars and Admissions Officers), Utah NASPA (Student 
Affairs Administrators in Higher Education), Ellucian, ACT and UBUG (Utah Banner Users 
Group). Enrollment Services has been fortunate to send a number of staff members to 
conferences. The knowledge and project ideas that are acquired are particularly an advantage 
to our department. Conference attendance was downsized a few years back when the economy 
shifted. This particularly affected Enrollment Services because of the size of the department; 
however, conference attendance continues to improve.   

Enrollment Services reaches out to other College offices through a variety of trainings. 
Employees who work at the various campus sites and anyone who works with students are 
welcome to attend the monthly Enrollment Services training meeting. An Enrollment Services 
representative attends a weekly Academic Advising staff and training meeting. Twice a month, 
an Enrollment Services representative provides enrollment services training for Academic 
Advising. An Academic Administrative Assistant Workshop is conducted annually where the 
department has an opportunity to review pertinent enrollment services information targeted for 
faculty and the academic supporting staff. The Data Center provides two yearly trainings for 
multiple offices and campuses that work with admissions processes.  

Core Services 
 

Ultimately, the Registrar is responsible for Enrollment Services policy and procedure. 
Enrollment services are offered at other campus locations; however, the management and 
coordination responsibility falls under the Student Services Directors over the north and south 
regions.  
 
The 12 core areas of responsibility in Enrollment Services are as follows: 
 
Student Express 
Student Express provides information regarding admissions, interpretation of test scores, 
selection of classes, registration, financial aid and other basic student questions. Staff is 
available to assist students in the Student Express Computer Lab with College online services 
including setting up MyPage accounts and using class search, schedule planner, registration 
and degree evaluation functions. 
 
Data Center 
The Data Center assists students, prospective students, faculty and staff concerning admission 
and other basic student questions. The office processes admissions for traditional, international, 
concurrent enrollment and School of Applied Technology students with data integrity. The office 
organizes and processes technical projects and provides technical support for various College 
departments.  
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Residency 
The Residency Officer assists students with residency issues; reviews and processes 
applications for resident classification, exemptions and the Western Undergraduate Exchange 
(WUE). 
 
Incoming Transcript Evaluation 
The Incoming Transcript Evaluation office oversees the college-wide system of transfer of credit 
evaluation for new, continuing and returning students; coordinates student communication 
between faculty and departmental advisors; maintains computerized data base in Banner; and 
determines appropriate interpretation and application of college and statewide policies and 
procedures.  
 
Front Lines Reception 
Front Lines Reception greets and assists students, prospective students, visitors, faculty and 
staff concerning admission, registration, and other basic student services questions. Front Lines 
Reception accepts a significant number of forms and applications and processes transcript and 
verification requests. 
 
Outgoing Transcripts 
The Outgoing Transcripts office processes a substantial quantity of transcript requests using 
technical procedures while assisting students and problem solving. This office is also 
responsible for maintaining and updating the Enrollment Services website. 
 
Records Management 
The Records Management Specialist organizes student records maintenance and storage; 
supervises the Nolij work station; and assists the Registrar with student information system 
responsibilities and projects.  
 
Registration Appeals 
The Registration Officer processes a considerable number of registration appeals in an impartial 
and equitable manner. In addition, this office prepares athletic eligibility several times each 
semester. 
 
School of Applied Technology Enrollment Services (SAT) 
SAT Enrollment Services builds and maintains the open entry/open exit model and works with 
the Banner system; provides admission and registration services including registration appeals, 
verifications and completion certification; maintains student record and retention schedules; 
assists faculty and advisors; and prepares statistical data for various college reports.  
 
Graduation 
The Graduation Office processes and approves application for graduation through coursework 
evaluation; posts degrees and awards to student records; directs distribution of diplomas and 
works closely with College departments on policy and procedures.  
 
Assistant Registrar 
The Assistant Registrar manages the day-to-day operation of Enrollment Services including the 
functions of front line and telephone reception, outgoing transcripts, residency and registration 
appeals; generates verification enrollment and degree reports for the National Student 
Clearinghouse; and distributes class rosters to faculty. 
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Registrar 
The Registrar is responsible for the administration of all services and operations in Enrollment 
Services with responsibility for admission, registration, transcripts, student records 
maintenance, graduation, residency, departmental budgets, use of technology information 
management and the concept of service to all members of the college community. The 
Registrar is also responsible for the management, integrity and security of all student academic 
records (both credit and non-credit) in a highly automated environment; establishment of 
policies and procedures for the equitable and consistent administration of academic policies and 
procedures; administration of registration activities; serving as the degree certifying official; 
certification of eligibility for athletic competition; the enforcement of academic regulations and 
policies governing student records; and administration of the Family Educational Rights and 
Privacy Act (FERPA). 

 
Organization and Policy Changes 

 
In the last three years, Enrollment Services has worked with these significant changes in 
organizational structure, policies and web-based applications:  

 Schedule Planner implemented Fall 2012 for students to build a class schedule through 
an online program with high-tech options.  

 Human Resources Talent Management program implemented 2012; staff job 
descriptions and standards updated College-wide; Enrollment Services reviewed and 
updated all FT and PT staff positions.  

 Online Tutorials developed including six faculty services tutorials and several student 
instructional tutorials. 

 Online Required FERPA Training implemented September 2012 and is part of SLCC 
staff and faculty mandatory training. 

 Prerequisite Sequence Purge began Fall 2012; students are dropped if they do not 
meet the prerequisites for specific math and English classes. This project will include 
more classes each semester. 

 Online Residency Application implemented July 2012 replacing the paper version; 
allows students instant access to their residency status and indicates any required 
documents. 

 School of Applied Technology Reorganization July 2012; enrollment services 
responsibilities were reassigned under the Registrar.  

 Admission Policy revised to include a high school graduation requirement; matriculated 
students must test or submit test scores from ACT or SAT before they can register for 
classes. 

 Add Period updated Fall 2011 to seven business days.  
 Online Address and Major Request offered July 2011; students have the ability to 

change address and major on their MyPage self-service student tab. 
 Banner Waitlist Module implemented Summer 2011 replacing the Priority Ticket 

registration process (Priority Ticket was implemented Fall 2009). 
 Online Graduation Student Portal created January 2011; students may refer to 

graduation information and resources including an RSVP function where students 
reserve seats for the graduation ceremony. 

 Admission Deadline implemented Fall 2010 where students are unable to register for 
classes if they do not apply 5 business days before the first day of class.  

 Online Admission Application created and implemented Summer 2010. 
 Assistant Registrar hired October 2009 replacing Assistant Registrar who was hired as 

the Registrar. 
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 Veterans Office changed reporting lines Summer 2009 from the Registrar to the 
Assistant Vice President for Student Enrollment Services 

 Health Sciences Admissions Office changed reporting lines Summer 2009 from the 
Registrar to the Director of Student Services, South Region.  

 Data Center changed reporting lines Summer 2009 from the Assistant Vice President 
for Student Enrollment Services to the Registrar. 

 New Registrar hired August 2009 replacing Registrar who retired after 35 years. 
 Enrollment Services restructured Spring 2009; registration and admissions 

departments reorganized where several admissions functions were brought under the 
Registrar’s responsibilities.  

 
Current significant projects include:  

 Talent Management job descriptions and levels are pending final approval.  
 DegreeWorks, a new online graduation audit and educational planning tool, is in the 

process of implementation. 
 Incoming Transcript Evaluation office is preparing to change reporting lines to 

the Registrar. 
 Online Graduation Application is under implementation.  
 Online Admission Application requires various updates. 
 AVOW by Parchment is under consideration for implementation; provides a 

transcript tracker for students.  
 OnBase by Hyland is under consideration for implementation; students would be 

able to submit evaluation requests for transfer credit online. 
 Completers Project requires staff to create innovative ways to develop avenues for 

student completion. 
(For a full listing, see Appendix E, 2011-2012 Accomplished and Current Projects.) 

 
Enrollment Services provides services for our students and faculty members. Our student 
population pays for and deserves kind and professional customer service; rational and equitable 
policy; and efficient and high-tech procedures. As can be seen on the above list, Enrollment 
Services is constantly changing for the better and carries the responsibility for improvement for 
many areas within Student Services. Technology and human resource drive our progress. The 
human resource is a challenge; specifically the need for technically confident employees.  
 
Within each area of Enrollment Services responsibility there is an underlying expectation to 
move forward with technology. Unfortunately, there is not an assigned position for Enrollment 
Services technical projects. Currently, there are 46 pending Banner projects requiring Office of 
Information Technology (OIT) technical support with some of the projects dating back to 2007 
(see Appendix F, Banner Student Project List).  The respective Enrollment Services areas of 
responsibility work directly with OIT to move forward with the technical projects. However, 
Enrollment Services staff is not experienced with the required level of technical knowledge and 
must be trained on each individual project or must rely on OIT staff for completion. The OIT 
department lacks the human resource to support the Banner Student projects (see Appendix G, 
Office of Information Technology Organizational Chart). This is a never ending cycle. It would 
seem ideal to have an Enrollment Services Technical Programmer who would focus on 
Enrollment Services technical projects. This position would not replace the need for OIT 
support; however, it would hold the level of technical understanding to work closely with OIT in 
order to complete the inexhaustible list of pending projects.  
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Financial Resources and Budget 

Enrollment Services has been fortunate to have the resources required to manage the various 
areas of responsibility within our department. Enrollment Services relies on multiple budgets 
with base funding and also seeks one-time funding each year to compensate for additional 
projects and hourly payroll. Funding is provided through the following resources: 
 
Educational & General Funds (funding provided to the College by the Utah State Legislature): 

 DDREGI – Enrollment Services 
 DDDATA – Data Center 
 DDGRAD – Graduation Office 
 DDTONE – Contract payments  
 New funding as of July 2012 to support the SAT merger: 

o SKDATA – SAT Data Center  
o SKMISX – SAT Enrollment Services 

Servicing (Student Fees) and Revenue Funds: 

 15103 – admission letters and diploma mailings 

Like other areas at the College, Enrollment Services has adapted to years of insufficient funding 
by relying on other resources. The Vice President of Student Services is the main source of 
one-time payments and has supported our office with additional funding for the following: 

 Student Express Hourly Rush Payroll 
 Nolij Project Payroll  
 Student Interest Card Payroll 
 Data Center Hourly Payroll* 
 Graduation Office Supplies* 
*After years of requesting base funding, this year Enrollment Services received 
base funding for the Data Center hourly payroll and for the Graduation Office 
supplies. 
 

Enrollment Services follows a strict budget and relies on the Assistant Vice President for 
Student Services Administrative Assistant to keep the budget balanced. The Administrative 
Assistant supports the Registrar to keep consistent and detailed recording. The Registrar works 
with Enrollment Services core leadership with budget requests and office needs throughout the 
year. If there is a substantial budget need, the Registrar makes a proposal and participates in 
the College’s “grass roots” Informed Budget Process. (See Appendix H, Budget Requests Three 
Year History.) 

While budgets have not increased throughout the years, funding demands have increased. As 
the College moves toward technology and a green environment, funds are conserved with fewer 
demands for paper documents and forms. Also, some telephone budget changes gave an 
increase to our budgets. However, as our college continues to grow, so do the expectations of 
new procedures and a higher demand for human resource. Currently, the budget has 
conservatively met the needs of Enrollment Services as long as we have had the supplemental 
support of one-time funding. 
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Three-Year Budget Histories 
 
By Index/Source 

 

  2009-2010 2010-2011 2011-2012 
DDREGI $810,858.64 $834,728.84 $839,962.08 
DDDATA $122,018.19 $124,491.41 $128,641.64 

15103 $55,450.00 $60,450.00 $79,915.00 
DDGRAD $9,345.47 $9,345.47 $9,345.47 
DDTONE $10,000.00 $10,000.00 $10,000.00 
One-Time $81,181.97 $60,753.34 $80,676.00 

TOTAL $1,088,854.27 $1,099,769.06 $1,148,540.19 
 

By Funding Type 

 
 

  2009-2010 2010-2011 2011-2012 
Ed & Gen $952,222.30 $978,565.72 $987,949.19 
Servicing $55,450.00 $60,450.00 $79,915.00 
One-Time $81,181.97 $60,753.34 $80,676.00 

TOTAL $1,088,854.27 $1,099,769.06 $1,148,540.19 
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Salary/Hourly Comparison, all Indexes Combined 

 

  2009-2010 2010-2011 2011-2012 
Sal/Ben $732,331.73 $758,675.16 $779,849.14 

Hour/Ben $216,762.14 $196,833.50 $206,080.65 
 
Additional Data – Salary/Hourly Comparison by Index 

    2009-2010 2010-2011 2011-2012 
DDREGI Sal/Ben $634,480.50 $658,350.71 $675,746.13 
DDREGI Hour/Ben $123,996.99 $123,996.98 $111,834.80 
DDDATA Sal/Ben $97,851.23 $100,324.45 $104,103.01 
DDDATA Hour/Ben $18,583.18 $18,583.18 $18,954.85 
ONETIME Hour/Ben $74,181.97 $54,253.34 $75,291.00 

 
Additional Data – Salary/Hourly Comparison, E&G vs. One-Time 

    2009-2010 2010-2011 2011-2012 
GRAND 
TOTAL Sal/Ben $732,331.73 $758,675.16 $779,849.14 

TOTAL E&G Hour/Ben $142,580.17 $142,580.16 $130,789.65 
TOTAL 

ONE-TIME Hour/Ben $74,181.97 $54,253.34 $75,291.00 
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Ethical and Legal Responsibilities 

Enrollment Services adheres to federal regulations; Utah State and Board of Regents Policy; 
College, Student Service, and Enrollment Services policy and guidelines; and best practices as 
outlined by professional organizations in the field. The primary sources that define the 
department’s ethical and legal responsibilities are as follows: 
 
FERPA 
The Family Educational Rights and Privacy Act (FERPA) affords students certain rights with 
respect to their education records. 
 
GRAMA 
The Utah Government Records Access and Management Act (GRAMA) provides regulation on 
records policy.  
 
State Residency 
Residency guidelines are set by the Utah State Legislature and the Utah Board of Regents for 
all USHE schools under the Board of Regents Policies and Procedures R512. 
 
AACRAO Statement of Professional Ethics and Practice 
The mission of the American Association of Collegiate Registrars and Admissions Officers 
(AACRAO) is to serve and advance higher education by providing leadership in academic and 
enrollment services. Members shall: conduct themselves with integrity, fairness, honesty, and 
respect for others; avoid conflicts between personal interests and professional responsibilities, 
and resolve perceived conflicts through full disclosure and independent review; dispense 
complete, accurate, understandable, and truthful information and advice at all times. 

 
Information Outreach 

 
Enrollment Services is involved in maintaining, updating and distributing information in many 
ways. One of the primary functions of the department is ensuring the safety and accuracy of 
records. Enrollment Services also plays a vital role in distributing information to students, staff 
and faculty so they learn about policies, procedures and resources.   
 
Banner 
Fall 2002, SLCC changed the student information system to Banner by Ellucian. Enrollment 
Services builds and maintains Banner student tables and forms. Numerous reports are 
generated through Banner. Banner Self Service (MyPage) is used by faculty, staff and students. 
Enrollment Services offers information and resources through MyPage portals and channels. 
 
Nolij 
Fall 2005, Nolij was implemented as SLCC’s imaging system. Enrollment Services electronically 
stores relevant paper and email documentation in the appropriate student record.  
 
Cognos 
In 2009, SLCC began using Cognos software for data analytics and assessment. Three 
Enrollment Services staff members are trained to generate Cognos reports. The staff members 
provide statistical reporting for a variety of needs within Student Services. 
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Clearinghouse 
SLCC has contracted with the National Student Clearinghouse since January 2009. Enrollment 
Services is responsible to report enrollment and degree verification to the Clearinghouse 
database. Students may view their enrollment through the Clearinghouse website; a direct 
channel is setup on their MyPage student portal. Outside agencies may request and verify 
student status through the Clearinghouse website. 
 
Degree Works 
Currently, SLCC is implementing Ellucian Degree Works. Degree Works provides several 
Student Services departments and students with degree audit tools. Students have the ability to 
review and prepare their academic plans as they move towards completion. The Graduation 
and Incoming Transcript Evaluation offices within Enrollment Services are involved with Degree 
Works functions. 
 
Schedule Planner (located on the SLCC website on the MyPage Student Tab) 
In Fall 2012, student scheduler software was implemented. Students have the ability to 
effectively create a student course schedule. Student Express is involved with one-on-one 
student assistance in the Student Express lab. A training tutorial is also available for students. 
 
College Website (www.slcc.edu) 
SLCC has developed an impressive website with official school branding. The website is 
maintained by Institutional Marketing; however, individual department websites are maintained 
by the department “owner”.  
 
Within the College website, the Enrollment Services website is located at: 
http://www.slcc.edu/enrollmentservices/index.aspx. The Enrollment Services website presents 
policy, procedure, resources and forms for students, faculty and staff.  
 
Online Tutorials  
To assist faculty in learning how to use online functions associated with managing their class 
responsibilities, Enrollment Services has developed six faculty training tutorials located on the 
Faculty Training and Learning Center website:. http://www.slcc.edu/innovation/ftlc/index.aspx. 
Faculty may access instructional tutorials for the following functions: view class lists, view class 
information, how to administratively drop students, how to submit grades, how to issue override 
permits and instructions on the waitlist functions. Students may access the following tutorials 
though their MyPage student tab: Waitlist, Schedule Planner and Registration. 
 
Telephone Reception 
Enrollment Services provides telephone customer services during College business hours. 
Enrollment staff members assist students, faculty, staff and our community with a variety of 
questions and concerns.  
 
In-person Assistance 
Front Lines Reception and Student Express are available to assist students, faculty, staff and 
community members during college business hours. Student Express focuses on advising 
students with the first steps for admissions and registration including assistance in the Student 
Express Lab. Front Lines Reception also assists students with admissions and registration and 
is responsible for accepting a significant number of different forms and documents for various 
functions in Enrollment Services. 
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Faculty Correspondence 
Enrollment Services is available to assist college faculty through our telephone reception and in 
person. We also correspond with faculty each semester by sending two instructional emails. 
The first message communicates registration hints and online registration services instructions, 
the second message communicates grading information. (See Appendix I, Faculty 
Correspondence.)  

Assessment 
 

Enrollment Services uses several methods for recording and evaluating the effectiveness of its 
services. The statistical data provides the opportunity to assess Enrollment Services policy and 
procedures.  
 
Dashboards and Performance Indicators  
 
Dashboard data from the various Enrollment Services offices and areas of responsibility is 
recorded monthly. Staff leaders over their area of responsibility collect and report their numbers. 
Examples of data recorded include enrollment numbers, admissions applications, transcripts, 
residency applications, registration appeals and graduates. The Registrar reports the data to the 
Assistant Vice President for Student Enrollment Services for the Board of Trustees Report. The 
data is also presented as Performance Indicators during the annual budget presentations. (See 
Appendix J, Dashboards and Performance Indicators) 
 
Assessment Studies 
 
Student Services departments are required to complete assessment studies each year. 
Assessment responsibilities are conducted by the Registrar and the Assistant Registrar. In past 
years, assessment studies have been significant for updating and improving policy and 
procedure. For example, in 2011-2012 an assessment for the waitlist was completed. The 
assessment was conducted to determine how the waitlist function was working for faculty and 
students. As a result of the assessment, six waitlist tutorials were developed. (See Appendix K, 
Enrollment Services Assessment Projects) 
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Enrollment Services Program Review  

Part II 

Self-Study Reports 

 

Phase 1:  Student Express 

 Data Center 

 Incoming Transcript Evaluation Office 

 Front Lines Reception 

 Graduation Office 
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Student Express Self-Study 

Core Programs and Services 
 
Student Express provides information, guidance and direction to the SLCC community on 
admission, registration, testing and general requirements. Student Express’s purpose is to 
assist and provide future, current and returning students with information to prepare them with 
getting started and oriented to SLCC. Student Express strives to be accessible and 
approachable to all students, faculty and staff.  
 
Student Express assists an average of 5,958 students per month. 

The chart below indicates how many students Student Express assisted each month beginning 
June of 2010. Fall semester begins in mid August and is the busiest time for Student Express. 
Many students realize that school will start soon after the Utah State holiday on July 24 and 
come for assistance in late July. Student assistance increases significantly in August just before 
the semester begins and again in January just before the spring semester begins. 

 

Number of Student Contacts 

Student Express is located on the second floor of the Student Center in a large open area for 
easy access for students. Student Express is committed to providing quality customer service in 
a caring and equitable manner. Large signs directing students to take a seat until a Student 
Express staff becomes available are located on each counter. Stanchion ropes are also placed 
in front of each station to direct students. Students are served on a first-come, first-served basis. 
This type of open location and access can be very frustrating to students because there is no 
real organization of who arrived first for assistance.  Adjacent to Student Express is another 
open area that houses the Student Express Computer Lab for student use. 
 
The north side of the lab is set up for admissions, searching and registering for classes through 
the Student Portal, utilizing the Schedule Planner as well as working through problems with 
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registration such as waitlist issues, prerequisites and Academic Standing holds, etc. The 
Schedule Planner is a software program (outside of the Banner System) to assist students in 
planning their schedule prior to registering for classes.  Challenges faced in the Student 
Express Lab are the lack of enough staff to assist students with searching and registering for 
classes during the rush period the week prior to the semester start date until the last day to add 
classes.  Other Student Services departments provide additional assistance with staff and 
ambassadors during this busy time.  The Student Express lab is also used for training purposes 
and events by other Student Services departments such as CampusConnect Orientations, 
International Student Orientations, Financial Aid (FASFA) workshops, etc. 
 
The south side is set up for continuing students to search and register for classes as well as 
internet access.  Guest passes are provided by Student Express staff for visitors, new students 
who have not completed the admission process for FASFA website access, community 
members attending meetings at SLCC, and others who request it. The south side of the lab is 
not a homework lab (signs indicating this are posted on each computer), but students still try to 
do homework and face many problems.  This includes accessing information on their flash 
drives, accessing their online classes and tests through Canvas, printing PDF or PowerPoint 
files and printing from the internet.  Student Express is not equipped to assist students with 
these types of problems. The Student Express Coordinator worked with the OIT department to 
provide a lab aide to assist students with these issues as well as with setting up students’ 
wireless accounts.  The aide works the hours of 10:00am to 3:00pm Monday through Friday. 
 
Another challenge faced in the Student Express Lab is that the Thin Client computers in the lab 
are not equipped with adequate sound capability which means that students are unable to view 
and listen to video tutorials.  SLCC is working on providing closed caption for all types of video 
tutorials. 
 
Student Express’s goal is to provide access to a large amount of information to a diverse 
population in a clear, timely and understandable way. Student Express answers a myriad of 
questions and directs students to applicable departments. Many departments, divisions and 
offices assume that Student Express staff knows the answers regarding many different areas 
other than Student Services. This becomes very complex because College-wide communication 
often provides outdated information on websites. 
 
Student Express is often the first point of contact for new students and strives to develop clear, 
reliable and relatable resources to help students navigate the “Getting Started” process. Student 
Express staff provides a Getting Started packet containing the nine recommended steps for new 
or returning students to begin attending SLCC. (See Appendix L, Getting Started Packet.) The 
nine steps for students to complete are:  

 Apply for Admission 
 Apply for Financial Aid (FASFA) 
 Take the Placement Test (Accuplacer), submit current ACT or SAT scores or submit 

transcripts with transfer credits to SLCC 
 Complete the New Student Orientation (dates, times and campuses) 
 Meet with an academic advisor who will interpret placement scores, help create an 

educational plan and set up possible class schedule options 
 Register for classes.  Learn about semester admission deadlines, registration dates and 

deadlines and where to find the Academic Calendar 
 Obtain a OneCard (official student ID card ) after registering for classes  
 Purchase an SLCC parking permit 
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 Make arrangements for tuition payment 
 
The Getting Started packet contains the same nine steps as explained on the “Future Student” 
tab on the SLCC’s website. The packet also includes information about Financial Aid (applying 
for the FASFA), Testing Services Accuplacer and the Disability Resource Center. Students are 
directed to each department for more detailed information. Student Express staff explains and 
advises new and returning students on each step. 
 
Staff is continually challenged to find new ways to improve customer service. One of the biggest 
challenges Student Express faces is assisting students in the order they arrive. Students get 
very upset when another student moves ahead of them. Student Express has no queuing 
system to let the staff know the time of the student’s arrival. 
 
The two busiest periods are two weeks before and after the start of fall, summer and spring 
semesters. During these “rush periods”, Student Express sets up and coordinates the Triage 
Table. The Triage Table is centrally located and staffed with Student Express employees and 
volunteers from other offices. As the name suggests, the purpose of the Triage Table is to 
assess students’ needs and either address them immediately at the table or direct them to 
appropriate departments. The volunteers welcome students and offer assistance with directing 
them to the department they need and give them informational handouts. Student Express staff 
at the Triage Table looks up Student ID numbers, prints class schedules and answers simple 
questions. The collaboration between the Student Express staff and staff from other 
departments has proven valuable not only by improving service to students during rush periods, 
but also by training staff in other departments about enrollment services processes and 
procedures. The Triage Table enables other Student Express staff members to address more 
complex problems and reduce wait time for students.  
 
The admission process has become more complicated and confusing for Student Express and 
Front Lines Reception staff because of increases in different types of applications, recent 
additions to the admissions policy and changes in financial aid requirements. There are several 
admission application options. The majority of students apply online (traditional credit students, 
School of Applied Technology, international students, and senior citizens). The paper admission 
application is required for Early Enrollment students, Early High School Graduates and SLCC 
employees.  
 
Beginning Summer Semester 2012, SLCC implemented a new admission policy where 
applicants will only be admitted to credit programs if they have earned either a state-recognized 
high school diploma, a state-issued General Education Diploma (GED), or an associate’s 
degree or higher from a regionally accredited institution. This change has required Student 
Express to provide more advising to students regarding the admissions options.  Student 
Express advises applicants who have not earned one of these credentials that they may only be 
admitted to credit programs if the Accuplacer, ACT or SAT exams place the student into 
college-level coursework (ENGL 1010 or higher and MATH 1010 or higher). Applicants without 
a high school credential or college-level test scores are advised that they may participate in 
noncredit programs through the School of Applied Technology (SAT) or Continuing Education 
with no restrictions. Staff also must explain to students that beginning July 1, 2012, federal 
financial aid will no longer be available to individuals who start a program of study and do not 
have a state-recognized high school diploma or state-issued GED. 
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Student Express works closely with the Data Center in identifying problems regarding 
admissions and registration. This assistance may include verification of high school completion, 
testing, orientation, updating of application for admission to the next term, etc. 
 
Student Express works closely with an Information Technology Lab Coordinator assigned to the 
Student Express Lab. This Coordinator assists with computer configuration for special events 
such as financial workshops, Pacific Islander, Latino FASFA and International Student 
Orientation. Student Express also assists with computer access, program, software problems, 
system outages, printing, printing problems and issues.  
 
Once a student has completed admission, testing and orientation, it is essential the student’s 
MyPage link username and password be set up. MyPage is the official online gateway to all 
college services. Student Express staff assists and trains students with creating their login and 
navigating within MyPage. Most students need some assistance with setting up and navigating 
their MyPage. The most common training points for students with MyPage navigation are:  
 

 Registration Status (student detailed schedule, schedule by day and time) 
 SLCC Bruin email  
 Registration (searching, registering for classes or adding to waitlists, 

adding/dropping/withdrawing from classes) 
 Student Records (holds, academic transcript, official transcripts, account summaries, 

tax notification) 
 Student Grades (current and past grades) 
 Financial Aid (overall status, eligibility, award information, financial aid requirements) 
 Personal Information Changes (address, phone number, major changes) 
 Tuition Account Balances (current and past due) 
 Student Resources (academic/career advising, academic links, services for students, 

graduation, general resources, SLCC directories, calendars, links, publications and 
services) 

 National Student Clearing House (verification of enrollment) 
 ePortfolio (welcome and submission for ePortfolio information) 
 MyBooks (books needed for current semester) 
 General Catalog information  
 Class Schedule (access to semester schedules (pdf) 
 Residency Classification (application for residency reclassification from non-resident 

student status) 
 New Student Orientation (in-person orientation registration and online orientation) 
 Schedule Planner  
 Video Tutorial (Schedule Planner, Registration and Waitlist Tutorials) 

 
Student Express troubleshoots admission and registration problems that students are 
experiencing. These problems may include: no present or current ACT, SAT or Accuplacer 
placement tests; no student orientation; prerequisite or test requirement errors; registration 
academic account and other departmental holds; or outdated application for admission which 
requires readmission. 
 
The SLCC student population has a wide range of computer experience. This requires Student 
Express to provide patient and friendly guidance when assisting students in the Student 
Express Lab Computer Lab with navigation of the SLCC website and MyPage. 
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Faculty and students often have questions regarding searching, registering and wait listing for 
classes. The waitlist was implemented Fall Semester 2011, and the process is still unfamiliar 
and unknown to new students, faculty and those who are not computer knowledgeable. Student 
Express assists students on how to put themselves on a waitlist, check their waitlist status daily, 
and how to register for the class once they receive waitlist notification. The waitlist is removed 
after the last day to add classes for each part of term. A common complaint, after a full year of 
the waitlist being implemented, is when a student is removed from the waitlist. In most cases, 
these complaints are because the last day to add a class and the waitlist has passed, or the 
student did not respond within 24 hours of their email notification. This complaint is largely due 
to misunderstanding of the waitlist procedure. Students, staff and faculty would improve on all 
aspects of the registration process procedures if they were required to view the waitlist tutorial.  
Student Express is innovative in finding ways to get the correct information out to assist student, 
staff and faculty through printed handouts, video training tutorials (Waitlist Tutorial) and digital 
training presentations.   Some of the handouts include Accuplacer testing review sites, tutoring 
services and tutoring lab locations, computer lab locations, UTA Bus Pass information, etc. 
 
The goal of Student Express is to give students correct, consistent and appropriate information 
from all Student Services departments. Enrollment Services and Academic Affairs need to work 
together to provide accurate and up-to-date information. Communication between academic 
departments, Academic Advising and Enrollment Services needs to improve. Students often 
receive conflicting information from Academic and Student Service departments. For example, a 
student may be told by a faculty member that they should go to Enrollment Services to add their 
class, when in reality the instructor must ask for an Enrollment Exception from the department 
chair, who in turn e-mails the request to Enrollment Services.  
 
The Family Educational Rights and Privacy Act (FERPA) must be followed by all SLCC staff, 
division and departments. Student Express requires picture identification before confidential 
information may be released. However, students visit other offices and confidential information 
is provided without identification. This becomes problematic when the students become 
frustrated because FERPA regulation is not followed consistently. The Student Express 
Coordinator works closely with the head of the departments reminding them of policy as well as 
providing training for staff. 
 
Enrollment Services holds monthly staff meetings including staff from other campuses to 
provide training and up-to-date information. Information and training could be provided in a 
timelier manner, especially as new procedures and policies relating to admissions and 
registration are approved. SLCC has recently merged many of the services for School of 
Applied Technology with college services. Student Express needs more extensive training 
detailing the SAT programs, requirements, schedules and contacts in order to assist students 
who would benefit from the SAT. Enrollment Services also provides “Spotlight Training” for 
Academic Advising staff meetings to provide information on FERPA, residency, admissions, 
registration, graduation requirements, incoming transcript updates and more. 
 
There have been numerous changes in the past five years that have impacted Student Express:   
 

 An admission application deadline was implemented for fall and spring semesters, 
 A new Admission Policy (High School Completion Requirement) began July 1, 2012. 
 The online Application for Admission was updated to meet the needs of the SLCC 

student population. 
 The Priority Ticket registration was eliminated. 
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 Faculty overrides were implemented. 
 The Waitlist registration was implemented Fall Semester 2011. 
 Adding classes changed from seven calendar days to seven business days. 
 Enrollment Exceptions now require prior approval from the division or department chair. 
 Beginning July 1, 2012, federal financial aid became unavailable to individuals who do 

not have a state-recognized high school diploma or state issued GED. 
 The online Schedule Planner tool became available Fall Semester 2012. 
 New guidelines were implemented for Early Enrollment/Graduate students. 

 
Leadership and Staffing 

 
Student Express is led by the Coordinator who reports to the Registrar of Enrollment Services. 
The department is comprised of a coordinator, two full-time technicians and three part-time 
specialists. Two part-time temporary specialists are employed and work at the Jordan Campus 
for the semester “rush” periods.   
 

 Coordinator 2  Full-time 
 2 Specialist 1  Full-time 
 3 Specialists   Part-time 
 2 Specialists   Part-time Temporary (Jordan) 

 

Decision Making 

Student Express staff communicates ideas, suggestions, concerns and/or issues to the 
Coordinator who discusses these with all staff members for their input, ideas and concerns. The 
Coordinator communicates with the Registrar.  
 
Job Responsibilities 
 
Coordinator 2 – Management of front-line Enrollment Services for students and prospective 
students and supervise programs and personnel of Student Express. Administer, coordinate 
and analyze the functions of the office and delivery of services and information. Expedite basic 
student admission and registration procedures. Assure the provision of helpful responses to 
questions regarding placement testing results, financial aid, limited academic advising, student 
activities, online registration and other questions and needs of new and prospective students.  
 
Specialist 1 – Work in Student Express as the initial contact for all guests to Student Services. 
Provide assistance to new, future, current and returning students in the areas of admissions, 
limited academic advisement, interpretation of assessment scores for math and English 
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placement, online registration and selection of classes, MyPage and SLCC web site navigation, 
assistance with all registration and admission problems, access to all forms for Student Services 
departments such as Financial Aid, Enrollment Services, transcripts, graduation, transfer of 
credits, etc. Act as a referral agent for all SLCC divisions/departments. Serve as a resource for 
general information and assistance. Process faculty enrollment exceptions (add/drops). 
 
Specialist Part-time - Work in Student Express as the initial contact for all guests to Student 
Services. Provide assistance to new, future, current and returning students in the areas of 
admissions, mini-academic and career advisement, interpretation of assessment scores for 
math and English placement, online registration and selection of classes, MyPage and SLCC 
web site navigation, assistance with all registration and admission problems, access to all forms 
for Student Services departments such as Financial Aid, Enrollment Services, transcripts, 
graduation, transfer of credits, etc. Act as a referral agent for all SLCC divisions/departments.  
 
Specialist – Part-time Temporary  (Rush Period) - Assist new and continuing students in the 
navigation of MyPage, online admission process, setting up MyPage access, scheduling New 
Student Orientation, registration for classes, navigation of MyPage services,  MyPage access 
issues and general FAFSA information. 
 
Qualifications 
 
Coordinator – Bachelor’s degree. Additional related work experience may be substituted for 
education requirements (two years full-time work experience equal to one year of required 
education), three years of Student Services work experience to include at least one year in 
enrollment services/academic advisement areas required. Additional related education/training 
may be substituted for work experience (two years education/training equal to one year of 
required work experience). 
 
Technician – Associate’s degree in a related field required.* Additional related education/training 
may be substituted for work experience (one year full-time work experience equal to one year of 
required education.)** Two years related, full-time paid work experience required, preferably 
within college advisement/student services. 
 
*One year of education equals 45 quarter of 30 semester credit hours. Part-time related work 
experience may be substituted for full-time work experience on a prorated basis. 
**Additional related education/training may be substituted for work experience (one year 
education/training equal to one year of the required work experience.) 
 
Specialist – High school diploma and one year paid work experience working in a student 
service environment. 
 
Specialist Part-time Temporary (Rush Period) - High school diploma and one year work 
experience working in a student services or customer service environment. 

Training and Professional Development 

Each employee is primarily trained by the Coordinator and office peers. New employees are 
also required to meet with each department within Enrollment Services to complete CORE 
training which includes the functions and responsibilities of each office.  
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Enrollment Services holds monthly staff meetings, including staff from other campuses, to 
provide training and up-to-date information. Student Services offers professional development 
training workshops throughout the year. The Center for Innovation provides professional 
development opportunities through workshops, webinars and seminars. Full-time staff have the 
opportunity (within budget limits) to attend professional conferences.  
 
The Student Express Coordinator attends the weekly Academic Advising staff meeting where 
Enrollment Services provides “Spotlight Training” for the Academic Advising office reviewing 
policy and procedures, functions and timelines of the offices reporting the registrar. This 
includes: the Data Center, Graduation Office, Incoming Transcript Evaluation office, Outgoing 
Transcripts office, Student Express and other functions such as Family Educational Rights and 
Privacy Act (FERPA), Academic Renewal, Appeal to Withdraw, Residency, etc. 

Student Express is very proactive in researching any and all questions asked by students. It is a 
challenge to find the most current and accurate information regarding countless student, faculty 
and staff questions. The SLCC website is the most convenient way of researching; however, 
this information is not always current or up-to-date. Communication by telephone or email is 
used as well to update all Enrollment Services, Student Services and Contact Center staff 

Staff Evaluation 

The Coordinator conducts yearly Performance Excellence Evaluations with full-time staff as 
required by Human Resources.  This provides the Coordinator and the staff with an opportunity 
to assess performance and define goals for the coming year.  The Coordinator also provides 
frequent feedback for part-time staff as well. 

Facilities, Equipment, and Technology 

Facilities 

Student Express desks are configured in a circle located in an open, public area on the second 
floor of the Student Center; the Student Express Lab with 50 computers is located in an open 
area adjacent to the desks. This location provides easy access for students to both Student 
Express staff and the Student Express Lab. During the rush period, this type of location and 
access is quite cumbersome for both students and staff since there is no way of knowing who 
arrived first for assistance. This continues to be the biggest challenge for Student Express. 
Students get very upset when another student moves ahead of them. Student Express has no 
queuing system to let the staff know of the time of the student’s arrival. 
 
The location and desk configuration provides no privacy for students or staff. Students come to 
us requesting assistance which may include confidential or personal information they don’t want 
overheard. Student Express has had theft of computer equipment and personal property. The 
openness of this area also poses safety risks to staff members with angry, difficult and 
threatening student situations. More visible security during rush would help alleviate these 
issues. 
 
Equipment 
 
Staff computer equipment is updated approximately every five years; however, a computer this 
old does not meet the needs of staff. This can be very stressful for those with older computers 
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because it takes much longer to log in and access SLCC web sites needed when assisting 
students. Student Express would be much more efficient when assisting students if staff had 
more updated computers. Student Express is a fast paced environment and slow equipment is 
very troublesome. 
 
OIT is responsible for the computers in the Student Express Lab.  The equipment was replaced 
approximately four years ago.  The Thin Client computers in the lab use less power and are less 
likely to become overheated because they use a server rather than an individual computer data 
base, but these computers are not equipped to provide adequate audio services for video 
tutorials. 
 
Technology 
 
Student Express uses a shared Outlook Calendar for the staff to view and to alert staff of 
upcoming Student Express Lab events, meetings and vacations. There is also a shared 
Enrollment Services Enrollment Exceptions drive that is backed up frequently to preserve 
enrollment exception requests. 

 
One of the specialists in Student Express is responsible for all of Enrollment Services technical 
and campaign communications. This includes video tutorials, informative videos, posters and 
tabletops. This responsibility affects many Student Services departments. 
 
The OIT Help Desk is used for most technological support issues for desk top computers. Staff 
members call the Help Desk describing the computer problem and or issue. A ticket is created 
by the Help Desk and a technician is sent to provide assistance. The technicians providing 
support are very knowledgeable and can assist with most requests, problems and computer 
issues.   
 
Student Express now has technological support and assistance with an OIT lab aide. The aide 
is located in the Student Express Lab and will work Monday through Friday from 10:00 a.m. to 
3:00 p.m.  The Student Express Coordinator works with the OIT Lab Coordinator to provide 
assistance to students with online student services functions. 
 

Summary of Self-Study 
 
Major policy changes to registration and application procedures have impacted Student Express 
over the past five years. These changes include: 

 An admission application deadline was implemented for fall and spring semesters. 
 A new admission policy (high school completion requirement) began July 1, 2012. 
 The online Application for Admission was updated to meet the needs of the SLCC 

student population. 
 The Priority Ticket registration was eliminated. 
 Faculty overrides were implemented through the Faculty Tab. 
 The Waitlist registration was implemented Fall Semester 2011. 
 Adding classes changed from seven calendar days to seven business days. 
 Enrollment Exceptions now require prior approval from the division or department chair) 
 Beginning July 1, 2012, federal financial aid became unavailable to individuals who do 

not have a state-recognized high school diploma or state issued GED. 
 The online Schedule Planner tool was launched Fall Semester 2012. 
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 New guidelines were implemented for Early Enrollment/Graduate students. 

Student Express staff is continually adapting to changing policy in order to meet the needs of 
students and faculty.   

Students who visit Student Express are set on the right path. They are able to accomplish the 
administrative chores associated with being a college student faster and more efficiently, while 
gaining an understanding of College policies. The students are then able to have more control 
over the processes, and better manage their education goals.  

Student Express is often the first point of contact for new, continuing and returning students as 
well as staff and faculty. Staff provides quality customer service in a caring and equitable 
manner. Information and direction must be accurate and current to ensure students are able to 
navigate the registration and admission process. Student Express is comprised of a diverse 
group of people who are willing to work as a team.  There is genuine respect and admiration for 
each other which promotes respect for students, staff and faculty who are served. 

Student Express is proactive in researching information when assisting students, staff and 
faculty. Staff is diligent in finding the answer to questions by researching the College website, 
contacting offices, departments and staff. Information found or the contact person for those 
questions are shared by email or placed in a communal electronic reference folder.   

Student Express staff is a morale booster for the other Enrollment Services departments. The 
staff’s talents are used for creative projects, appeal procedures, front desk duties, phone duties 
and team leadership. The broad knowledge base and expertise enables Student Express staff 
to understand the whole of the student experience and is invaluable to Student Services. 

The challenges and areas of improvement that have been identified through this review process 
are:  

 Current and accurate information on College, department, division and program 
websites.  

 Better communication regarding College, department and division policies, procedures, 
programs services, etc. 

 Better communication in particular with SPED, Continuing Education, Short Term 
Intensive Training (STIT), the School of Applied Technology and the academic side of 
the College. 

 Research and purchase some kind of queuing system to identify students as they arrive 
for assistance. 

As a result of this self-study, Student Express is committed to provide updated Enrollment 
Services information to all areas of the College. The goal is to be more inclusive in sharing 
Student Services procedures, staff and policy changes to all campuses through better 
coordination with site directors. 

The key issues or concerns that the site review team may address are: 
 

 More security for Student Express area, especially during rush. 
 The College website is not updated on a consistent basis. Updated policy and guidelines 

are not reviewed within a reasonable timeline. The possibility of a College website 
committee would ensure websites are reviewed and updates are sent to the College 
website appointee. 



33 
 

 A better communication network between Student Services staff at the various 
campuses to ensure correct information is being given. 

 A queuing system to assist students in the order they arrive for assistance. 
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Data Center Self-Study 

Core Programs and Services 

The Data Center job priorities are: application and admissions, core student information, 
Concurrent Enrollment, data integrity and project management and support for multiple Salt 
Lake Community College (SLCC) departments. 
 
Applications 
 
The Data Center works closely with the Office of Information Technology (OIT) and individual 
departments to help design, implement, update and process SLCC Applications for Admission. 
These currently include four different application forms for traditional, international, concurrent 
and School of Applied Technology students. The current SLCC traditional web application was 
built in conjunction with OIT and implemented in August of 2011. It has received very positive 
feedback from both students and staff. An in-person payment option was added in Summer 
2012. The online application accounts for 93 percent of all traditional applications and has led to 
faster and more accurate processing. An important priority is getting all applications online, 
interactive, student friendly and efficient with as much automation as possible.  
 
An application deadline was initiated in 2011 for the Fall and Spring Terms. The deadline 
requires all applications to be submitted five days before classes begin. This was helpful in 
allowing the Data Center to catch up on application processing. However, it still leaves pressure 
on the staff of the Data Center as well as Student Express which deals with limited course 
options available at that point of the term and Academic and Career Advisors who feel they 
don’t have enough time to see these applicants before registration. An earlier application 
deadline would benefit the staff, but would also benefit the students as they would have time to 
complete all admissions steps in time to build a good class schedule. 
 
The Data Center is currently assisting with upgrading the International admission application, 
designing a new online Concurrent Enrollment admission application and a new Health 
Sciences admission application.  After an application has been received the admissions process 
is completed by the Data Center and then finalized in the Banner System. This process entails 
admit code input and a time consuming manual review of each application. Initial admissions 
codes will often change as students complete or change status. Inputting admission decision 
codes is an important part of the Data Center daily processes. These codes, along with the 
attributes and admit types the Data Center enters, control the students registration group.  In the 
academic year 2011-2012 the Data Center staff made 18,106 admissions decision code 
changes. The Data Center, with the Administrative Assistant of the Assistant Vice President for 
Student Enrollment Services, is also responsible for admission letters. 
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The above table shows the number of traditional admissions applications processed in 2011-
2012.   
 
An Admission Update Form was initiated by the Data Center within the last three years to 
acquire needed information and increase the speed of admission status changes. The 
Admission Update Form is available to students who have applied to SLCC but who want to 
start in a different term within a year of their original application. This also includes students who 
want to transfer between our credit and non-credit programs at the School of Applied 
Technology and former Concurrent Enrollment students who wish to attend SLCC within a year 
of their high school graduation.  From July 2011 to July 2012, the Data Center processed 3,918 
Admission Update Forms, which is approximately 10 percent of the total College applications for 
the same time period. Update forms are free of charge. There has been some frustration with 
the processing turnaround time for the update process which we plan to alleviate with an online 
Update Form. This has been added to OIT’s project list but will have to wait until that 
department has the resources to build the form. 
 
International Office of Student Services (ISS) works closely with the Data Center in areas 
involving admission application, I-20 approved program changes and special projects such as 
its new Health Insurance Requirement and the Late Tuition Registration Drop. The Data Center 
involvement includes tasks such as identifying appropriate Banner fields, building new codes 
and Banner Tables and training the ISS staff in new procedures. The immunization project will 
begin this year. 
 
Admissions 
 
The Data Center is responsible for many areas of admissions, such as: 

 Creating the SLCC academic program lists for publication and online for admissions and 
program of study change options. 

 Building new high schools into the SLCC database 
 Building attributes for grant programs and specialized student populations 
 Collaborating with the SLCC Testing Center on GED verification and creating tables for 

a variety of tests from other SLCC departments such as the SAT, Health Science and 
Math Emporium projects 
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Data Center staff has an important role in helping students and other departments with both 
admissions and registration procedures and problem resolution. For example, early high school 
graduates are referred to the Data Center because of their unique admissions requirements. 
Registration errors that cannot be resolved by other Enrollment Services departments are 
transferred to the Data Center. Significant time is given to customer service both on the phone 
and in person. This is especially true during peak registration periods. 
 
The Data Center processes and images most documents related to admissions such as 
permanent resident cards, driver’s licenses and Early Graduate District Truancy Release 
documents. The Data Center also receives many other documents that require scanning and 
indexing into the Nolij Imaging system; examples are death certificates, divorce decrees, 
marriage licenses and dual registration forms. Some scanning is also done for other 
departments such as the CNA Certificates and Senior Tuition Waiver forms. A significant 
amount of time is spent by the part-time Nolij Specialist imaging, indexing and verifying the large 
amount of documents handled by the Data Center. The Data Center will reduce the required 
time with a budget request for a card scanner and an OIT request for electronic completion and 
transmission of forms. 
 
Admissions requirements are usually implemented and maintained through the Data Center. 
The SLCC Assessment Initiative requires all matriculated students to complete the AccuPlacer 
test or submit official ACT and SAT scores. Some ACT scores are brought in by disk, which the 
Data Center receives and uploads and inputs twice a month. ACT offers a quicker alternative for 
receiving both ACT and SAT scores electronically three times a week through the PGP (Pretty 
Good Protection) process. This would be a large benefit for students waiting to admit. SLCC 
purchased the rights to PGP but the Data Center is currently unable to use the process until OIT 
has the available staff time to help with the technical requirements.  ACT and SAT scores are 
also accepted from official high school transcripts and manually entered by the Data Center into 
Banner.  
 
Summer 2012 SLCC initiated a new admissions policy requiring all students who wish to 
register for credit courses to have a high school diploma or the designated equivalent. Those 
equivalents, as well as high school graduation, led to a more complex computer process for 
admissions. Working with OIT, the new process now includes use of attributes, new decision 
codes and an extensive use of the Banner Admission Checklist form to control both admissions 
and registration groups.  
 
This was a time consuming and significant change for College staff. Gifted programmers were 
able to implement by the given deadline. However, there was not time to test and prepare 
adequately for every admissions and registration situation, or to train staff appropriately in 
relying on the checklist. Acknowledged technical problems have been slow in resolution 
because of the lack of OIT resources. In retrospect, the technical changes are good. However, 
more time and resources would have been very beneficial. 
 
In conjunction with the new high school graduation requirement, the Data Center and 
Enrollment Services initiated a proactive process to obtain test scores, graduation dates and 
Utah State Student Identification Numbers by sending a request to 123 area high schools for 
transcripts of incoming graduated seniors that had applied to SLCC. The results were positive 
from most high schools. In the academic year July 2011-July 2012, the Data Center manually 
input 4,599 high school transcripts and 3953 sets of ACT/SAT test scores. However, this 
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required a great deal of staff time. The state has future plans to initiate an electronic high school 
transcript which will be very helpful to this process. 
 
The Data Center is also involved with the implementation and maintenance of other admissions 
policies and processes from other departments and some registration processes, especially for 
special status students. Examples of this processing are:    

 High school Student Interest cards from School Relations after their High School 
Tour 

 Cohort registration for the Step Ahead Program 
 Dual Status student registration for those registering for undergrad and 

apprenticeship courses 
 Dual Status student registration for those registering for courses in both credit 

and non-credit programs for the School of Applied Technology and the School of 
Economic and Professional Development 

 Early Graduate student admissions process, an improved process implemented 
for the Fall 2012 term 

 Senior Citizen admissions process-an improved process implemented by the 
Data Center  for the Fall 2012 term 

 School of Applied Technology Training Plan which includes start dates, program 
and advisor assignments 

 
Core Information 
 
The Data Center is responsible for inputting, overseeing and correcting student’s contact and 
vital information. The staff are well trained in FERPA and held to strict confidentially 
requirements. Human Resources, the Business Office, Financial Aid and the Help Desk also 
use the Data Center for assistance with login problems, address, phone, birth dates and other 
vital records such as name changes, social security number changes, verification and student 
deaths. Institutional Research and OIT rely on the Data Center for assistance with state reports 
and institutional reporting. 
 
Self-service options for address, phone and email changes were initiated by the Data Center in 
2010 and have saved significant staff time. Students log in to the SLCC MyPage system and  
have the option of adding a new address, phone number and/or email address by typing in the 
information and clicking the submit button. Address changes that do not clear the United States 
Postal Office standards are automatically emailed to the Data Center and processed manually 
for quality control. All other addresses roll into the Banner System automatically. Online self-
service program of study change requests have also proven to be more efficient than paper 
forms for students as well as the Data Center.   
 

Data Processed Manually July 2011 - July 2012 

Name Changes 415 
Address Changes 2,147 
Program Changes 7,008 

 
In the year 2011-2012, the Data Center reviewed and manually processed the above number of 
core information. 
 
Concurrent Enrollment 
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The Concurrent Enrollment office has an important presence in the Data Center workload. The 
SLCC Concurrent Enrollment office averages 9,000 students a year. One part-time position 
specializes in Concurrent Enrollment processing. However, other Data Center staff must also 
participate to meet deadlines. The Concurrent Enrollment office sends paper applications, web 
applications with errors, registration issues, special class registrations, grade changes and 
requests for Student Numbers to the Data Center. The Data Center staff handles a large volume 
of phone calls from high school staff, students, and parents. The new Concurrent Enrollment 
admission application is expected to be more efficient and accurate in collecting data. FERPA 
requirements have led to frustration for high school Concurrent Enrollment staff and parents of 
Concurrent Enrollment students. The Data Center is working with OIT on a process to reduce 
the number of phone calls from parents and high school staff asking for the SLCC Student 
Identification Numbers through a specialized process of the new Concurrent Enrollment 
application. 
 

Concurrent Enrollment Processing July 2011 - July 2012 
Concurrent Registrations 1,211 
Concurrent Grading 983 
Concurrent Applications 868 
Total 3,062 

 
The above table shows a few of the many areas of processing and support the Data Center 
provides the Concurrent Enrollment office. 
 
Data Integrity 
 
Integrity of student information is key to the Data Center’s mission. Duplicate social security and 
SLCC Student Identification Numbers are resolved through this office. Reports are run weekly 
through the Cognos reporting system to identify and then correct code or data errors related to 
student records. Financial Aid and Cashiering are examples of departments that work closely 
with the Data Center for update and correction of student information. Data Center processes 
have check and balances to help ensure correct coding and imaging. 
 
An area of concern is the number of duplicate student records. Most of these duplicates come 
from three areas:  the College application, Student Interest Cards and the Financial Aid FAFSA 
application. The Data Center works to reduce duplication by improving the “match” processes 
for the web application. Enhanced staff training is also expected to reduce the number of 
duplicate records. At the Data Center’s request, Student Interest Cards are moving outside of 
Banner in 2013. This will greatly reduce both duplicate and unneeded records. To reduce 
duplicates from Financial Aid, the Data Center is exploring a process to have FAFSA 
applications come through the Data Center. This would help coordinate efforts between the two 
offices and lead to less duplication. 
 
Collaboration 
 
The Data Center Coordinator is a member of the SLCC Data Standards Committee. This 
committee is headed by the Chief Information and Security Officer of the Office of Information 
Technology and has representatives from a wide variety of SLCC departments. In a 
collaborative atmosphere best practices are established and potential problems resolved in data 
input policies and practices.  
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Many SLCC departments collaborate with the Data Center as a resource for knowledge in 
Banner, Nolij and Cognos to assist with their projects. The Data Center helps to define and 
setup processes for other offices. Training is also provided to numerous departments. Examples 
of collaboration not already mentioned are: 

 Data Center staff has been an important part of the Enrollment Services Archive 
Transcript project to transcribe and image older paper SLCC transcripts not in the 
Banner system. 

 The Data Center has assisted with the “Student Snap Shot” project which allows the 
Orientation office to provide new SLCC students attending orientation with an easy, 
quick look handout of important information about their record such as their current 
program and admission/registration status. 

 The Data Center is collaborating with International Student Services and Health Services 
to implement the immunization project which will gather, store and use immunization 
records in Banner. 

 The Data Center is working with OIT, Cashiering and Accounts Receivable on the new 
in-person application payment options for the web application and new procedures for 
payment Chargeback and NSF problems. 

 Working with several departments, the Data Center is spearheading the change from 
tuition based on residency codes to tuition based on attributes.  

 Other projects where departments have asked for collaboration have not been 
addressed because of the constraints on OIT staff. 

 
Information about the Data Center and its relevant processes are available to students in 
several places. The application, admissions, address, email, phone and program change forms 
are all available on the online MyPage portal. These processes and other Data Center 
information are also available through the Enrollment Services department and web page as 
well as the SLCC A-Z online search.  Information about, and links to, the Data Center are found 
on several department websites. Additionally, some services, such as program of study change 
requests are written up as “process steps” available for Enrollment Services, School Relations, 
Advising and Orientation staff to hand out to students. 
 
The Data Center is encouraged to make use of the many professional development and training 
options available through the SLCC Center for Innovation.   Also, attendance at the monthly 
Enrollment Services staff meeting is required.    
 
The Data Center staff provides onsite training for Enrollment Services offices located on other 
campuses. They also host at least two training meetings a year for multiple offices and 
campuses that work with admissions and registration processes. These staff members report to 
campus regional directors and not Enrollment Services, so training and quality control are 
sometimes an issue. The Data Center has also been asked to present and train at the Contact 
Center, Academic and Career Advising, Financial Aid, International Student Services, 
Orientation, High School Relations, Cashiering and Enrollment Services staff meetings. Data 
Center staff was also asked to present at the SLCC Administrative Assistant training and the 
regional Counselor Conference. 
 
The Data Center has strong relationships with departments both within and outside Enrollment 
Services. The Data Center builds codes, solves problems and cooperates on projects for a 
variety of offices such as tracking CNA certificates for the Health Sciences and Incoming 
Transcript Evaluation offices, participating in the update and input of pre-Banner College 
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transcripts into Banner and Nolij for the Outgoing Transcripts office, creating unique social 
security number setups for Human Resources and merging records for Parking Services. The 
Data Center also works with the Graduation Office for program and code changes needed for 
the New Century Scholarship, Gainful Employment reports and graduation. The Data Center 
works with the Scheduling office for special registrations and class setup errors, with Cashiering 
and Accounts Receivable on charge errors and non-payment issues, building campus codes, 
and it builds “holds” for various offices. Data Center staff has recently or is currently participating 
in several committees such as the International/Health Center Immunization Committee, Early 
Enrollment committee, SLCC Completion Committee, Math Emporium Committee, several 
Application Committees, Gainful Employment Committee, SLCC Address committee, SLCC 
Duplicate SID Committee, SLCC Data Integrity Committee. The Data Center Coordinator is also 
a member of FSA Atlas, Nolij Standards and Banner User Committees. 
 
Challenges and Recommendations 
 
The Data Center staff provides accurate processing for admissions processes and provides 
both experience and expertise to advise those offices that make policy decisions. Students 
benefit as the Data Center also finds solutions for registration, admissions and Banner coding 
problems. The Data Center now has one full-time staff member for SAT admissions and only 
one other full-time position in addition to the Coordinator position. All other staff is part-time. 
Four years ago the Data Center lost a full-time manager position and a full-time specialist staff 
position. Neither position was replaced. A specialist position was upgraded to a Coordinator 2 
position to manage the Data Center.  This lower level position at times does not have the 
authority needed for the responsibilities of the position. The Coordinator works large amounts of 
overtime to keep up with current administrative, project and daily processing demands. 
 
The loss of two full-time positions has been a particular problem given record admissions, 
increased daily student processes and unchanged institution expectations. During peak 
admissions and registration periods there have been some problems with the quality of work 
and longer processing and turnaround times. This frustrates both the students and SLCC staff 
because applications and admissions processes are not completed within the SLCC’s traditional 
48-hour timeframe. To improve the quality and timeliness of the admissions and registration 
process for SLCC, these two positions should be restored. 
 
The Data Center is often tasked with the implementation of new policies and processes. In 
some cases the Data Center takes on these responsibilities due to a recognized need and not 
because it has been assigned. Many of these would typically fall to an Admissions Office.  An 
Admissions Office would be very helpful in coordinating the various offices now dealing with 
admission but accountable to different leadership. This currently leads to efforts that are not 
coordinated and to different viewpoints. While the Data Center works very well with many other 
departments integral to admission and registration, it is sometimes frustrated by the lack of 
central oversight and authority for admissions.  
 
The lack of sufficient OIT personnel and resources has a direct and negative impact on the 
ability of the Data Center to improve the application and admissions processes for students. The 
Data Center has several projects on the project list; some have been waiting for years. Other 
examples not mentioned previously are the automating of residency comments, updating the 
various sections of the traditional application, enabling sponsored students to pay the 
application fee online and revamping tuition charges based on residency attributes.  
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The Data Center would also like to make better use of new technology and social media for 
projects such as enabling all forms to be completed online with documents attached and 
developing an easily accessible list of all programs of study at SLCC.  Current admissions 
status updates would be very helpful for students, but has yet to even make the project list. 
These, and other projects, have not been given a start date, due to the lack of resources in the 
OIT. Enrollment Services oversees several offices with large workloads and a variety of 
technical and web programming needs, such as exists in the Data Center. Enrollment Services, 
the Data Center and ultimately SLCC students, would greatly benefit from a full-time technical 
support position for Enrollment Services. 
 

Leadership and Staffing 
 

The Data Center Office is comprised of three full-time, four part-time, two temporary staff 
members and in some years a work study position. Currently the staff consists of: 
 
Coordinator 2        Full-time 
2 Technician 2  Full-time 
Specialist 3     Part-time (29 hours) 
2 Specialist 2      Part-time (29 hours) 
Specialist 2      Part-time (20 hours) 
2 Specialist 1          Part-time (Temporary)       

 
 
Decision Process 
 
The Data Center Coordinator reports to the Registrar and is part of the Registrar’s weekly 
Enrollment Services Core Committee. Information and decisions by the Registrar or Assistant 
Vice-President for Enrollment Services are communicated in that meeting. The meeting is 
effective both for notification and discussion of decisions and their impact on the individual 
offices within Enrollment Services. The Coordinator represents the Data Center’s voice at the 
Enrollment Services core meetings. 
 
Decisions within the Data Center are made by the Coordinator. However, most often needs, 
changes and problems are discussed with the staff in weekly staff meetings. Open discussions 
are encouraged and everyone participates. The staff is also encouraged to bring questions or 
concerns they have for discussion. Some immediate decisions are discussed outside of staff 
meeting and communicated by email. However, valuable insights and stronger, informed 
decisions come from staff participation and observation which is better for students and the 
College. Data Center staff is invited to attend meetings with the Coordinator that impact their 
area of specialty, such as Concurrent Enrollment meetings, to bring a practical perspective to 
the decision making process.  
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Decisions often impact staff doing similar work at other SLCC campuses. Information is emailed 
to either the North or South Region Director and copied to the supervisors. It is their 
responsibility to inform their staff. The Data Center does offer help by phone, email and onsite 
training at any of the SLCC campuses. 
 
Recently an Instant Messaging (IM) group was setup by the Data Center for employees doing 
similar work. Enrollment Services employees at other campuses can find it difficult to get 
through to the Data Center by phone during heavy registration periods. The group IM eliminates 
this problem and provides common questions/answers, updates on technical problems and 
allows faster input of suggestions. Communication of process has also improved with the 
creation of a detailed process handbook, which will soon be online for relevant staff members. 
 
Job Responsibilities 
 
All Data Center employees are expected to know all processes and to have more expert 
knowledge in their assigned area of specialization. 
 
Coordinator 2 – Reports to the Registrar, manages the Data Center staff, processes and 
policies; does the more complicated computer work, directs projects for many departments, and 
participates on committees related to admissions, reports and registration, and generates 
reports. 
 
Technician 2 – Specialty is application processing and assisting part time employees. 
 
Technician 2 – Specialty is SAT admissions and applications (position moved from the SAT to 
the Data Center in August 2012). 
 
Specialist 3 Part-time – Specialty is Concurrent Enrollment student applications and 
registration/grade changes. This position is subsidized by the Concurrent Enrollment office. 
However one part-time position cannot keep up with the workload and all Data Center staff also 
does Concurrent Enrollment work. 
 
Specialist 2 Part-time – Specialty is phone calls, in person contact and high school transcript 
processing. 
 
Specialist 2 Part-time – Specialty is maintaining student vital information and programs. 
 
Specialist 2 Part-time – Specialty is Nolij document imaging process. 
 
Specialist 1 Part-time – Temporary position to process Student Interest Cards for the office of 
School Relations. 
 
Job Qualifications 
 
Coordinator 2 – Associate’s degree and fifteen years experience of appropriate work in a 
college or university setting. 
 
Technician 2 – Associate’s degree and two years of office information systems experience; type 
40 words a minute. 
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Specialists 2 and 3 – High school diploma and one year experience with computer software and 
customer service. 
 
Specialist 1 – High school diploma, knowledge and experience with basic computer functions. 
One year work experience. Competent reading skills in English. 
 
The Data Center has had very little turnover of its employees in the last four years. The majority 
of the Data Center staff, six out of seven staff positions, was hired by the former Manager who 
retired in 2009. Positions were recruited and filled on a more casual and personal basis than is 
done now. The evening part-time position was created in 2011 and was submitted through the 
Human Resources hiring process.  
 
Three important factors in the low employee turnover rate are: 

 Most of the staff are not students and have had years of work/office experience 
before coming to the Data Center. Experience of the past Manager showed that the 
high demands in knowledge and work load of the Data Center made it difficult for 
student workers to obtain the in depth knowledge required and to meet the workload 
expectations. 

 Enrollment Services and Data Center leadership stress the importance and impact of 
employee’s work for both SLCC students and their community. Leadership also 
provides team building, positive feedback and fun experiences throughout the year. 

 The work space in the Data Center has an open feel and makes it easy for the staff 
to collaborate and help each other. Communication and expertise are shared and 
readily available to students and other staff. 

 
Training 
 
Due to the complexity of the job, training is a constant, ongoing process in the Data Center. 
Staff is expected to maintain in-depth knowledge of SLCC policies and procedures-especially 
those related to all forms of admissions and registration. Staff is also expected to be very 
knowledgeable in Banner forms, codes and processes. Knowledge and use of the Nolij imaging 
system, AnyDoc scan processing system and the Axiom interface application system is 
required. Staff training meetings are held weekly except through heavy registration periods. 
There are also supplemental, individual trainings as needed.  The Data Center staff also attends 
the monthly Enrollment Services staff training meeting and the annual Enrollment Services 
Retreat.  
 
The SLCC Innovation Center provides classes and workshops throughout the year which the 
staff are encouraged to attend when possible. The SkillSoft online classes are also available; 
however, Data Center staff rarely has time to participate in these classes. Other opportunities 
include the College-wide and Student Services professional development conferences which all 
staff attends for at least part of the day. The Registrar approves attendance for these and all 
other conferences. 
 
Attendance at any conference with fees must be approved by both the Registrar and Assistant 
Vice President. Conferences within the state of Utah are usually attended only by full time 
employees. The annual ACT, UACRAO and UBUG conferences are attended by the 
Coordinator. The two full-time Technicians attend NASPA and UACRAO on a rotating basis. 
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The Coordinator attends the National Ellucian Summit Conference each year. It is a technical 
conference and very beneficial. The yearly AACRAO conference is not attended by the 
Coordinator but would be beneficial as the Data Center is heavily involved in admissions.  
 
The Registrar is very supportive of both professional development and college education for 
employees. Workshops have been held within Enrollment Services to benefit student 
employees and supervisors are strongly encouraged to support student employees as much as 
possible with scheduling.  
 
All full-time employees are evaluated once a year through the approved Human Resources 
process. The employees rate themselves on skills and competency. The supervisor does the 
same and then those areas are discussed. It is an opportunity to offer praise for things well 
done and discuss items where improvement is needed. On an unofficial basis, the Coordinator 
of the Data Center also meets with each part-time employee in a simpler, but similar, format. 
Throughout the year the Coordinator has private meetings with staff to allow for private 
evaluation and feedback of the office, performance and processes. 
 
Department awards are both verbal and physical. Positive verbiage and praise for work well 
done is freely given. The Coordinator also provides treats, snacks, personal notes and birthday 
presents. Although the awards are small, they are personal and well received. 
 
The Data Center’s workload is not dependant on the time of year. The staff is busy year round. 
There is no anticipated change to the workload or assignments. Pertinent use of technology, 
such as the improved web application has helped the staff cope with high enrollment numbers. 
However, several important projects that would help with turnaround time and quality of service 
are still waiting for implementation.  
 
The complexity and depth of knowledge required to work in the Data Center requires long-time 
and continuous training. Keeping long-term employees is very important to maintain the high 
quality work required of the Data Center. Training, quality and longevity of employment would 
be maintained and improved by upgrading at least some of these positions to full-time status. 
 
The current Coordinator 2 position should be upgraded. The Coordinator represents Enrollment 
Services and is a key member of multiply College-wide committees; supervises six employees, 
as well as work study and temporary employees; and makes decisions and carries 
responsibilities well beyond her current job level. An upgrade to more accurately reflect the 
work, projects and responsibilities of the Coordinator 2 seems not only a decision of integrity, 
but also would support this position to reflect the position influence when representing the 
Registrar in meetings and on committees. 
 

Facilities, Equipment and Technology 
 
Office Space 
 
The Data Center office space consists of an open square of four work stations, which contain 
two full-time and three part-time employees. One part-time employee works at a scanning 
station a few feet across from the Data Center front desks. The layout plays an important part in 
the quality of work completed and the level of customer service. The open access allows the 
staff to communicate and help each other with work that is often complex and offer specialty 
help to students. The two front desks have a partial panel with a small customer counter. 
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Students are sent by the Enrollment Services front counter to the Data Center desks as they 
needed.  
 
Five of six work stations have a built-in adjustable keyboard shelf which is very helpful in 
combating Carpal Tunnel. The work station that now handles both Nolij imaging and computer 
work is in need of the same desk, and a customer panel and counter.  
 
Technology 
 
Current computers were purchased within the last year. Data Center computers are replaced 
within a four to five year period and each computer is set up with two monitors. A new phone 
system was installed for the Data Center in 2012. 
 
The Data Center makes use of both an H drive, for permanent documentation and an I drive 
where letters, forms and process instructions are kept. Recently an Instant Messenger Group 
site was created to improve communication with Enrollment Services offices at other campuses. 
Student contact information and program of study change request are available through a self 
service site on the SLCC MyPage student tab. 
 
Data Center employees are trained in all standard SLCC computer programs, such as Banner, 
Outlook and Nolij. They are also trained in the less common specialty software AnyDoc and 
Axiom. The Coordinator shares Axiom administrator rights with OIT. Email is used frequently to 
communicate instructions and information to the Data Center staff and with employees who 
share similar tasks. Email is also currently used for logging duplicate student records. However, 
plans are to move this list to SharePoint for both the Data Center and other College 
departments. Technology also helps the Data Center staff to keep track of busy meeting 
schedules and time off on a shared Outlook calendar.  
 
Technology Needs 
 
The Office of Information Technology is as helpful to the Data Center as it can be given its 
present circumstances. However, there are simply not enough personnel available to support 
the Data Center and allow it to function as efficiently or effectively as students and staff need. 
Fall processing deadlines had to be moved back multiple times during the peak admissions and 
registration months. Needed upgrades to the web application would have made a big difference. 
Also, some Data Center technology projects were put into production for fall without being fully 
completed or tested. The result was a large amount of staff and student dissatisfaction. This 
was not the fault of any one programmer; they were pulled off projects to work on other vital 
needs. The Data Center is now waiting to have those projects completed, as well as others that 
have not been started.  
 
It often feels that the Data Center is patching up old processes for students instead of being 
allowed to move forward. Several examples of projects still on hold were given earlier in the 
self-study. One example is especially frustrating for students. They expect all Data Center forms 
to be available for electronic completion and submission—none are.  The ability to do this, and 
attach documents, requires help from the OIT. It will be several more months before this project 
will even be considered. The consequence of this is a lot of wasted paper, time, and resources 
for staff and students. The student must travel in person to an SLCC campus, find the right 
office and staff member, request the form, make copies of their documents, complete the form 
and then get back in line to submit the form to the staff.   
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The Data Center has the goal of using mobile devices, such as an app for faster, simpler self 
service process, application information and status. Official word was received that these ideas 
could not even be presented to the “mobile committee” for at least two years. All of Enrollment 
Services is represented by only one member on a social mobility committee that has never met. 
There is a critical need for the Data Center, Enrollment Services, and the students we serve to 
have at least adequate OIT support. SLCC strives to be the premier community college in the 
nation; a goal that is currently compromised by the lack of sufficient technical support and 
programmers. We are falling further behind where we would like to step ahead. 

 
Summary of Self-Study 

 
The Data Center has undergone some important changes in the last five years. Four years ago 
both the position, and the full-time position at the South City Campus, became vacated. A full-
time position within the Data Center was upgraded to a Coordinator 2 position and given 
leadership of the Data Center. This resulted in a loss of authority in what was a Manager 
position and a loss of two full-time positions. 
 
 As part of the institution’s decision to integrate the School of Applied Technology’s admission 
processes and services with traditional SLCC practices, a full-time SAT admissions position was 
moved to the Data Center summer of 2012. Also, by rearranging part-time hours and adding 
nine new hours, the Data Center created a much needed part-time evening position. 
The Data Center moved to its current location four years ago. The new location put the Data 
Center within Enrollment Services for the first time and has improved communication and staff 
support both with other departments and within Data Center. New phones and new computers 
were obtained in 2011.  
 
A review of the Data Center accomplishments in the last five years has highlighted a variety of 
improvements. Examples include the new SLCC admissions applications including the 
Traditional, SAT, International, Early Enrollment and Concurrent Enrollment applications and the 
new application deadline. Also, with OIT’s help, the creation and use of registration groups, on 
line address change and program of study change requests, student attributes and an 
automated admissions checklist have made significant changes to the admissions processing. 
In spring of 2012 a new process to acquire high school transcripts for all new applicants was 
implemented. 
 
The Data Center has played an important part in many projects for departments that make use 
of its in-depth Banner knowledge to innovate within their own offices. Just a few examples of 
this are found in Orientation, School Relations, the International Student Services and Cashiers 
Office. The Data Center has also created and headed new committees such as a committee to 
improve the processing of duplicate Banner records, address type creation, campus codes and 
both student  and employee deaths. 
 
Training for the Data Center, and other SLCC departments, has been improved. In the last four 
years, Data Center staff meetings were changed from semi-annual occurrences to weekly 
trainings. This department has also innovated better training for other departments through new 
inter-campus, proactive training in departments impacting admissions and one-on-one training 
practices. 
 
Improvements will be supported and expanded as needed, such as: refining the attribute and 
checklist process, decreasing the number of duplicate records, maintaining regular meetings for 
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both new and pre-existing committees and furthering communication with departments outside 
of Enrollment Services. 
 
The Program Review has identified some of the challenges the Data Center deals with and 
highlighted needed improvements to meet those challenges. The three most important 
challenges are the lack of technology support, the lack of an Admissions Office and the lack of 
full-time staffing in the Data Center.  
 
OIT supports the Data Center as well as it can under present circumstances. However, the 
department does not have enough staff to support the Data Center, or SLCC students, with 
timely, quality work. The Data Center has some projects still waiting to be placed on the OIT 
project list. A few projects have been pending on the list for years without attention and several 
current projects that have not been completed. This leads to a lot of student and staff frustration 
as it impacts admissions and registration. Improved human resources and support from OIT 
would impact every facet of Enrollment Services and be of supreme importance to the Data 
Center. 
 
There is a strong need to re-examine the impact experienced by students and our institution by 
the lack of an Admissions Office. Either the creation of a traditional admissions office or creation 
of at least one new associate registrar position to oversee College admissions is imperative. 
Admissions responsibilities are currently spread through many departments, some of which 
report to different Assistant Vice-Presidents. Coordination of activities, resources and problem 
solving are often haphazard and depend on the individual departments to initiate. The Data 
Center currently operates as a substitute admissions office in many ways, and is seen as such 
by other departments. However, the Data Center does not have the authority or staff to do what 
is needed to improve this important area. With approximately 30,000 new applicants and 60,000 
students each year SLCC needs an Admissions Office. 
 
Personnel needs are also a challenge for the Data Center. Replacing full-time positions and 
upgrading jobs to realistically reflect the work load and responsibility carried by Data Center 
staff is important for maintaining and improving quality and timeliness in both admissions and 
registration. 
 
The Data Center goals, beyond meeting the challenges stated above, include: make application 
status available on MyPage and on mobile devices, enable sponsored applicants to use the 
online application, finish the International, Concurrent and Early Enrollment application projects, 
automate residency comments, change to PGP processing for ACT and SAT test scores, 
incorporate more traditional admissions process for the School of Applied Technology, create a 
process to acquire and electronically input more state student identification numbers and high 
school transcripts, incorporate or change the process for how new student FAFSA applications 
are brought in to Banner, improve staff training processes and remove the Student Interest 
Cards to a data base outside of Banner. 
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Incoming Transcript Evaluation Office Self-Study 

Core Programs and Services 

The primary function of the Incoming Transcript Evaluation office, within Enrollment Services, is 
to transfer credit that will be applied toward the completion of associate’s degrees and possible 
certificate programs to prepare individuals for career opportunities and an enriched lifetime of 
learning and growing.  In addition to transferring credit to satisfy SLCC degree requirements, 
many students transfer in credit to satisfy prerequisite requirements for coursework that will 
further advance their educational goals for employment or graduate school pursuits. 
 

Transcripts Received & Evaluated 
 

 
Notes:  Some of the transcript evaluations may include re-evaluations or transcripts received from the prior 
year.  

For comparison purposes, the office sent a request to all Utah System of Higher Education 
(USHE) institutions, as wells as BYU & Westminster, to inquire about transcript evaluation 
statistics. Weber State University is the only institution that has responded to date. 

 
In the 2011 calendar year, Weber received and reviewed 12,615 transfer transcripts (not high 
school; college only). Weber does not keep track of the number of transcripts received that 
cannot be matched to students or from those who do not complete the admissions application. 
 
The transcript evaluation process is different at all USHE institutions. Some institutions require 
that all transcripts be processed for admissions; however, SLCC does not require transcript 
evaluation for admissions. SLCC is open admission and the student population at SLCC may be 
attending for a variety of reasons. Prior transcript evaluation may or may not be necessary 
depending on a student’s goal at SLCC.  
 
The evaluation of credit typically comes from one of the following sources: 

 Prior college or university within Utah institutions 
 Prior college or university out-of-state institutions 
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 Foreign Credential Evaluations (prior college credit completed outside of the United 
States) 

 AP (Advanced Placement) Exam credit evaluation 
 CLEP (College Level Examination Program) Exam evaluation 
 Foreign Language Credit Evaluation 
 Military transcripts  
 POST (Police Officer Standard Training) certification evaluation 

 
SLCC operates under the following credit evaluation guidelines to ensure consistency and to 
best serve all student populations: 

1. Classes were taken for credit at a regionally accredited college or university (exceptions 
to this rule are  sometimes made by specific academic programs for credit applied to a 
major-related course requirement);    

2. Grades in individual classes are C- or higher, except in cases where a grade of C is 
required at SLCC as a prerequisite;     

3. Classes are college level (rather than remedial or developmental; at Utah institutions this 
usually means numbered 1000 or above);  

4. Classes are designated as “general education” by the issuing institution or by SLCC, or 
meet a requirement for graduation in the student’s SLCC program. 

5. Courses taken more than 10 years ago may only transfer as elective credit, rather than 
specific course credit. 
 

In conjunction with the academic department evaluation, the acceptability of coursework is also 
guided by the Utah System of Higher Education (USHE) policy R470 
(http://higheredutah.org/sbr/policy/pdf/R470.pdf): 
 
The purpose of R470 is to assure reciprocity and consistency in the structure and core 
requirements for General Education programs in the Utah System of Higher Education (USHE); 
to provide a lower- and upper-division course numbering code for the System, to establish 
common lower-division pre-major requirements and support timely progress toward student 
graduation; to provide policies and principles for the transfer of credit among System 
institutions; and to establish the credit by examination policy. 
 
In addition, the Incoming Transcript Evaluation Manager is a member of the Utah Transfer 
Articulation Committee. The committee meets twice a year to share best practices and aims to 
maintain transparency and consistency in how credit is evaluated across the USHE system. The 
committee is also a valuable resource when questions come up about how other institutions are 
evaluating credit.  
 
The guidelines and procedures that govern the evaluation of Incoming Transfer Credit are 
published online:  www.slcc.edu/transcriptevaluation. In addition, they may be found in the 
College catalog and the Incoming Transcripts website is referenced in many College 
communications to students as listed below. 
 
Although SLCC is an open admission institution and students are not required to submit transfer 
credit for admittance, the information about transfer of credit is made available to notify and 
inform incoming transferring students by referring them to the Incoming Transcripts website 
through a variety of publications and sites: 

 Getting Started handout  
 Online Getting Started:  http://www.slcc.edu/gettingstarted/ 
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 Admission Letters  
 Orientation Brochure (page 15):  

http://www.slcc.edu/orientation/docs/ConnectionsOrientation.pdf 
 Referenced in all New Student Orientations  

 
In general, the turnaround time of processing transcript evaluations ranges from two to four 
weeks. During peak registration periods, the range can extend to six weeks. The office has 
made many improvements over the past several years to streamline the process and make the 
turnaround faster. The primary improvements have been made in communication to students. 
Students who submit a transcript, but have not submitted a Request for Evaluation form, are 
notified and sent the link to submit the form. SLCC has also reached out to USHE institutions, 
which may have students transferring only for the summer or only for one or two classes, and 
shared the steps to the transfer evaluation process to inform their students who may need to 
clear a prerequisite. There have been many instances in the past year and a half when the 
turnaround time has been within a week or less.      
 
One of the biggest difficulties in serving transfer students is determining for certain what their 
goals are at SLCC. There is no way to measure a student’s intent. Transcripts are evaluated 
based on the student’s application to the College. The type of application (matriculated versus 
non-matriculated) is utilized to evaluate prior credit accordingly. Matriculated students are 
evaluated based on the program of study listed on the student’s application. General education 
core is reviewed for all matriculated students and applicable program of study requirements. For 
example, if a student is listed as pursuing an AAS in Accounting and has several Social Work 
related courses, the Social Work courses are posted as elective credit only. They would not be 
submitted for articulation to the Social Work department because they would not be applicable 
to General Education requirements or Accounting related requirements. Non-matriculated 
students are not given a complete evaluation. They are evaluated for prerequisites only. The 
Request for Evaluation form is essential, especially for non-matriculated students. Students 
must list the courses they want to complete at SLCC in order to evaluate and post applicable 
prerequisites. Students are notified if clarification is needed or if they have not met the required 
prerequisite.        
 
Beyond traditional transfer students who request evaluation of credits in order to apply them 
toward a degree, the office works with several specialized populations. These students may or 
may not ultimately pursue a degree at SLCC: 
 
Health Science Programs – Program prerequisites are evaluated for all health science 
students applying with prior credit from elsewhere. This currently includes validation of CNA 
Certification for nursing applicants. 
 
Graduate Students – Many students pursuing degrees/programs elsewhere transfer to SLCC 
to retake courses to improve grades for graduate programs.   
 
Veterans – With an increase in the number of returning Veteran students to civilian life, many 
are taking advantage of the GI bill and educational benefits that they are entitled to utilize. 
Veteran students are required to have all prior coursework (including military experience) 
evaluated to be eligible for those benefits. The majority of military related credit is not applicable 
to specific programs and rarely benefits degree completion. Our experience has been that this 
population, more often than not, is here to receive those benefits rather than truly pursuing or 
completing a degree. This was confirmed through a session attended at AACRAO 2012 
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(Customer Service for Military Students: Building and Managing Relationships). Again, this is a 
requirement made by those issuing the benefits that the students are required to submit. 
 
Athletes – For some student athletes, SLCC has been a bridge between their prior institution 
and their ultimate destination. They may be here to maintain eligibility while waiting for a spot at 
a Division I institution. Or, they may be required to improve their GPA to be eligible for a Division 
I school. 
 
Overall, there has been a steady increase in the number of transcripts received each year. 
Although not substantiated statistically, the sense is that these specialized populations are a 
large part of the increase. This may be due to the fact that these populations are more 
demanding than traditional degree-seeking students because they have other factors outside of 
degree completion at stake.   
 
Over the past years, several policy and procedural changes have impacted our area: 

 Assessment Initiative – The Accuplacer placement test was added as an admissions 
requirement for matriculated students but not for students with prior degrees. Students 
with prior degrees and credit are adamant about not having to take the Accuplacer. The 
difficulty arises when they are required to take the Accuplacer to satisfy a prerequisite 
requirement. As a result, our office is often referred to handle related inquiries regardless 
of whether or not a student has prior transfer credit. 

 Electronic Transcripts – Most USHE institutions utilize an electronic format to issue 
college transcripts. In addition, most military transcripts are received electronically. 
There are a few out-of-state institutions that send transcripts electronically. That number 
is expected to grow as the technology evolves and becomes more readily available. 
Although it is more time consuming to download an electronic transcript rather than 
opening an envelope, overall, it does speed up the turnaround time for students. 
Positively, our documentation of date received and codes can be electronically stamped 
on most electronic transcripts received and transferred directly into Nolij. There is an 
electronic archive that can be researched if a transcript is missing versus something that 
may be lost in the mail, rarely can that be researched. One of the main downsides of the 
electronic format is when there are electronic glitches with the system - either with 
servers or sites. If the system is not working, we have to wait until it is working to 
process the files,   

 Prerequisite Enforcement – As result of the recent enforcement of all course 
prerequisites, our office saw an increase in transcripts and inquiries for Summer 2012.   
 

During peak registration (April-August 2012), there was a 9.41 percent increase in transcripts 
received compared to the same time period in 2011. This is attributed to this summer’s 
implementation of all prerequisites. Based on enrollment patterns, the Incoming Transcript 
Evaluation office had anticipated numbers to be level with the year prior, or possibly even 
decreased. Prior to requiring the Accuplacer for matriculated students to be admitted and prior 
to the enforcement of all prerequisites, some transfer students may not have submitted 
transcripts for evaluation. With these changes, more students  are now submitting transcripts 
because they would otherwise have to either take the Accuplacer and/or be restricted from 
registering for certain courses.  
 
Although collaborative efforts may be made when new policies and procedures are 
implemented, the reality is that there is a cost to new services or changes in procedures. 
Typically, there are not additional resources (i.e. time, money) made available and it is difficult 
to predict how an area will be impacted.   
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Changes in academic administrators and the realignment of academic programs can have a 
significant impact on the incoming transcript evaluation process as well. The academic 
departments of the College are relied on to evaluate and articulate individual courses for 
transfer. Any time there is a change, or realignment of positions, there is a learning curve for 
faculty who need to review transfer credit. This may, or may not, result in the delay of 
articulations being processed. The Incoming Transcript Evaluation office has experienced that 
many times the incoming transcript evaluation process is a new administrator’s first introduction 
to transfer of credit to SLCC. The impression and perspective is that as a “community college”, 
the majority of students are transferring out to a four-year institution. In addition, each academic 
program has its nuances and the Incoming Transcript Evaluation office not only has to learn 
how to navigate, but often is required to communicate these distinctions to students.   
 
Below are a few specific examples: 

 Visual Art & Design:  Students must be directed to the department for a portfolio review. 
Often credit has been substituted for SLCC requirements, not articulated. This is 
problematic when a course is needed for a prerequisite and Banner does not identify 
substituted coursework. We have been working with the department to get more courses 
articulated rather than substituted.   

 Aviation Programs:  Students must be directed to the department for review of credit 
before it may be posted.   

 Business/Management:  Strictly for courses that have a BUS or MGT prefix, students 
must petition the department for credit. (See Appendix M, SLCC Petition for Course 
Equivalency.) 

 American Sign Language:  ASL 1010, 1020, 2010 & 2020 classes that have been taken 
within the last two years are transferable to SLCC from all accredited Utah colleges. 
Credit for ASL 1010 and/or 1020 can be earned by passing the ASL challenge test(s). 
For students with demonstrated proficiency in American Sign Language, it is possible to 
enroll directly in more advanced courses with departmental approval. Upon completion 
of that course with a grade of B or higher, students can petition and pay for credit for the 
first-year courses bypassed. If students intend to apply for entrance into the ASL/English 
Interpreting program, a “B-” grade or better is required in all ASL courses. The Incoming 
Transcript Evaluation office refers students to the ASL academic advisor for planning 
coursework and goals at SLCC since there are now program prerequisites. 

 Nursing:  In addition to posting general education and program prerequisites 
requirements, the Nursing department requires additional coursework be posted strictly 
for the purpose of admissions and awarding points toward acceptance to the program. 
(See Appendix N, Health Science Admissions.)    
 

The Incoming Transcript Evaluation office has a good working relationship with the academic 
departments. However, to strengthen the overall coordination between departments, a goal of 
the Incoming Transcript Evaluation office would be to have a formal way of orienting new 
administrators. This could be accomplished through a guide on transcript evaluation listing 
FAQ’s with a cheat sheet on terms and Banner codes frequently used.       
 
Students are sometimes misdirected to the Incoming Transcript Evaluation office. For example, 
students are referred to the Incoming Transcript Evaluation office who have older SLCC credit 
that Banner is not identifying accurately for degree audit purposes. The assumption is that the 
Incoming Transcript Evaluation office can “transfer” or update the credit to current SLCC 
equivalencies. The remedy for this is a combination of updating the degree audit to 
acknowledge the prior credit or on occasion a departmental substitution may have to be made. 
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Neither of which would be initiated by the Incoming Transcript Evaluation office. In addition, 
students who have missing SLCC Concurrent Enrollment credit are often directed to the 
Incoming Transcript Evaluation office to locate their missing credit. This is a function 
coordinated between the high schools and the Concurrent Enrollment office at SLCC.       
To combat some of the misdirection, the Incoming Transcript Evaluation office has implemented 
a phone tree to redirect students who may be contacting the office by phone. In addition, when 
these occasions arise, we try to identify who referred the student and make formal contact to 
clarify the correct procedure.  
 
Contacts & Interactions 
 

 
 
In addition to the amount of transcripts received, the volume of calls and walk-ins add to the 
turnaround time for the transcript evaluation process. Despite the setup of Enrollment/Student 
Services and the Incoming Transcript Evaluation office location within Enrollment Services, the 
second graph demonstrates truly how well the office flows while handling frequent interruptions. 
The office technicians, along with evaluators, handle a tremendous amount of detail-oriented 
paperwork while functioning as a reception desk for the public. Imagine financial aid technicians 
processing their files, while answering all general financial aid phone questions and 
departmental walk-ins. In addition, part-time Enrollment Service specialists, who cover the front 
desk of Enrollment Services, and have paperwork, get time at a private desk within Enrollment 
Services to take care of paperwork; while the Incoming Transcript Evaluation technicians handle 
all paperwork, all departmental phone calls and walk-ins at the office reception desk. Many of 
the phone calls and walk-ins have not been related to the Incoming Transcript Evaluation office. 
Walk-ins tend to be impatient Enrollment Services students who do not want to wait in line, have 
a “quick” question or need a pen. To address the problem of misdirected callers, the Incoming 
Transcript Evaluation office recently implemented a phone tree for all incoming calls to direct 
students to the correct departments. Examples of misdirected calls included calls for outgoing 
transcripts, students checking on high school transcripts, ACT or SAT scores, transfer 
Accuplacer results and registration questions for prerequisites.  
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With the changes and improvements in technology, one day there may be automatic 
transferring of credit. In the meantime, our office aims to evolve with the changes, while 
maintaining a respectable level of service.    
 

Leadership and Staffing 
 
The Incoming Transcript Evaluation office is comprised of four full-time staff members: 

 Manager 
 Specialist 
 (2) Technicians 

 
The office reports to the Director of Student Services, North Region who assists with out-of-
state transcript evaluations.  

 
 
The Manager is ultimately responsible for all decisions and communications regarding incoming 
transfer credit. As needed or as requested, the Director, Registrar and Vice President of 
Enrollment Services are consulted to discuss any challenges and strategies that arise. 
Information is shared and distributed typically via e-mail notification. Each employee has a 
binder that can be referenced for information and updates (e.g. Accuplacer Score Placement). 
When new concerns arise that may impact our department, the four full-time staff members 
gather to discuss implementation and plans of action. This informal meeting process works 
effectively due to the small group’s location in close quarters which allows for frequent and easy 
communication.         
 

Staff and Responsibilities 
 
Human Resources standard advertising has been utilized for recruiting methods. All recent hires 
have been internal candidates although the positions have been externally posted. The 
technician position is the only position that has turned over in the past seven years.  Reasons 
for employees leaving have tended to be for personal issues rather than for advancement or 
discontent.     
 
Job Responsibilities 
 
Manager – Manage, design, implement, and oversee the College-wide system of transfer of 
credit evaluation for new, continuing and returning students. Coordinate with faculty, 
departmental advisors and communicate with students. Maintain computerized data base 
student information system. Determine appropriate interpretation and application of College and 
statewide policies and procedures as they relate to transfer credit. Hire, train and supervise full-
time staff.   
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Specialist – Under the direction of the Manager, evaluate and articulate incoming transfer credit, 
clear prerequisites and coordinate Assessment Initiative functions. Develop working 
relationships with academic departments and advise students regarding their transfer credit 
evaluation(s).   
 
Technicians – Under the direction of the Manager, assist and provide students with all relevant 
information about Enrollment Services at SLCC. Provide clerical/technical support regarding 
transfer of credit process.     
 
Qualifications 
 
Manager –  Bachelor's degree in Behavioral Science, Education, Communication or related 
area with a minimum of two years experience in Student Services, transfer of credit evaluation, 
enrollment services or academic advising at a college or university. Experience working with 
diverse groups of people, providing direction to individual students through advising and 
managing of records and office functions. Good customer skills and ability to communicate 
effectively both written and verbally.  
 
Specialist – Associate of Science degree or minimum of 60 semester hours from a regionally 
accredited college or university and one year of related paid full-time work experience in a 
college setting, preferred. Familiarity with college core/pre-requisite transfer articulation. Ability 
to organize and prioritize tasks; to work well without direct supervision; work under pressure; 
work with specialized student populations; understand and use computerized student records; 
Microsoft Office preferred.  Banner user experience preferred.   
 
Technicians – High school diploma or equivalent and one year of related paid full-time 
experience.  Good listening and speaking skills; Customer service and problem-solving skills; 
knowledge of Microsoft Word, Excel and Outlook (strongly preferred); user-level experience with 
Banner student information system (preferred); reception and general office procedures; 
knowledge of College policies, procedures and programs (strongly preferred); ability to organize 
multiple tasks.   
 

Training and Professional Development 
 

New employees are trained primarily by their office peers.  In addition, employees participate in 
required training (online and in person) established by Human Resources and in the New 
Employee Orientation provided Student Services every semester. Continuing employees who 
have not received some or all of this training, or who were trained more than two years ago, are 
required by the Manager to complete needed segments immediately.  
 
Mandatory training courses include: 

 Americans With Disabilities Act (ADA) - Renew every 2 years  
 Anti-Discrimination & Harassment Avoidance (ADHA) - Renew every 2 years  
 Emergency Procedures  -  Renew every 3 years  
 Family Education Rights and Privacy Act (FERPA) - Renew every 3 years  
 Fire Extinguisher - Renew every year 
 Workplace Violence - Renew every 3 years  
 Driver Safety Training - Renew every two years  
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Ongoing training includes monthly Enrollment Services trainings and an annual retreat. 
Professional development varies by position and includes opportunities offered by the Center for 
Innovation, Student Services, regional and national organizations (i.e. AACRAO, NASPA).  
Travel approval for professional development is made at the director level and assessed based 
on budgetary allowances. Participation has been granted based on an employee’s interest or 
request.  There are routine offerings that staff will be required or requested to participate in 
based on the position; however, a more concerted effort will be made in the upcoming year to 
provide opportunities outside SLCC for staff.   
 
In terms of strengths of training and development, the office is diverse in the knowledge of 
student services and academic programs because of the coordination that is required to 
articulate coursework.  The Incoming Transcript Evaluation office is often referenced for 
clarification regarding questions that are not necessarily under our purview such as 
prerequisites, Nolij and placement assessment for Admissions to name a few.  In addition, the 
Manager is well networked within the USHE system. The Manager shares information learned 
from other institutions explicitly and frequently to ensure all employees have a broad knowledge 
of what is trending within the state.   
 
Some of the challenges faced, or items that would have been preferred for training, include 
comprehensive Banner training. Staff tends to be only as good as the person training them. 
There is no manual or formal OIT training based on departmental needs. The training provided 
by the OIT department is basic and generic. The same can be said for training and use with 
Nolij – the College’s imaging system. As an employee learns a “new trick”, they become the 
resource; as one of our technicians has experienced first-hand. The technician is called on to 
troubleshoot and navigate when issues arise simply because they have worked through it on 
their own. 
 
Evaluation 
 
Formal evaluation is done annually through the Performance Excellence Program, which 
includes Employee Self-Evaluation, Employee Performance Review and Goals & Objectives. 
The Incoming Transcript Evaluation office has been fortunate that there have not been many 
staff issues that have required additional performance reviews.   
 
The office configuration, for better or worse, allows informal communication and has assisted in 
many ways for feedback. The Specialist and two Technicians are in the same space and the 
Manager’s office is connected to all three employees. For example, if the Manager sees or 
hears incorrect information being expressed, it can be corrected immediately. In the same 
regard, if the Technicians or Specialist hear or see the Manager communicating something they 
were not aware of or wanted clarification on, it is asked immediately. The office represents three 
different generations and dynamic personalities.  Again, the Incoming Transcript Evaluation 
office is fortunate that it works as well as it does. Everyone gets along and respects each other’s 
differences and embraces the similarities. On occasion, there may be a private request made, 
however, the reality is because of the proximity of everyone and the apparent differences in 
personalities, very few things are not transparent. There is a good balance between the 
personality types in the office that complement each other. The staff members are involved and 
maintain focus while getting the work completed. There have been a few individual awards, but 
no formal departmental rewards/recognition programs. 
 
In the next five years, the current Director of Student Services North Region will be retiring and 
the plan is to have the Incoming Transcript Evaluation office report to the Registrar. The current 
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Director assists with evaluations and that responsibility would not be transitioned to the 
Registrar. Therefore, the turnaround time for out-of-state evaluations may take longer.   
 
In recent months, the Manager has been asked to participate in new committees and projects 
such as, the WICHE Passport Initiative, Almost Completers Committee and DegreeWorks 
Implementation. New initiatives have been an ongoing trend over the past few years. Job 
expectations have dramatically changed with new demands and frequent additions of processes 
which the manager must work through and handle. With the shift of incoming transcript 
evaluation to Enrollment Services, the expectations may expand even more. The concern is that 
some aspects of the requests are more of an admission process or requirement. For example, 
the Manager is involved in reviewing the College admission letters and “Getting Started” packet. 
Although there are aspects in the letters and packets that are directly related to transfer 
evaluation, overall input is requested because the reality is that there is no formal admission 
department at SLCC. Enrollment Services is interpreted as being the same, however, a student 
cannot physically be directed to the admission department or a director of admissions. All of 
those responsibilities have been absorbed by Enrollment Services and other areas (i.e. School 
Relations, International admissions). The result has been that many functions are expected to 
be overseen by the Registrar and those expectations trickle down to those reporting to the 
Registrar.  Even though SLCC is open admission, there are admission procedures and 
requirements that are typically never dealt with by an institution’s registrar; such as all 
processes related to the College application and the assessment requirement for admission.   
 

Facilities, Equipment and Technology 
 

Facilities 
 
The Incoming Transcript Evaluation office is located within the Enrollment Services office. This 
move was made in 2008. Prior to that, the Incoming Transcript Evaluation office was in a 
separate office space shared with Health Sciences Admissions. The current location of the 
Evaluation office is directly east of the main entrance of Enrollment Services and is often 
mistaken for the contact point for all student walk-ins.   
 
The biggest challenges with the current facilities are location and space. The current location is 
not conducive to productivity. Most functions of Enrollment Services are first filtered at the front 
desk; in contrast, the Incoming Transcript Evaluation office handles its departmental walk-ins, 
inquiries and phone calls from 8 a.m. – 4:30 p.m. For example, if a student drops off a 
graduation application, the Enrollment Services front desk accepts the application and it will be 
forwarded to the Graduation Office. No one from the Graduation Office has to handle the 
inquiry. Whereas, if a form is being dropped off to the Incoming Transcript Evaluation office, the 
student is directed within the office and one of the technicians accepts the form. Interruptions 
are routine. Transfer students requiring service are not interruptions. The general public -- who 
does not want to wait in line or has a quick question on how to order a transcript or may need a 
pen -- are disruptions that impede the Incoming Transcript Evaluation office process.  
 
In addition to being located next to Enrollment Services main entrance, the office has three 
large windows that face out into an open area of student access computers. Also, when the 
financial aid lines go past the office window, students can see in and there is an assumption that 
any employee can and should assist them regardless of the nature of the inquiry. There are 
window blinds. Keeping them closed does help; however, it is not welcoming or user-friendly. 
The current space and configuration is smaller than the previous space. The previous office was 
403 square feet in comparison to the current 360 square feet. This has necessitated downsizing 
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desktop space, equipment and reduced storage. Previously, equipment could be stored in a 
private storage area. Some of those items are now kept under employee’s desks (Image1). 
Personal storage and desktop space was lost and employees have become creative on where 
to keep those items (Image2). The space is tight (Image3).  
 

                         
     Image 1          Image 2      Image 3 
 
Space is restricted and not conducive to an efficient work environment. As shown above in 
Image3, the employee has to move aside for anyone to access those student files. The previous 
office space better met departmental needs. It had newer equipment, was private and more 
spacious. Currently, it is setup for three full-time employees and three part-time employees. 
However, in passing, when utilized it appears to be student ambassadors and temporary or 
part-time employees at the desks. The previous office is in close proximity and negatively 
impacts office morale because it is often vacant and underutilized.  
 
The current office setup is based on what was considered the best option for the space inherited 
at the time of the move. It would be more productive and efficient if the office was configured 
and designed differently. A window door could be installed that could remain closed during 
office hours rather than a solid wooden door. Each employee could have equal desktop and 
storage space. Two office configuration diagrams are included in Appendix O, Office 
Configuration Diagrams.   The first diagram is the current setup of Enrollment Services. The 
second diagram is a version that reduces some of the challenges discussed. An overall issue 
for Enrollment Services is that the setup does not lend itself to students’ privacy. The new 
version would allow for additional privacy for students and employees. 
 
Equipment 
 
Over that past several years, equipment for the office has been purchased by multiple budgets:     

 Assistant Vice President, Student Enrollment Services 
 Director, Student Services, North Region 
 Registrar 
 General Funds – Office remodeling in 2008 and the last computers provided were 

funded by the Information Technology department; also, in 2008. 
 

As a result of not having a specific and designated budget, equipment is not requested or 
updated often. The setup and reporting structure of the Incoming Transcript Evaluation office is 
unusual because  it is physically located within a department (Enrollment Services) to which it 
doesn’t directly report.  
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Requests are handled reactively as equipment no longer works or needs repair. Many items in 
use are recycled (surplus) or secondhand. For example, lateral files were inherited when Health 
Science Admissions moved to the Jordan campus. A new printer was requested and ordered 
but it was placed at a different campus and the Incoming Transcript Evaluation office inherited 
an old one. Furniture that has been provided in the manager’s offices has been left over and 
pieced together. This may sound trivial, but there is an inconsistency within Student Services 
and the College at large.  
 
The Incoming Transcript Evaluation office mostly utilizes computers, phones and one network 
printer. Employees are also allowed to use equipment in Enrollment Services as needed:  
scanners, fax machine, copier. As the Incoming Transcript Evaluation office transitions under 
the Registrar, there may be more consistency to align with the structure of what equipment and 
resources are utilized within Enrollment Services.      
 
Technology 
 
Technology has been incorporated by the Incoming Transcript Evaluation office in various ways. 
A shared drive was created to store forms, email notifications that are sent to students, statistics 
and daily correspondence. Employees share Outlook calendars. All student forms are available 
electronically. The Incoming Transcript Evaluation office requires students to submit a Request 
for Evaluation form. This form is available, and can be submitted by students, online. Most 
student notifications are handled electronically. To assist with the number of phone calls 
received, a phone tree was recently implemented to direct students to the correct departments.     
    
The website (http://www.slcc.edu/transcriptevaluation/index.aspx) is maintained by the 
Manager. The site was recently revamped as the College transitioned from Luminis to Cascade. 
Taking the advice and guidelines from the College webmaster, verbiage was simplified and 
categorized differently. All forms available online are updated when a change is made. The site 
is referenced on the Academic and Career Advising and Enrollment Service websites. The 
recent changes have made the site easier to navigate and provide clear, comprehensive 
information. Each department is responsible for their site and it is, for many who have the 
responsibility, “another duty as assigned”. At minimum, it would be beneficial to have a 
dedicated webmaster for each institutional division. 
 
Regarding the adequacy of technology and skills for the department, there are no designated or 
specific technology personnel for the Incoming Transcript Evaluation office or Enrollment 
Services. Informally, there are certain individuals within Enrollment Services who possess a 
special talent or skill and they become the “go to” person for certain things. Formally, OIT has 
project managers available. The Incoming Transcript Evaluation office will put in a ticket to the 
Help Desk as needed. It has been made clear that if a specialized project is needed, or 
requested, traditionally, the request will be placed on the Banner or project “list” which often 
feels like a deterrent to requesting anything. It is uncertain what timeline, or priority, projects 
have for completion and what expectations a department can anticipate. In the past, there were 
certain OIT employees that a department could contact individually to get things done. As 
personnel have changed, those opportunities have decreased and have now been eliminated 
with new OIT management and structure. 
 
One example, there was an error with one of the screens the office utilizes in Banner so a Help 
Desk ticket was initiated. The Help Desk referred the department back to staff in Enrollment 
Services. When explained that it was not under Enrollment Services’ purview, the Help Desk 
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referred us to contact SunGard directly. Our department ended up doing nothing simply 
because no one knew who or how to contact someone at SunGard. If there was protocol in 
place it was unbeknown to the Incoming Transcript Evaluation office. There was uncertainty 
whether SLCC had an institutional contact and whether the College would be billed. The 
problem did clear up by the next day, it ended up being a server glitch and not permanent. In 
contrast, one of our USHE partners, Utah Valley University (UVU), seems to have incredible 
technology resources and support. As a result, it has been astonishing to see how much more 
they utilize Banner in comparison to SLCC considering SLCC implemented Banner several 
years before UVU. 
 
Projected Needs 
 
The existing space in Enrollment Services could be better developed. All of Student Services is 
spread out; being familiar with the layout, it is difficult to imagine what it is like for new students. 
At least within Enrollment Services, it feels realistic that slight changes could be made to make it 
a more cohesive, user-friendly space.  
 
The computers in Enrollment Services were recently replaced and updated. It has been 
suggested that the Incoming Transcript Evaluation office should have its computers replaced 
and updated prior to transitioning to Enrollment Services. Not being technology specialists, it 
would be helpful for departments to have standard guidelines and schedules when equipment 
should be replaced and updated as opposed to some with the more flexible and larger budgets 
being able to purchase new equipment and others not. As long as equipment is still working, the 
Incoming Transcript Evaluation office utilizes it. Copiers are going to need to be replaced soon.  
A departmental, networked scanner would be ideal, but not required.  
 
In terms of technology, it is difficult to predict the future needs. Some uses of technology, which 
have been utilized at other institutions, may become common place in the future. At a UACRAO 
conference session, BYU introduced a touch screen kiosk where students could make changes 
or submit forms at stations located within their departments. Stanford University introduced the 
notion of an interactive, electronic transcript. One could click on a course listed on a student’s 
transcript to view the course description or syllabus. In the future, the roles of the Incoming 
Transcript Evaluation office will change and evolve to meet new technology.     

 
Summary of Self-Study 

 
Over the past five years, the major changes that have occurred are the following: 

 Increases in student enrollment 
 Office location moved 
 Electronic transcripts 
 Implementation of the Assessment Initiative 
 Enforcement of prerequisites 

 
The office has maintained a respectable level of service while handling the increase in volume 
of students served. There have been periods when the turnaround time has been faster for 
students because processes have been streamlined and handled more efficiently as a result of 
changes and implementations that have occurred.  
 
Recent participation in professional development, PACRAO, reinforced how well SLCC evolved 
within industry standards and is competitive with what is available at other institutions. For 
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example, a session was offered titled “Transcript Processing Defined”. The tools and methods 
described were practices that SLCC had implemented quite awhile ago. There was also a 
session on “Getting Central IT to do Your Projects First”. The presenter, University of Oregon 
Registrar, comes from an institution with total enrollment of 24,447 students (20,631 are 
undergraduates). This Registrar’s office was comprised of eight Assistant Registrars and two 
Associate Registrars. In comparison, SLCC serves 61,600 students. The Registrar’s office 
consists of one Assistant Registrar. In addition, the University of Oregon has an Office of 
Admissions. In this session, a list of Service Requested (SR) projects were listed; many have 
already been implemented by SLCC. Therefore, what is accomplished with the resources 
available is quite astonishing.  
 
Maintaining the current levels of service will only be challenging if additional assignments 
continue to be added to existing workloads without creating additional positions that may be 
necessary. Improving the current levels of service would require more and better space and the 
time to explore new improvements and options. 
  
The biggest challenge is finding the time, energy and financial resources to even explore what is 
available. The main complaint received by the Incoming Transcript Evaluation office is that the 
process is slow and needs to be faster. Many of these complaints are by students, or potential 
students, who have not submitted any paperwork. Nonetheless, the perception is that the 
process is slow.  Given the resources and volume handled, the process is quite efficient. The 
key issue and concern is what is working for students and what is not working. Are students 
aware of what is necessary to make the process faster and are they receiving the 
communication sent to them? The office is considering an assessment plan to solicit student 
input and feedback in the future. 
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Front Lines Reception Self-Study 

Core Programs and Services 
 
Enrollment Services Front Lines Reception consists of front desk and telephone reception 
employees assigned to work either a day or an evening shift. Staff provides in-person and 
inbound telephone reception assistance to students, faculty and staff. The staff work in concert 
with Student Express and although students are the primary customer, often faculty and staff 
request assistance.  
 
Staff members remain busy throughout the entire term; there is no true slow period for staff. 
There are rush periods at the beginning and end of each semester and two critical time periods 
occur during August and January. These months are so busy that no meetings are planned and 
staff does not take vacation. Often during these months students, faculty and staff have called 
or visited several different Student Services offices before finally finding the appropriate 
Enrollment Services office or staff member. Front Lines Reception staff provides calming 
reassurance to these students, faculty and staff and are often the “sounding board” for students, 
faculty and staff. The staff makes it a point to help the student, faculty or staff member feel more 
comfortable with the College.  
 
Staff accepts student requests for official documents and completes several Enrollment 
Services processes at the front desk. In order to perform this work effectively, staff must 
understand each of these processes and have the ability to articulate the information accurately 
and clearly to students, faculty and staff. The table provided here and on the next page, shows 
the processes and actions performed by Front Lines Reception staff at the front desk of 
Enrollment Services. The policies and procedures that relate to the form or process in this chart 
are available on the Enrollment Services website at http://www.slcc.edu/enrollmentservices 
         

Form or Process Explanation 
Academic Renewal Application  Request to exclude courses from overall grade point average  
Admission Application  Online or Paper  
Admission Application Health Science Specific Application Requirements 
Admission Application Concurrent 
Enrollment 

Specific Application  
Requirements 

Admission Application SLCC Employee Paper Application Required 
Admission Application Senior Citizen Online  Application Required 
Admission Update Update of  Admission Status 
Appeal  - Registration 
Exception to Policy Drop or Change E to W Student request to drop or change grades of E to W for previous courses 

Application to Graduate  Student request for review of records for graduation  
Application to Graduate/Letter of 
Completion Student request for review of records for Letter of Completion 

Directory Information Restriction Request to restrict the release of FERPA Directory Information  

Duplicate Admission Letter Student request for scholarship applications or other processes  

Early High School Graduate Admission Application 

Employee Admission Fee Waiver Application Fee Waiver included with paper admission  
Application 

Enrollment Exceptions  Department or Division Request to add or drop after the published dates  
Enrollment Status Change Update of Admission Status  
Enrollment Verification  - National Student 
Clearinghouse Student request to verify enrollment status 

Enrollment Verification – SLCC Enrollment 
Services 

Student request to verify enrollment status not available through National Student 
Clearinghouse 

Incoming Transcript Evaluation Form Required for evaluation of college credit  
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Form or Process Explanation 

Outgoing Transcript Request Student Request for Official  Transcripts –Electronic or Paper 

Parental FERPA Affidavit Required document  to prove dependent student status to release FERPA Non 
Directory Information to parent 

Parent FERPA Release  Required FERPA document to release non Directory Information to parent  

RE to AU or AU to RE Student request to change registration status 

Residency Application Non-resident students applying for Utah Residency  

Request Course Description  Student request to receive course description for previously completed course 
work    

Request Repeat Course  Student request to exclude lower grade for higher grade on a repeat course  
Senior Citizen Application Status Request  Senior Citizen Status Request - Include with Paper Application Status 

Student Number Request  Student request to receive S Number 

 
Additional duties and increased responsibility have been delegated to three part-time        
employees even though these tasks are more suited for full-time employees. The completion of 
these tasks with increased responsibilities poses challenges for part-time employees mainly due 
to limited work hours. Two part-time positions are allowed 29 hours and one-part time position is 
allowed 20 hours. The minimum education and experience requirements combined with the 
reduced salary impacts part-time positions and poses added concerns when part-time staff 
complete tasks more suited to full-time positions.  
 
One part-time employee processes enrollment verification requests. Even though the College 
contracts with the National Student Clearinghouse for enrollment verification and Front Lines 
Reception direct students to this service, some students require more details or an alternate 
form of enrollment verification. These in-person requests for enrollment verification can also 
affect deferment of student loan repayment, financial aid eligibility and qualifying for 
employment. The part-time employee has a very high level of responsibility due to the nature of 
these in-person requests.   
 

The second part-time employee processes faculty grade change requests.  This is also a critical 
component that has the potential to affect student success and should be assigned to a full-time 
employee. Grade change processing is critical for two reasons.  The first is because the part-
time employee is changing the academic record of the student by altering grades. The second 
reason the part-time employee must remain professional occurs when a student earns an 
incomplete grade (I). The part-time staff member must work with the faculty who issued the 
incomplete and often explain the process of granting an incomplete grade as well as inform the 
faculty member that an incomplete grade of “I” will automatically roll to a failing grade (E) after 
one year. When faculty members understand the incomplete grading process and notify the 
part-time employee of the new grade the staff member must process the grade change 
accurately and efficiently. The faculty grade change process can also affect financial aid 
eligibility, deferment of student loan repayment and qualifying for employment.  
 

The third part-time employee processes requests for course description services. Students 
request course descriptions when qualifying for employment or when transferring to other 
institutions. Processing accurate and timely requests for course descriptions is crucial for 
current and former student success. Processing these requests requires the part-time staff 
member to communicate through voice, email and written correspondence. Professional writing 
skills are required when representing the College to internal and external customers. This is 
another process more suited to a full-time position due to the nature of the contact with 
individuals inside and outside the College.  
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The Front Lines Reception staff also conducts “check-buddy” services to cross check one 
another on Enrollment Services processes for accuracy and completeness. The processes that 
are double checked are Academic Renewal, Applications for Residency, Faculty Grade 
Changes, NOLIJ Imaging System Transcript Conversion, and Registration Appeals.  
 
Within Banner’s Student Information System, Front Lines Reception staff compose, review and 
explain “comments”. The “comments” provide a critical, historical record for other readers on 
“when and how” the student, faculty or staff member interacted with staff.  
 
The staff collaborates with departments within Student Services as listed here by referring 
students, faculty and staff to departments and staff who can best meet the needs of the 
individual.  

 Academic and Career Advising 
 Disability Resource Center 
 Financial Aid 
 Health and Wellness 
 International Student Services 
 National Student Clearinghouse 
 School of Applied Technology 
 School of Professional and Education and Development 
 Student Employment & Cooperative Education 
 Student Life and Leadership 
 Thayne Center for Service Learning 

 
Due to the nature of students requesting assistance from Enrollment Services the staff must 
develop listening, probing, coping and problem solving skills as well as strategies to assist 
students who are confused, upset or angry. These staff members must be thoroughly trained 
and supported so they can meet the needs of students, faculty and staff. The staff is also often 
the first face and voice of the College for potential and/or current students.  
 
A motivational slogan is displayed just above the exit of the Enrollment Services office that 
reads, “Students first and foremost.” This statement captures our dedication and commitment to 
students and is in place to remind all staff members of our purpose. To provide this type of 
customer service, staff must employ savvy teaching and advising skills and engage in 
empathetic and compassionate discourse with students. These types of skills are learned over 
time and must be honed and crafted to become an expert Front Lines Reception staff. The staff 
that employs these skills provides expert customer service at the front lines of Enrollment 
Services and the skills can only be acquired over time by working with students, faculty and 
staff. Each interaction with a student, staff or faculty member can be very different from the next 
so training for every possible interaction can only be done through on-the-job experiences.  
 
Because these staff members become so highly skilled and have an acute understanding of the 
College processes they are often plucked from part-time positions in Enrollment Services and 
sought after to become full-time employees in the College. When these highly skilled employees 
leave the other Enrollment Services staff is forced to fill-in and provides coverage for the part-
time position in addition to their usual work assignments. The part-time staff departure forces 
Enrollment Services staff and leadership off task, and critical Enrollment Services process and 
functions are put aside. Once the new employee is hired the leadership must train, guide and 
coach the new employee who faces a steep learning curve.  
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Faculty members receive assistance and support from Front Lines Reception staff with various 
functions and processes including grade entering assistance, class roster requests, faculty 
add/drop requests, faculty requests to change the registration status of a student from 
registered for a grade to audit or the reverse action to change from audit to registered.  
 
Over the last five years, staff has explained the new admission application procedures and high 
school graduation requirements as well as changes to the add/drop/withdrawal dates and the 
procedures for late adds. The Priority Ticket option for students was eliminated and the Waitlist 
process was implemented. Staff often provides training and assistance to students on the 
function of the Waitlist and “walk students through the Waitlist”. Additional marketing about 
these new processes included messages that were available on TV monitors and message 
boards across campus. Academic Advising staff was informed through Enrollment Services 
Spotlight training sessions and Administrative Assistants were informed via the Administrative 
Assistant training hosted by Enrollment Services each July. Despite these information sources, 
there is room for improvement in providing information and making announcements. Faculty 
students and staff often comment, “I didn’t know about…”  An effort to assist faculty is made by 
the Registrar and the Assistant Registrar. Presentations are made to faculty during the annual 
Fall Convocation, the Adjunct Faculty Academy and the Faculty Convention in an effort to 
explain Enrollment Services processes for registration actions and grading requirements. At the 
beginning of each semester, the Registrar sends an instructional email to all faculty, division  
chairs and administrative assistants regarding administrative drops, enrollment exceptions, 
entering grades and the requirements for the last day of attendance for all students earning a 
failing grade of “E”.  Even though this training is provided on a consistent basis, during rush time 
periods, faculty members often contact Front Lines Reception staff with questions about 
Enrollment Services processes. It seems as though faculty have many questions despite the 
training. Enrollment Services is invited to faculty functions, but few faculty attend the sessions 
and even fewer seek assistance from the Enrollment Services Information Table.  
 
A more inclusive information strategy could include the tactics listed above plus listing 
registration add/drop/withdraw dates on the SLCC homepage with a countdown to the last day 
to add, drop, or withdraw; and on billing statements.  Monitors located within the Student 
Center, and the large messaging board at the Taylorsville Redwood Campus on Redwood Road 
could also include this information. SLCC Facebook, Blog and Twitter social media sites could 
contain registration information with the last day to drop or withdraw and the differences 
between the two options (student refund with drop, no student refund with withdrawal).  
 

Leadership and Staffing 
 
The Assistant Registrar is ultimately responsible for the day-to-day operations of Enrollment 
Services which includes four areas: Front Lines Reception, Outgoing Transcripts, Registration 
Appeals and Residency. This document refers to Front Lines Reception.  
 
The Front Lines Reception staff is comprised of one full-time and four part-time members: 

 Technician  3   Full-time 
 (2) Specialist 2 Part-time  (29 Hours) 
 Specialist 1  Part-time  (20 Hours) 
 Specialist  1    Part-time  (29 Hours)   
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Decisions regarding the Assistant Registrar’s area are often made collaboratively with the 
Registrar and the Registrar’s core group. Decisions on staffing and coverage are made 
exclusively by the Assistant Registrar in collaboration with the Coordinator of Student Express. 
Decisions which impact the Registrar’s core group are discussed, evaluated and implemented 
collaboratively with the leaders in those areas. 
 
Job Responsibilities 
 
Technician 3 – Under the direction of the Assistant Registrar, serve students, faculty and staff 
with Enrollment Services (ES) information and assistance. Perform office functions that relate to 
the enrollment process and the maintenance of student records. Provide reception duties, 
answer telephone and in-person inquiries with a helpful demeanor, provide accurate information 
and maintain a patient attitude. Provide registration and admissions assistance to students, 
faculty and staff at the front desk of Enrollment Services. Communicate effectively and patiently 
through in-person, email and written correspondence. Organize and update ES forms, maintain 
office order inventory. Process incoming and outgoing ES departmental mail.  
 
Specialist 2 – Under the direction of the Assistant Registrar, serve students, faculty and staff 
with Enrollment Services information and assistance. Perform office functions that relate to the 
enrollment process and the maintenance of student records. Provide reception duties, answer 
telephone and in-person inquiries with a helpful demeanor, provide accurate information and 
maintain a patient attitude. Provide ES registration and admissions assistance to students, 
faculty and staff at the front desk and through telephone reception. Communicate effectively and 
patiently through in-person, e-mail and written correspondence. 
 
Additional responsibilities include specific duties for each staff member of this grade. One staff 
member processes requests for Enrollment Verifications and Degree Verification. This staff 
member also provides “check buddy” services for Registration Appeals. A second staff member 
processes faculty grade changes. This position also requires processing of students requests 
for “S” number, processing of returned mail and provides assistance to the Data Center 
Coordinator with data entry as requested. A third staff member provides “Check Buddy” services 
for Faculty Grade changes.  
 
Specialist 1 – Under the direction of the Assistant Registrar, serve students, faculty and staff 
with Enrollment Services information and assistance. Perform office functions that relate to the 
enrollment processes and the maintenance of student records. Provide telephone reception 
duties. Answer telephone and in-person inquiries with a Helpful demeanor, provide accurate 
information and maintain a patient attitude. Provide registration and admissions assistance to 
students, faculty and staff at the front desk and through telephone reception. Communicate 
effectively and patiently through in-person, email and written correspondence. Provide quality 
customer service to customers and exhibit professional in-person and telephone reception skills. 
Communicate effectively and professionally through in-person, email, facsimile and through 
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telephone reception.  Additional responsibilities include processing of course descriptions and 
student requests for “S” numbers.  
 
Qualifications 
 
Technician 1 – Associate’s degree or two years experience in post high school 
education/training and two years of related paid work experience. Ability to problem solve and 
react quickly to students, staff and faculty questions and demands in a busy and complex 
environment. Experience in Banner and Nolij preferred. Knowledge of telephone etiquette, 
expert customer service skills and basic computer knowledge required. 
 
Specialist 2 - High school graduate with one year related paid work experience in a higher 
education setting preferred. Ability to problem solve and react quickly to students, staff and 
faculty questions and demands in a busy and complex environment. Experience in Banner and 
Nolij preferred. Knowledge of telephone etiquette, expert customer service skills and basic 
computer knowledge required. 
 
Specialist 1- High school diploma or equivalent. One year related paid work experience in a 
higher education setting preferred.  Ability to problem solve and react quickly to students, staff 
and faculty questions and demands in a busy and complex environment. Experience in Banner 
and Nolij preferred. Knowledge of telephone etiquette, expert customer service skills and basic 
computer knowledge required. 
 
Organizational Structure 
 
The organizational structure of Front Lines Reception is designed in a hierarchical format with 
part-time and full-time staff reporting directly to the Assistant Registrar.  
 
Training and Professional Development 
 
Employees are encouraged to attend the professional development opportunities offered by 
Student Services. These professional development opportunities include a Student Services 
Institute and a Student Services New Employee Orientation. All new and current employees 
complete College required training which includes specific training in Family Educational Rights 
and Privacy Act (FERPA). Each new employee takes the Enrollment Services Core Training.  
  
New employees also “shadow” current employees to learn how to work with students and 
answer questions with up-to-date, accurate information. Afternoon and evening employees 
participate in “round robin scheduling”. This rotation takes the staff through the positions in 
Student Express and Enrollment Services. The staff experiences the work environment of that 
position and is encouraged to add these experiences to their base of knowledge when assisting 
students.  
 
This multi-pronged combination of training for new employees provides a basic understanding of 
the requirements for Enrollment Services. Unfortunately, it is very difficult to “train” for every 
possible scenario. The new staff often requires coaching and up-to-date information on 
admission and registration processes.    
 
During non-rush times staff is encouraged to complete training offered by the Center for 
Innovation. In addition, staff is invited to attend conferences and workshops for professional 
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development which are sponsored by Student Services and may attend conferences sponsored 
by national and regional organizations as well. 
 
The Front Lines Reception and Enrollment Services staff attends a monthly Enrollment Services 
Training Meeting. These meetings include guest speakers and specific training items. The 
attendance at these meetings includes Enrollment Services staff from South City, Jordan and 
Miller campuses as well as leadership from the School of Applied Technology and the Contact 
Center.   
 
Evaluation 
 
Formal evaluation is conducted annually for full-time employees through the Performance 
Excellence Program Evaluation offered by Human Resources. This evaluation method includes 
Employee Self-Evaluation and an Employee Performance Review. Part-time employees may be 
evaluated, but in a less structured environment. Annually, the Assistant Registrar meets with 
each part-time staff member to promote an effective, introspective dialog. Staff members are 
nominated to the Star Staff Award whenever possible.   
 
Future Organization 
 
Over the last three years, seven different staff members have been hired as Front Lines 
Reception staff. Turn-around has been constant mainly due to the fact that the staff working in 
these positions has been students who have schedule changes or the staff has had the desire 
to work either during a day or evening shift.  
 
Presently, five of the seven employees are students; Enrollment Services supports staff 
completion of degrees. Whenever possible, Front Lines Reception staff work schedules are 
altered to accommodate student employees’ class schedules; however, there is no position to 
provide back-up coverage for student employees’ class schedules except other part-time staff 
within Enrollment Services not assigned to Front Lines Reception. Moving forward with the 
anticipated student population growth estimates due to “Higher Ed Utah 2020”, one additional 
full-time Front Lines Reception staff position is required to meet the needs of students, faculty 
and staff. With two full-time technicians working the front desk reception students, staff and 
faculty will receive assistance more quickly and the duties assigned to the “coverage” staff 
would not be delayed. 
 
Currently, the full-time Front Lines Reception Technician provides front desk reception coverage 
and other duties which include ordering of office supplies and forms, processing the mail and 
preparing and printing duplicate copies of Admission Letters.  Although this staff member works 
very efficiently, during rush time periods these duties must be put aside. An additional full-time 
Front Lines Reception staff member would ensure that Enrollment Services operates in a 
professional and efficient manner and the quality of services to students would be improved. 
 
To ensure our services to students, faculty and staff operate efficiently and professionally within 
the current structure, the part-time staff is being asked to do more and more. An additional full-
time staff technician would support Front Lines Reception and Enrollment Services would act as 
the glue to keep the services to students, faculty and staff functioning professionally and 
efficiently. The new position would also provide coverage when a part-time staff is absent due to 
illness or due to extra work hours required for attending the Enrollment Services Training 
Meeting or the Annual Fall Retreat. 
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Facilities, Equipment and Technology 
 
The Front Lines Reception employees work in an open environment at the front desk to be 
welcoming to students, faculty and staff. One full-time and one part-time employee also have an 
additional semi-private work area. The Front Lines Reception telephone staff has a semi-private 
work area. Since the remodel of Enrollment Services in the fall of 2007, the staff of Enrollment 
Services has worked in this floor plan.  Currently, telephone reception is located on the South 
side of the office.   
 
There is no completely quiet area for telephone reception. At times the noise level in Enrollment 
Services makes communicating with students, faculty and staff a challenge.  
  
During rush time periods, students are often impatient and walk past the front desk into the 
office area of Enrollment Services. It is difficult for the Front Lines Reception staff to stop these 
students then the staff is busy with the first students in line. The staff working the front desk 
often indicate to the students waiting in line that they “will be right with them.” This strategy is 
useful most of the time. But when students don’t wait in line it is problematic because they walk 
through the area while employees are often working with student records. In addition, the office 
of the Coordinator of the Data Center faces the front desk making it a noisy work environment 
for the Coordinator.   
   
Equipment is updated as needed. Improvements in office chairs have occurred as the budget 
allows. The computers are updated on a rotating basis established by OIT.   
 
Front Lines Reception staff direct students, faculty and staff to the Enrollment Services web 
page to help explain policy and procedure and for information on the services provided by 
Enrollment Services. 
 
The website is updated as needed by the Outgoing Transcripts Specialist when policy or 
procedures change or when forms or applications are created for new processes. The 
Enrollment Services website would be enhanced with downloadable forms completed online 
and sent electronically. Currently, the only option available to students requires “printing” the 
blank form. All Enrollment Services forms and applications should be downloadable and 
submitted electronically. These downloadable forms with the option to type on the form would 
greatly enhance the services to students. No longer would students “print” documents. This 
would help students save time and would eliminate extra steps for processing. The 
downloadable forms would also promote the SLCC initiative to create a green workplace. More 
information on the initiative can be found on the College website: http://www.slcc.edu/green. 
 
With sufficient OIT support, Enrollment Services forms would be made accessible to students 
and offered with electronic submission; however, the multiple demands on OIT personnel 
negatively impacts Enrollment Services. Requests for support are acknowledged, but remain in 
a pending status. Some Enrollment Services requests have remained on the “list” for over four 
years. With the more OIT support, Enrollment Services could more efficiently address the needs 
of students, faculty and staff.    
 
Enrollment Services communicates electronically via email and through in-person and 
telephone contacts. Meetings are scheduled through the meeting option in Outlook. Student 
information is accessed through Banner and NOLIJ imaging system.   
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A shared “S drive” has been established for Enrollment Services that provides references, policy 
explanation, general information and specific details on processing Enrollment Services forms. 
The S drive will soon also host a procedures manual for the processes in Enrollment Services. 
Each time the S drive is improved, staff will be trained on its use and purpose.  
 

Summary of Self-Study 
 
Major changes within the department over the last five years have included the previous 
Registrar’s retirement and the promotion of the Assistant Registrar to the Registrar position in 
2009. The current Assistant Registrar has been in the position since October of 2009.  
 
Staff in the front desk and telephone reception positions has changed frequently. Front desk 
and telephone reception staff have often moved to other positions within Enrollment Services. 
Staff changes are due in part to the nature of student workers. Staff was impacted by admission 
requirement changes and increased student population due to the economic downturn.  
 
A very clear strength was discovered through Program Review regarding the front desk and 
telephone reception. The staff accurately explains and accepts a large variety forms for 
admissions, appeals and student records. The staff must advise, educate and explain the 
processes in Enrollment Services and employ strategies to provide service to students and 
potential students who may not be familiar with College processes. It takes a multitude of 
techniques and strategies to meet the needs of the diverse populations who request assistance 
at the front desk and telephone reception. Further training in negotiation and mediation 
techniques would improve the service staff provides. Myers Briggs Type Indicator training would 
also be warranted to help staff get to know each other better and know how to work together. 
 
Prior to the Program Review, front desk and telephone reception were not keeping data on the 
number of students, staff and faculty served. The staff is now keeping data on the number of 
students, staff and faculty served. Going forward, one goal is to use the data gathered to drive 
increased full-time staffing for the front desk.  
 
Another key issue addressed by Program Review is the need for more support from OIT.  The 
current College-wide demands for OIT support limits the type of support normally offered to 
Enrollment Services and keeps us operating below current standards of Information 
Technology. The limited support impacts students, faculty and staff. These groups are impacted 
by the limited support and are often baffled by the outdated technical processes and procedures 
in Enrollment Services. Most college and university Enrollment Services offices with similar 
student populations accept electronically completed forms with electronic signatures. It would be 
useful to get feedback from the site review team on such questions as: How do the site review 
team members increase the use of technology on their campuses? Does the site review team 
have any suggestions for increasing information technology in Enrollment Services?   
 
The key issues for Front Lines Reception staff are maintaining up-to-date accurate knowledge 
of Enrollment Services programs and services as well as the need for on-going customer 
service training.  Perhaps the site review team could provide ideas to support this type of 
training. What type of training does Front Line Reception staff receive at the review team’s 
institutions?  How is staff motivated and supported at their institution? What are the education 
requirements for front line staff at their institutions? 
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Graduation Office Self-Study 
 

Core Programs and Services 
 
The Graduation Office processes between 1000 and 1500 graduation applications per semester 
for degrees and certificates at SLCC. This includes Associate of Arts (A.A.), Associate of 
Science (A.S.), Associate of Applied Science (A.A.S.), Associate of Pre-Engineering (A.P.E.), 
Diplomas and Certificates. SLCC is the fifteenth-fastest growing two-year college and the third 
most prolific producer of Associate’s degrees in the country. There are four graduation dates 
during the academic year: fall semester, spring semester, summer semester, and New Century 
graduates. (New Century students are high school students who complete their AS degree at 
the same time they are graduating from high school.)The annual commencement is held in May. 
 
From 2002 to 2012, the number of traditional graduates has increased by 48 percent. In the last 
five years, from 2007 to 2012, the number of traditional graduates has increased by 29.8 
percent. In the School of Applied Technology, from 2007 to 2012, the number of total graduates 
has decreased by 33 percent. If the number of traditional graduates continues to increase at the 
current rate, another full-time staff member and additional work space will be needed to 
accommodate the growth.     

 

 
 

Salt Lake Community College 
Number of Graduates 

 2002 2003 2004 2005 2006 2007 2008 2009 2010 2011 2012 
Traditional 
Graduates 2765 2679 2789 2980 2995 2805 3019 3111 3380 3577 3641 

Applied 
Technology 

     591 571 517 890 644 454 

Total 
Graduates 2765 2679 2789 2980 2995 3396 3590 3628 4270 4221 4095 

   Records unavailable 

                2002   2003   2004   2005   2006  2007   2008   2009  2010  2011  2012  
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Graduation Application 
 
Students are encouraged to apply for graduation two semesters before they plan to graduate. 
The graduation application deadlines are: fall semester, July 1; summer semester, February 1; 
and spring semester, October 1. The application processing fee is $25.00.The Graduation 
Office is considering charging an application late fee. Charging a late fee would motivate 
students to apply on time and to be better prepared to meet their educational goals. In addition, 
early applications give staff more time for application processing. Students who do not apply 
until after the registration period for their last semester often find they are missing a course and 
must attend an additional semester to fulfill the necessary requirements for their degree. The 
Graduation Office plans to continue to find innovative ways to encourage students to apply 
early. 
 
The Graduation Office completes a Degree Evaluation for each application. After the degree 
audit is generated from Banner, a manual analysis of the student’s academic history is done to 
ensure Core Requirements, Institutional Requirements and Major Requirements are satisfied. 
This is a timely process. The degree audit does not automatically pick up repeated courses and 
course substitutions if they have not been previously entered into Banner, therefore repeated 
courses and substitutions must be identified by individual review after the Banner Degree Audit 
is run to ensure integrity. The Graduation Office strives to have an accurate response to 
students within five days of receiving the application. The student receives an email when the 
application is approved. The student receives a mailed letter with a copy of the academic record 
audit if they are lacking requirements for graduation.   
 
Graduation Requirements 
 
Graduation requirements are continually changing at SLCC as the institution strives to maintain 
a high standard of education while meeting the students’ educational goals. The Graduation 
Supervisor attends Academic Advising weekly meetings. The Graduation Supervisor is not a 
committee member but attends the Academic Curriculum Committee meetings to stay current 
with degree requirements. This committee would benefit if the Graduation Office could share its 
experience as a committee member.  In order to process graduation applicants accurately, it is 
vital the Graduation Office has knowledge of requirement changes as early as possible.   
 
The evaluation of the course requirements for graduation may include course substitutions. The 
Academic Advising department distributes a list of standard core substitutions. Program 
substitutions are decided through the academic departments. Course substitutions, other than 
core substitutions and standard program substitutions, are reviewed and approved on an 
individual basis by academic departments. Communication among these departments must 
improve. Misinformation creates confusion between Academic Advising and Graduation staff, 
and often the student is caught in the middle of the contention. The Graduation staff becomes 
aware of course substitutions from other departments by requesting updates, attending 
meetings and questioning listed courses on applications. 
 
Course substitutions are often mis-communicated by academic advisors and or the 
departments. Occasionally, a student might be told by the advisor or department that a course 
substitution will be granted; however the substitution is not submitted with approval and 
according to procedure. When the student applies for graduation and the substitution has not 
been processed, the student receives a denial letter. Consequently, the frustrated student will 
contact the Graduation Office to remedy the situation. The Graduation Office then follows 
correct procedure by contacting the department for approval.  
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The Graduation Office works closely with the Incoming Transcript Evaluation office when credits 
needed for graduation were completed at another institution. Each applicant must have a 
minimum of 16 credit hours at SLCC to receive an SLCC degree. In addition, all students 
graduating from SLCC must have a cumulative GPA of 2.0. If a student does not have a 2.0, the 
Graduation Office works with the student to suggest ways to raise the GPA. Dependent on the 
student’s situation, the Graduation Office suggests the student submit a Repeated Course form, 
an Academic Renewal form or a Registration Appeal form. The forms are available at 
www.slcc.edu/enrollmentservices.  
 
Graduation Honors 
 
To qualify for the Dean’s List, students must earn a 3.5 GPA while attending 15 or more credits 
during one semester. To qualify for the President’s List, students must earn a 3.8 GPA while 
attending 15 or more credits during one semester. The Advising office sends a certificate to the 
student, and an acknowledgement will show up on the student’s transcript for that semester.  
Students who complete coursework with a cumulative GPA between 3.5 and 3.79 will be 
awarded Honors at graduation and qualify for a silver cord. Students who complete coursework 
with a cumulative GPA of 3.8 or above will be awarded High Honors and qualify for a gold cord. 
Honors and High Honors are noted on the diploma and transcript. 
 
Diplomas 
 
The Graduation Office manually checks each application for graduation to make sure all course 
requirements have been met after grades are posted. Degrees are then posted to the student’s 
transcript. Two full-time staff work two to three weeks processing the final review. Missing 
grades continue to be a time-consuming challenge for staff and can delay students’ receiving 
graduate status. Usually missing grades are due to instructors not entering grades on time or 
faculty submitting an incorrect last day of attendance (LDA) format. The Banner system will not 
accept an “E” grade unless the LDA is submitted in an exact format. When faculty members 
submit the “E” grades without the exact format the “E” grades do not roll to student history. This 
creates a missing grade. They are in the process of doing an LDA upgrade improvement which 
will need the support of OIT. The Registrar generates daily missing grade emails sent to the 
assigned instructor and the Division Dean.  For each missing grade, staff contacts the 
instructors individually to ask them to enter the grade.    
 
Students sometimes will complete courses that are different from the courses stated on their 
graduation application and they often do not communicate these changes to Graduation. In 
order to capture these applications, new audits are generated after the add period which 
identifies the class changes. Graduation will work with the students and if there is a problem the 
students are contacted. Ideally, students would contact the Graduation Office as stated on the 
graduation application: “if you have a change in your schedule you will need to contact the 
Graduation Office.” 
 
The Graduation Office prepares the print order for the diplomas after the graduation status is 
posted on the students’ records. Student information that is gathered from the paper application 
is often illegible which creates print errors on diplomas. The graduation staff is in the process of 
working with OIT to develop an online graduation application, which will aid in eliminating most 
of these errors. However, OIT has many project demands and the online application has been in 
the implementation process for several years. The print order for diplomas takes 10 business 
days. The Graduation Office mails the printed diplomas and student transcript to the student. 
The Graduation Office works extremely hard to expedite this process and have the students 
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receive their diploma within six to eight weeks after the semester has ended. This is a manual 
process completed by two full-time staff.  Staff are required to work overtime hours during the 
rush period because there is not enough human resource. Diploma covers can be picked up by 
the student at any Enrollment Services office. The Graduation Office has found that outsourcing 
the print job is cost efficient considering the current staff and space constraints. 
 
Commencement 
 
Commencement is held once a year in May. Students graduating in fall, spring and the 
subsequent summer as well as New Century and School of Applied Technology students are 
invited to attend. The Graduation Supervisor and the full-time staff serve on the 
Commencement Committee which begins meeting in October. All students who have completed 
the required academic course work, or who will have the required classes by the end of the 
summer semester of that same academic year, are invited to participate. The Graduation Office 
generates and formats a graduating student list with student names and majors for the 
Commencement program. The program is then sent to Institutional Marketing for printing. This 
is a time-consuming, labor-intensive project which needs to be done at the height of the 
submission of graduation applications. Presently, the two fulltime staff people are stretched to 
their limit to achieve these tasks. The office has recently been tasked to include the School of 
Applied Technology graduation information in the Commencement program. The SAT, 
Graduation Office and Commencement Committee will need to find ways to improve 
collaboration in the future. 
 
Letter of General Education Completion 
 
The Graduation Office is responsible for the “Letter of General Education Completion.” The 
letter provides verification to Utah System of Higher Education institutions that the student has 
satisfied the lower division General Education requirements of an AS or AA degree. The Letter 
of Completion is used by students who have met the general education requirements and who 
plan to transfer to a Utah State Higher Education institution before completing degrees. 
Students must complete nine credits hours or 25 percent of their required credits directly from 
SLCC and must hold matriculated status. In addition, the students must have earned an overall 
GPA of at least 2.0.  A Letter of Completion is provided free of charge upon student written 
request and can only be issued to colleges and universities operated by the State of Utah. The 
Letter of Completion request form is available to students by going to 
www.slcc.edu/enrollmentservices. The Graduation Office mails the letters within seven days of 
receiving the written student request. If a student does not meet the requirements for a Letter of 
Completion, the Graduation Office contacts the student by email or phone.  
 
Certificates and Posthumous Degrees 
 
The Graduation Office processes posthumous degrees and certificates of achievement for the 
families and loved ones of students who are deceased. The Vice President of Student Services 
requests a review of the deceased student’s record to verify the minimum requirements have 
been met. If minimum requirements have been satisfied, the Graduation Office notifies the Vice 
President, provides the appropriate degree, certificate of completion, or diploma to the 
requestor, and posts the award on the deceased student’s transcript. A deceased student who 
has not met the requirements may be awarded a certificate of academic achievement. There 
have been 28 certificates of achievement and one degree awarded posthumous in the last 
sixteen months. 
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Campus Relations and Collaborations 

The Graduation Office is requested to run reports for academic departments throughout the 
year detailing student information, student ranking, numbers, etc. Graduation staff makes the 
request to OIT which runs reports from Cognos database reporting software. In addition, the 
Graduation Office is asked to research and analyze historical graduation records, process 
certificates of achievement, and award posthumous degrees and certificates.  

Students are welcome to communicate with the Graduation Office staff regarding their 
applications at any time. The heavy volume of student calls during graduation weeks is 
challenging for two full-time staff. The Graduation Office works closely with the Data Center, 
Incoming Transcript Evaluation office, Outgoing Transcripts office, and other Enrollment 
Services areas, along with daily contact with Academic Advising and academic departments. 
The Graduation Office works with the Curriculum, Scheduling and Regional Managers to keep 
current with major program changes. 

Outreach and Marketing 
 
The Graduation Office generates several email blasts each semester to remind potential 
graduates to submit a graduation application. In an effort to continually improve the quality of 
service to students, the Graduation Office is presently working with OIT to develop an online 
Graduation application which students will access on their My Page account. The students will 
submit the application online and make the payment at the same time. The Graduation Office is 
proud of students and committed to assisting them on their academic and career paths. 
 
The office will continue to create better and diverse ways to communicate with students. There 
is a population of students who have earned over 55 credits but have not applied for graduation. 
Email reminders are sent to these students, asking them to submit an application. The online 
application and the use of different social media for graduation news will support SLCC’s 
strategic plan of student goal completion. 
 

Leadership and Staffing 
 
The Graduation Office is comprised of (2) full-time staff members. 

 Supervisor   Full-time 
 Specialist 1  Full-time 

 

 

 



76 
 

Decision Making 

Graduation requirements and commencement for all degrees are approved by institutional 
administrative boards, institutional academic committees and academic departments. Decisions 
regarding the processes and procedures in the Graduation Office are made by the Graduation 
Supervisor. These decisions may include improvements to the graduation award process, more 
efficient ways to communicate with students, and updates to forms and documents. The 
Graduation Office works closely with the other areas in Enrollment Services under the 
leadership of the Registrar. The office is seeking new ideas and processes to efficiently serve 
degree-seeking students and relies on staff in Enrollment Services for opinions and advice 
before decisions are made.  
 
As mentioned earlier, decision making by other departments involving programs and 
substitutions needs to improve.  There is a lack of communication between departments, which 
leads to misunderstanding among the Academic Advisors, students and the Graduation Office. 
 
Job Responsibilities 

Supervisor - Oversee the everyday operation of the office, including supervision of full-time, 
hourly and part-time employees; organize and direct the application and degree audit process; 
serve on the SLCC Graduation and Commencement Committee, Curriculum Committee and 
Degree Works Task Force; ensure all requirements are complete for degree posting; interact 
with administrators and academic departments requesting historical research and data reports. 
 
Specialist 1 – Under the direction of the Supervisor, evaluate, verify and determine student 
graduation eligibility, then post awarded degrees in Banner; communicate with students 
regarding concerns and problems; order and process diplomas and mailings. This position 
generates COGNOS report and works with OIT to create necessary Banner reports. 
 
Qualifications  
 
Supervisor - Completion of two years post high school education/training; three years of related, 
paid full-time work experience.  Additional appropriate work experience may be substituted on a 
one-for-one year basis for education and additional related education/training may be 
substituted on a one-for-one year basis for experience. 
 
Specialist 1 – Associate’s degree or two years of appropriate work experience in a college 
setting. Additional appropriate work experience may be substituted on a one-for-one year basis 
for education and work experience/training may be substituted on a one-for–one year basis. 
 
Training and Professional Development 

Enrollment Services employees are encouraged by the Registrar to be cross-trained in all the 
Student Services functions. The cross-training is an overview of the processes and procedures, 
and should enable Enrollment Services staff to answer general questions regarding graduation.  
This enables the Enrollment Services department to work more efficiently as a team and assist 
other departments as needed. Once a month Enrollment Services has a meeting which all 
employees of Enrollment Services attend. The Registrar also encourages all Enrollment 
Services employees to attend and participate in institutionally sponsored events and services 
such as Staff Initiatives, career development workshops and Skill Soft courses. In addition, 
attending off-site and out-of-town conferences is encouraged as time and budget allows.  
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Evaluation 

Full-time staff meets for an individual performance appraisal once a year. The employee 
completes a self-evaluation and the supervisor completes an employee evaluation. The 
supervisor and employee meet to discuss the results and make goals for the following year. The 
supervisor may hold a meeting with the staff to review performance at any time, if and when the 
need arises. 

Future Organizational Structure 

There is an immediate need for more part-time staff hours, an additional full-time staff person 
and additional space. SLCC has experienced rapid growth and considerable change in recent 
years.  However, the Graduation Office has been the same size for the last 27 years. In 
addition, the responsibilities and work expectations of the office have increased. The office is 
now assisting with SAT student information in the Commencement Program, is asked to 
produce increasing amounts of data reports and processes an increasing number of graduates. 
A recent addition to commencement duties is the RSVP program with commencement 
invitations. An additional full-time employee would allow the office to reduce the process and 
response time and improve customer service to students. In addition, the Supervisor works 
overtime hours, especially during rush weeks. The OutgoingTranscripts office has “loaned” a 
specialist to work nine hours a week in the Graduation Office. This is a hardship on the 
Transcript office; however, it does create a brief relief on the Graduation Office workload. 
Having an additional staff person would enable the Supervisor to improve interdepartmental 
communication and meet deadlines for special projects requested by administration.  

Facilities, Equipment and Technology 

The Graduation Office is located in Enrollment Services at the Taylorsville-Redwood Campus.  
The office is approximately 132 square feet. There are three small work stations, eight file 
cabinets, two printers and one copier.   
 
The Graduation Office needs additional space. The work stations are small and cramped.  Staff 
must climb over boxes and furniture to access files and consistently interrupt other staff to open 
draws. The space is not conducive to meeting with students, and portrays a negative image and 
low level of importance of the Graduation Office. In addition, the space becomes an unsafe work 
environment during mailing projects with boxes covering the floor. 
Four times a year for five weeks the Graduation Office staff prepares diplomas and transcripts 
for mailings. During these weeks, a large table is set up in the middle of the room for sorting and 
mailing. Approximately 5000 degrees and transcripts are mailed each semester. Space is very 
limited. The room becomes crowded, and it is nearly impossible to move freely around the 
workspaces.   
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Graduation Office 

 

 

The Graduation Office has three computers; two of the computers were replaced this year.  
Computers are usually upgraded every five years. The office has two printers, one network 
printer, and a scanner. 

The Graduation Office is in great need of additional space. A larger area with better designed 
work areas would make ongoing projects run smoother and allow for future department growth.  
Currently there is also a great need for additional staff, but there is no space for an additional 
work station. It will be challenging to find the space to expand the office because other areas in 
the Enrollment Services department at the Taylorsville Redwood Campus are also struggling 
with space constraints.   

Technology  

The staff in the Graduation Office is trained on Banner. The staff also uses Outlook email, 
Microsoft Office Suite and Nolij. The Graduation Specialist generates statistical reports using 
Cognos and communicates with OIT to request special reports when particular data is needed. 
The Cognos reports are used by all Enrollment Services areas and sometimes within Student 
Services departments. 

The Graduation Office website is www.slcc.edu/graduation.The web pages are maintained by 
the Technician. As discussed previously, an online graduation application is currently being 
developed by OIT. The online application will be accessed through the student’s MyPage 

36”

90” 

73”
recycle 

162” 

28” 
21” Cabinet 

24
”

(if needed) 
48” 

Table 

File 
Drawer 

File 
Drawer 

File 
Drawer 

File 
Drawer 

File 
Drawer 

File 
Drawer 

File 
Drawer 

File 
Drawer 

116” 

118” 



79 
 

account or the Graduation Office website. This project has drawn out for over four years. In 
order for this project to be completed, the online application will need consistent, technical 
support from OIT. 

DegreeWorks is a new software program that will be used by various departments. Specifically, 
the Graduation Office will use DegreeWorks to generate degree audits to determine graduation 
eligibility. Technical support is needed as the Graduation Office implements the online 
graduation application and DegreeWorks. Consistent technical support is also needed for future 
projects as the office improves processes and procedures.  
 

Summary of Self-Study 
 

Accomplishments and Challenges 
 
In the last five years, the Graduation Office has taken steps to improve the application process 
and graduation experience. The application is now in PDF format and can be printed from the 
website.  Applications are sent to students electronically instead of paper copies being sent in 
the mail. Families of deceased students receive a Certificate of Achievement if the individuals 
were attending the College but do not have enough credits for a degree. The families of the 
deceased are very grateful for this gesture. In addition, the Graduation Office has joined other 
SLCC departments in going “green.” Students are now asked to RSVP to the Commencement 
invitation through an online reservation function. This procedure has helped with event planning.  
The strength of the Graduation Office is the staff. The small staff has created ways to prioritize 
and improve procedures in order to meet the demands of the increasing number of graduates 
each year. The staff has a low turnover rate and has comprehensive knowledge of different 
departments in the institution. Staff understands the history and purpose of policy and 
procedure changes.  

However, the staff often works overtime hours because of work demands with the increased 
student population. Additional staff is greatly needed to maintain the quality of service the 
Graduation Office provides to the students and institution. If the department’s staff is able to 
grow in the near future, new employees will have the advantage of being trained by current staff 
with experience and expertise. The department must also increase its physical space. Acquiring 
a larger and more professional workspace is a top priority for the Graduation Office.  A more 
suitable work area would provide a reasonable and productive environment.   

The Graduation Office strives to move forward with updated electronic process and procedures. 
The online graduation application is almost completed; however, the project has been on the 
Banner Project list for over four years. This is discouraging to our technically savvy students. 
Students desire technical and paperless procedures. There are other technical projects that 
would meet the demands of our students; however, the challenge is the constraint on OIT 
resources.  

Goals 

The goal of the Graduation Office is to improve efficiency and accuracy with appropriate staff 
resources, and improved work space.   
 
Additional goals involve improving communication and collaboration between departments. The 
flow of program and degree information needs to be clear and comprehensive for all involved 
departments. The Graduation Supervisor attends the advising and curriculum meetings, 
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however it might be suggested to have the supervisor attend the curriculum meeting as an 
active member.  
 
Serving students in attaining their educational goals is the top priority of the Graduation Office. 
The Graduation Office will continue to find ways to empower students to be more intentional in 
obtaining a degree or certificate from Salt Lake Community College. 
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Summary of Self-Study Reports Phase One 

Within the individual self-study reports for this program review, Student Express, Data Center, 
the Incoming Transcript Evaluation office, Front Lines Reception and the Graduation Office 
have provided summaries of their findings. As a result of reflection and analysis, a number of 
accomplishments and strengths were described. In addition, a few observations and challenges 
were listed; these are summarized below as issues and questions for the reviewers to consider.  
 
OIT Support 
 
This program review made it evident that Enrollment Services plays a major role in moving our 
college forward with student services technological services. Students want to be electronically 
connected to student services. We strive to update our procedures to make them easier for 
students and faculty to access and use electronically. With this strength comes the challenge of 
providing sufficient and appropriate human resource for implementation of technical advances. 
To do this, Enrollment Service relies heavily on Office of Information Technology (OIT) support. 
However, Banner is a “user product.” Enrollment Services offices are responsible for Student 
Banner tables and forms; for generating a number of reports; and for proposing and 
implementing new technical products. Enrollment Services does a good job maintaining the 
tables and forms as well as providing reports and updates; however, when implementing a new 
Banner module or new technical product, our technical experience is lacking and we rely on OIT 
to assist in building a stable new product or module. This is a challenge, because the “line is 
vague” as to who should be responsible for implementation. Sometimes this responsibility falls 
on an enrollment services staff member just because they are technically savvy. However, most 
implementations require an OIT programmer and OIT expertise. As explained in the individual 
self-studies,  we believe additional OIT support is needed in order to move forward with our 
technical projects in a timely manner.  
 
We ask the reviewers to consider what Enrollment Services can do to move forward with its 
Banner Project Requests. Do we need more technically savvy staff that has the technical ability 
to assist with implementations? What suggestions do the reviewers have based on their 
experiences with how other institution handle the growing demand for technical advances.   
 
Staff  
 
Two of the five areas being reviewed have expressed the need for additional staff support. The 
Graduation Office currently has two full-time staff. This office works a considerable amount of 
overtime. A part-time staff member who works in the Outgoing Transcripts office can provide 
additional support to Graduation; however, this puts an additional burden on the Outgoing 
Transcripts office. In addition, the Data Center lost two full-time positions when a Manager and 
Technician retired. These lost positions have caused a considerable burden on the Data Center.  
 
We ask the reviewers to assess the two office organizations, work demands and human 
resources.  
 
Communication Channels 
 
Our areas of responsibility also have to continually adapt to a substantial amount of information 
including policy and procedure changes. As outlined in the report, we provide various staff 
trainings, including training for the regional areas. We also outreach to various departments. 
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Despite these efforts, it seems that policy and procedural changes need a perfected 
communication channel.  
 
It would be interesting to know how the reviewers have set up communication links and training 
at their institutions. The reviewers will also have an opportunity to meet with the Student 
Services Regional Directors and the Curriculum and Scheduling office to get their feedback and 
suggestions on how to strengthen the communication flow on new and updated policy and 
procedure.  
 
Space 
 
There never seems to be enough office real estate. Enrollment Services was last reorganized in 
2008 and we have continued to grow. We are looking forward to an empty storage room for 
additional room. The storage room is located within the Enrollment Service area. The room 
housed 80,000 hard copy transcript records that are now being “built” in Banner and imaged into 
Nolij. So far 52,000 records have been removed from the storage room. The project will be 
completed in the next year or two. Once the room is empty it will give an opportunity to evaluate 
the possibility for a remodel.  
 
As the site reviewers tour our areas and interview the self-study team leaders, it would be 
helpful to get their assessment for accommodating our growth.  
 
Admission Office 
 
In 2001, SLCC’s admission and registration offices were reorganized. Enrollment Services, 
including Student Express, was created. Some of the self-study reports have suggested re-
examining the impact on our students and our institution from the absence of an official 
admission office.  
 
How are the admission and registration functions organized at the reviewers’ institutions? What 
options might be considered? It would also be useful to consider the Curriculum, Scheduling 
and Regional Management office perspective about the possibility of an admission office.  
 
Budget Request Process 
 
SLCC has in place a “grass roots” Informed Budget Process. Enrollment Services provides a 
need assessment each year. This process includes all Enrollment Services staff. The needs 
assessment determines priority budget requests. The budget requests from all Student Services 
offices are forwarded through channels of discussion within Student Services. The finalized 
budget requests are then forwarded to the President’s Cabinet. Some of the concerns and 
requests expressed in the self-study reports could be advanced as part of this Informed Budget 
Process.   
 
Conclusion 
 
These are overarching observations for reviewers to keep in mind while also assessing 
strengths and challenges within the core areas.  We look forward to the team’s feedback on 
what we are doing well, what we need to improve, and what we need to consider for the future 
development of the department and particularly the core areas in proactively meeting the needs 
of students, faculty and staff.  
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We in Enrollment Services, Student Express, Data Center, Incoming Transcript Evaluation 
office, Front Lines Reception and Graduation Office are appreciative of the site visit reviewers.  
Thank you for your time and energy while reviewing our areas of responsibility. We ask that you 
use your wisdom, expertise and experience in reviewing our office areas. We look forward to 
your suggestions and assessment! 
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Appendix A  
SLCC Enrollment Services History 
 
Salt Lake Community College Registrars: 

MaryEtta Chase 2009 – current  
 Loren Evans  1988 – 2009 
 Susie Archer  1980 – 1987 
 Ralph Boren  1970 – 1979   
 Florence Piacitelli 1964 – 1970 
 Jay Nelsen  1948 – 1949 
 
Year College Name President Registrar Locations / 

Implementations 

1948 Salt Lake Area 
Vocational School 

Howard 
Gunderson Jay Nelson 

Troy Laundry Building 
1949 

Jay Nelson 

Registrar 
responsibilities shared 
by management and 

faculty. 

1959 
Utah Trade Technical 

Institute 1963 955 West South Temple site 
963 Folsom Avenue site 1964 

Florence Piacitelli 1967 

Utah Technical College at 
Salt Lake 

Redwood Campus 
1969 Accreditation 

Quarter Credit Hour system 1970 Ralph Boren 
1972 Intern Registrars 

assigned Skills Center 1978 Dale Cowgill 
1980 James Schnirel 

Susie Archer 1981 

Orville Carnahan 

1986 SIS Implemented 
Riverside Campus 1987 

Salt Lake Community 
College 

 

1988 

Loren Evans 

1989 
Sandy Campus 1990 

1991 

Frank Budd 

1992 South City Campus 
1993 West Jordan Site 
1994 Millcreek Site 
1995 Airport Center 

1998 
Jordan Campus 

Distant Education 
Quarters to Semesters 

2000 

Lynn Cundiff 

Clearinghouse Contracted 

2001 
Admissions restructured 

Enrollment Services organized 
Student Express organized 

2002 SIS to Banner 2004 

Cynthia Bioteau 

2007 Academic Renewal 
2008 

TW Process 2009 

MaryEtta Chase 

2010 

2011 
Online Admissions Application 

Admissions Requirements 
Waitlist 

2012  
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Appendix B 
Department Staff Profile 

 

DEPARTMENT STAFF PROFILE 
 

Director Professional 
Specialists 

Technicians 
Clerk 

Workstudy 
Students Other 

Total 1 6 30 2 3 vacant full-time 
positions* 

Gender 
Female 1 6 25 2  

Male   5   
Ethnicity 

African American/Black      
American Indian      

Asian   3 1  
Caucasian 1 5 24 1  

Hispanic/Latino/a  1 1   
Pacific Islander   1   

Other   1   
Years Experience in Field 

Less than 5   15 2  
5 – 10  2 8   

11 – 15  1 1   
16 – 20 1  3   

More than 20  3 3   
Status 

Full-time 1 6 11  3 
Part-time   19 2  

                                                                                                             *Hiring currently in process for three vacant positions 
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Appendix C 
Regional Areas Organizational Charts 
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Appendix D 
Enrollment Services CORE Training Form 

 
(Enrollment Services new employees meet with each area of enrollment services for one-on-
one training.) 

Enrollment Services New Employee Training & Review 
  
Data Center – Joyce Hendricks 

� High School Transcripts 
� ACT/SAT scores 
� Paper and Web Admission Applications 
� Concurrent Enrollment Admissions Applications – Registration and Grade Corrections  
� International Admission Applications 
� Major Changes, Address Changes, Name Changes, Term Changes 
� Login Problems 
� Residency issues 
� Early Graduate/Early Enrollment information 
� Employee/Student Deaths 
� Duplicate Student Numbers/Accounts 

Front Lines Reception 
� Frequently Used Phone Numbers  - Patti Sanchez 
� Enrollment Services & Student Express Phone List – Patti Sanchez 
� Grades and Grading Policies – Patti Sanchez 
� FERPA Policies – Patti Sanchez 
� Disclosure of Consumer Information Policies – Patti Sanchez 
� Repeat Courses Information – Patti Sanchez 
� Senior Citizen Registration Information – Patti Sanchez 
� Audit & Challenging Classes – Patti Sanchez 
� Academic Renewal – Patti Sanchez 
� Education Records –Patti  Sanchez 
� Directory Information – Patti Sanchez   
� Appeal Guidelines – Patti Sanchez 
� Appeal to Withdraw – Patti Sanchez 
� Registration Appeal Exception to Policy – Patti Sanchez 
� Enrollment Verification – Shelly Edwards 
� National Clearinghouse Degree Verifications – Shelly Edwards 
� National Student Clearinghouse – Patti Sanchez   
� Residency – Abbey Mann 
� Western Undergraduate Exchange Program (WUE) – Abbey Mann 

Incoming Transcript Evaluation Office – LaDawn Miera 
� Incoming Transcripts 
� Degree Course Information  
� General Education Guidelines  
� In-state Institutions 
� Out-of-State Institutions 
� Foreign Credential Evaluations 
� AP (Advance Placement Examination Program) Exam Evaluation 
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� Foreign Language Credit Evaluation (i.e., BYU FLATS and MLA:  Modern Language 
Assessment 

� Military Transcripts 
� POST (Police Officer Standard Training) Certification Evaluation 

Graduation Office – Linda Rilk and Tyler Severson 
� Academic Standards & Graduation  
� Grades & Grading  
� Degree Progress and Academic Standing  
� Academic Standards Policy  
� Presidents and Deans List  
� Graduating with Honors  
� Letters of Completion  
� Graduation Application  
� Graduation Dates  
� Repeated Classes  
� Residency Hours  
� Substitutions Done Correctly  
� The use of 1 credit from the core area for electives  
� Classes that have been taken twice  

Outgoing Transcripts office – Ryan Levesque 
� Transcripts 
� How student’s order transcripts by Fax, Mail or Email 
� Quickest Way to Obtain Transcripts 
� COGNOS Reports 
� Enrollment Services Website 
� Utah Technical College Records that may be missing from SLCC transcripts (archived 

records from 1947-1986 that need conversion into Banner.) 
Student Express – Kathy Thompson 

� Banner Functions &Screens (SAAADMS, SHACRSE, SOATEST, SFAREGS, etc.) 
� Banner Commands & Key Strokes  
� Getting Started-Admission, Placement Testing, Orientation etc.  
� New Student Orientation 
� Early Enrollment 
� How to Print Student Schedules   
� MyPage (New User, Forgot Username or Password) 
� MyPage Registration  
� Waitlist  
� Overrides, Drop and Withdrawal  
� Registration Status  
� Cancelled Classes  
� Registration Dates  
� Enrollment Exceptions – Shirley Brock 
� Online Tutorials – Jonathan Wilson 

 
_____________________________                                                          
Employee Signature    
 
________________________________________ 
Supervisor Signature   Date   
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Appendix E 
2011-2012 Accomplished and Current Projects  

ACCOMPLISHMENTS 

 Online Residency Application 
 Admission Application Online Cash Payment 

Option 
 Prerequisite Sequence Drop function (Math, 

English) 
 Interest Card Project  2011 Fall (2012 Fall) 
 Nolij Project (completed 51,362 records)  
 Withdraw Policy updated 
 Create HS Completion Verification Process. 

Letter requests to 203 high schools 
requesting verification of graduation 
approximately 2,500 students 

 FERPA Required Training for Staff and 
Faculty Sept 2012 

 Health Center and International 
Immunization form built in Banner 

 Waitlist capacity changed from 10 seats to 
20% class capacity. Students instructed to 
attend first day of class 

 Student and Faculty WL tutorials 
 Add period changed from 7 calendar days to 

7 business days 
 Enrollment Exceptions procedures changed 
 MATH Emporium support and Banner setup 
 New Admission Policy implementation 

requiring High School graduation. Policy 
created changes to AXIOM, Banner and the 
current online admission application and 
created demands for testing, reporting and 
training. 

 Revamped admissions process for Senior 
Citizen tuition waiver 

 SAT admissions and registration 
responsibilities merger to Enrollment 
Services. 

 International Insurance and Non-Payment 
projects. 

 College Advising Corp (high school 
counselors) 

 Training and presentations at numerous 
Faculty Orientations and FERPA workshops. 

 Transcript legend updated including SAT 
information 

CURRENT BANNER and TECHNICAL PROJECTS 

 Online Graduation Application (2007) 
 Graduation Application Late Fee (2011) 
 Data Center Admission Checklist  (2009) 
 Online Grade Change  (2007) 
 Residency codes (2011) 
 Transcripts from School to School (2011) 
 Audit Trail User Identification (2011) 
 Data Center Admission Unicorn Tool (2011) 
 Admission Application Revamp major and 

degree (2012) 
 Academic Holds Not Displayed (2012) 
 Incompletes and Registration (2012) 
 Non-HS Graduates Phase 1 an 2  
 Gainful Employment Majors 
 LDA Calendar on Faculty Self Services (2012) 
 Remove WL from student printed schedule 
 Degree Works Implementation 
 Interactive Online forms with ability to 

attach documents (2012) 
 Age eligibility for HB 144. 
 Concurrent/ International Web Applications  
 College Program List  
 Health Science program code changes 
 Waitlist process automated 
 Axiom ACT/SAT data feed 
 Secret Question (2009) 
 Auto Process 01 to 35 (2009) 
 Transcript Form (2011) 
 Transcript Payment (2011) 
 Transcript Package (2011) 
 SFASTCA Audit (2011) 
 WL Data Save (2011) 
 Duplicate Course (2012) 

 

 

 

 

 

CURRENT OFFICE PROJECTS/GOALS 

 Program Review 
 Certificate of Proficiencies 
 Include FERPA (in threat) in Required 

Training 
 Procedure Manual 
 Retention Schedule 
 Continuing Education Information Sheet 
 Update Incomplete Grade Policy include 

Contract 
 Talent Management – Job Descriptions 
 Schedule Planner Campaign 
 Completers Campaign-Graduate Eligible 
 SAT Records Retention Schedule  
 SAT Nolij Project 
 Implement Electronic HS Transcript Process 
 Refine HS Completion Verification Process 
 Update Graduation Process 
 Propose “Space” recommendations 
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Appendix F 
Banner Student Project List - Pending Banner Project List - Projects Requiring OIT Support 

 
Banner Projects    Project Ownership  Date Requested 
      Data Center Coordinator 
Admissions Checklist         2009 
Automate Admissions Codes        2009 
Automate Residency Comments        2010 
Admissions Application Upgrades       2011 
Residency/Attribute/Tuition Charges       2011 
ACT and SAT Electronic PGP Conversion      2011 
Term Withdrawal Registration Blocks       2011 
Admission Application Program Changes      2012 
Non-High School Graduates Finishes       2012 
Inter-Active Online Forms        2012 
Online Application Document Attachment      2012 
Upgrade AXIOM and OCR to Windows 7      2012 
Input College Degrees from Clearinghouse      2012 
Gainful Employment Program Changes  Institutional Research   2012 
Online Concurrent Enrollment Application Concurrent Enrollment Office  2012 
Online International Application   International Student Services  2012 
Immunization Tracking      International Student Services  2012 
Tuition Payment Deadline and Drops  International Student Services  2012 
Insurance Completion and Drops  International Student Services  2012 
Academic Holds Not Displayed   Academic Advising   2012 

Registrar 
Online Graduation Application        2007 
Online Grade Changes         2007 
Secret Question Identification        2009 
SFASTCA User Audit Trail        2011 
Graduation Application Late Fee        2011 
LDA Format and Calendar        2012 
Remove WL Code Form Schedule       2012 
Automate Wait List         2012 
Eliminate Duplicate Course Registration       2012 
Automate Repeat Courses        2012 
Email Waitlist Project         2013 

Assistant Registrar 
Transcripts School to School        2011 
Transcript Form          2011 
Transcript Payment         2011 
Transcript Package         2011 
Incompletes and Registration        2012 
Pin Number/Password Verbiage Changes      2012 
Anticipated Graduation Dates For Less than Half-Time      2012 
Modification of FSA Files for Clearing House      2012 
Completion of Online Residency Application      2012 
Gainful Employment Completion        2012 

Assistant Registrar, School of Applied Technology 
Completion of Subsystem Changes       2012 
Attendance Allocations         2012 
Printable Schedule Errors        2012 
Transcripts and Rolling Grades         2012 
Attendance Tracking and Reports       2012
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Appendix G 
Office of Information Technology Organizational Chart 
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Appendix H 
Budget Requests Three Year History 
 

2011-2012 BASE FUNDING 
 
Data Center Hourly Wages 
Justification: Continue to provide services during 
regular working hours as well as semester “rush” 
periods. 
Outcome: Provide adequate services in the Data 
Center by having sufficient trained personnel 
available for students, faculty and staff. 
Requested: Hourly Wages and Benefits: 
$29,044.81 
Rush Wages and Benefits: $1,404.92 
Total: $30,449.73 
 
Graduation Fees Current Expense Budget 
Justification: Increased costs of diplomas, covers, 
mailers and postage. Increased graduation 
numbers over the years with no budget increase. 
Present budget has been inadequate since 2002. 
Budget has been supplemented for many years 
by the Enrollment Services budget. 
Outcome: Graduation Fees budget will provide 
sufficient funds to print and mail diplomas, provide 
diploma covers and cover office expenses for all 
SLCC graduates. Amount requested will also 
provide for increases in printing, production and 
postage expenses. 
Requested: Current Expense: $19,460  
 
Full Time Technical Project Manager 
Justification: Enrollment Services has a 
responsibility to evolve with technical procedure 
and processes for students, staff and faculty. 
Enrollment Services is unable to meet the current 
technical workload demands with several 
unfinished projects from 3 to 4 years ago. Position 
responsibilities would include working with Banner 
Student tables and working on ES project goals. 
Estimated Grade 16. 
Outcome: Enrollment Services completion of 
technical goals and use of state-of-the-art 
technology. 
Requested:  Salary:  $42,000 and Benefits: 
$27,187 
Total:  $69,187.00   
 

 
 
 
 
 
 
 
 
 

2011-2012 ONE TIME FUNDING 
 
Transcript Archive Project 
Justification: Provide funds to hire one or two 
hourly person to assist in the transfer of hard copy 
transcripts to Banner and image pre-1968 
transcripts to Nolij system. 
Outcome: Old transcripts will be available at other 
campuses, credit hour transcripts from 1968 to 
present will be maintained in Banner and pre-
1968 transcripts will be available on Nolij system. 
Requested:  Hourly Wages and Benefit:  
$16,269 (one employee) 
$32,538 (two employees) 
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2012-2013 BASE FUNDING 
 
Data Center Hourly Wages 
Justification: Current base hourly budget only 
contributes 35% of the total annual cost for hourly 
employees.  Being funded the remaining 65% 
allows us to continue to provide services during 
regular working hours as well as semester “rush” 
periods. 
Outcome: Provide adequate services in the Data 
Center by having sufficient trained personnel 
available for students, faculty and staff. 
Requested:   Hourly Wages and Benefits: $30,450 
  
Graduation Fees Current Expense Budget 
Justification: Increased costs of diplomas, covers, 
mailers and postage. Increased graduation 
numbers over the years with no budget increase. 
Present budget has been inadequate since 2002. 
Outcome: Graduation Fees budget will provide 
sufficient funds to print and mail diplomas, provide 
diploma covers and cover office expenses for all 
SLCC graduates. Amount requested will also 
provide for increases in printing, production and 
postage expenses. 
Requested: $10,000 (current base budget 
$9,345.47)  
Total: $19,345.47 
 
Full Time Technical Project Manager 
Justification: Enrollment Services has a 
responsibility to evolve with technical services for 
students, staff and faculty. Enrollment Services is 
unable to meet the current technical workload 
demands with several unfinished projects 
spanning 3 to 4 years. Position responsibilities 
would include working with Banner Student tables, 
Nolij Project and working on Enrollment Services 
project goals.  
Outcome: Enrollment Services offers services as 
expected at a premier college.  
Requested: Salary: $42,000 and Benefits: 
$27,187 
Total:  $69,187   
 
 

 
 
 
 
 
 
 
 
 
 
 
 

2012-2013 ONE TIME FUNDING 
 
Transcript Archive Project 
Justification: Provide funds to hire one or two 
hourly person to assist in the transfer of hard copy 
transcripts to Banner and image pre-1968 
transcripts to Nolij system. Project is improving 
the management of student records and will 
protect College in the case of disaster recovery. 
Outcome: Old transcripts will be available at other 
campuses, credit hour transcripts from 1968 to 
present will be maintained in Banner and pre-
1968 transcripts will be available on Nolij system. 
Requested:   Hourly Wages and Benefits:  
$16,629 (one employee) 
$32,538 (two employees) 
 
Student Express PT Position  
Justification:  Continue to provide services during 
regular working hours as well as semester “rush” 
periods. 
Outcome: Provide adequate services in Student 
Express by having sufficient trained personnel 
available for student, faculty and staff. 
Requested: Hourly Wages and Benefits: $16,629 
 
Student Express at Jordan Campus - 2 PT 
Temp Positions  
Justification: Provide services during semester 
“rush” periods. 
 Outcome: Provide adequate services in Student 
Express by having sufficient trained personnel 
available for student, faculty and staff. 
Requested:  Hourly Wages and Benefits  
$4,825.00 (2 PT temporary employees) 
     
Enrollment Services Computers 
Justification: Provide funds to purchase and 
replace 17 computers that are over 5 years old. 
Seventeen of our employees require new 
computers to properly complete their job 
responsibilities. 
Outcome: Provide adequate services for students, 
faculty and staff with efficient computers.  
Requested: $20,400 (seventeen computers @ 
$1,200 each) 
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2013-2014 BASE FUNDING 
 
Data Center Full Time Position - Specialist 1 
Justification: In 2009, the Data Center lost two full-
time positions (Manager and Specialist). Neither 
positions were replaced; however, employee 
workloads have increased. The loss of these two 
positions, especially during peak periods, has led 
to longer processing and turnaround times. There 
is a detrimental impact on numerous SLCC 
departments that rely on the Data Center for 
Banner actions, statistical reporting, technical 
support, and various SLCC department staff 
training. Challenges include numerous technical 
and procedural development for International 
Office, Utah High Schools, Concurrent Enrollment, 
Orientation, Academic Advising, Testing Center, 
Grant Programs, Health Science, and numerous 
outstanding Banner projects. Just a few examples 
of admission requirement and procedure yearly 
demands include: 31,672 admission applications, 
3,918 update forms, 18,106 decision codes, 2,147 
address corrections, 7,008 program changes. 
Outcome: Quality admissions process for our 
students. Reasonable workload demands for Data 
Center staff. Timely response for SLCC 
requirements. 
Requested:  $62,777 ($35,865 plus $26,912 
benefits)  
 
Full Time Technical Coordinator 
Justification: Enrollment Services (ES) has the 
responsibility to provide technical services for 
students, staff and faculty and works closely with 
OIT and individual departments to assist and 
support technical projects for numerous SLCC 
offices. However, the lack of sufficient OIT human 
resource has a direct and negative impact on the 
ability to implement and improve Student Services 
projects. ES is unable to meet the current 
technical workload demands with approximately 
32 current projects spanning from 5 years. This 
position would focus on ES projects and work 
directly with OIT to implement and complete 
Student Services Banner and technical projects. 
Outcome: Enrollment Services provides up to date 
and online services for students, staff and faculty.  
Requested $ 69,415 ($42,000 plus $27,415 
benefits) 
 
School of Applied Technology Current 
Expense 
Justification: With the recent School of Applied 
Technology (SAT) merger, Enrollment Services 
(ES) now has the financial responsibility for SAT 
admissions, registration, certification, transcripts 
and record management. A total of 5 SAT 
employees have merged under Enrollment 

Services. Four SAT Enrollment Services 
employees (formally MIS) report under the 
Registrar. The current expense fund carries some 
financial weight; however, funding is lacking for 
admission letters: $1,900; postage: $250; and 
employee training & necessary conference 
attendance $5,200.   
One full-time position reports under the Data 
Center with a current expense fund of $250. This 
amount provides appropriate funding for office 
supplies; however, funding is lacking for copy 
center $150; parking pass $45; training and 
conference attendance $ 750.   
Outcome: Enrollment Services School of Applied 
Technology provides adequate services to 
students, staff and faculty with financial support 
from a reasonable current expense fund. 
Requested:  $8,300 (SAT Enrollment Services 4 
employees $7,350; SAT Data Center 1 employee 
$945) 
 
Student Express Part Time Specialist Position 
Justification: Provide services to our students, 
staff and faculty during regular working hours as 
well as semester “rush” periods. 
Outcome: Provide adequate services in Student 
Express by having sufficient trained personnel 
available for students, faculty and staff.  
Requested:  $15,293 ($13,902.60 plus $1390.26 
benefits) 
 

2013-2014 ONE TIME FUNDING 
 
Transcript Archive Project 
Justification: Provide funds to hire one hourly 
person to assist in the transfer of hard copy 
transcripts to Banner and image pre-1968 
transcripts to Nolij system. The project is 
improving the management of student records 
and will protect the College in the case of disaster 
recovery. Approximately 52,000 out of 80,000 
records have been completed. 
Outcome: Old transcripts will be available at other 
campuses, credit hour transcripts from 1968 to 
present will be maintained in Banner and pre-
1968 transcripts will be available on Nolij system 
Requested:  $17,376.00 ($15,795.72 plus 
$1,579.57 benefits) 
 
Transcript Archive Project – School of Applied 
Technology 
Justification: Provide funds to hire one hourly 
person to assist in the transfer of hard copy 
School of Applied Technology (SAT) transcripts to 
Banner and the Nolij system.  The project will 
improve the management of student records and 
will protect the College in the case of disaster 
recovery.  There are approximately 100,000 hard 
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copy student records currently stored in the 
basement at the South City campus.  
Outcome: Old transcripts will be available at other 
campuses; transcripts from 1968 to 1999 will be 
stored at the State Archives; transcripts from 2000 
forward will be maintained in Banner; all 
transcripts will be available on Nolij system. 
Requested $17,376 ($15,795.72 plus $1,579.57 
benefits) 
 
 

 
 
 
 
 
 
 
 
 
 



97 

Appendix I 
Faculty Correspondence 
 

Spring 2013 
Registration Hints and Online Services Instruction 
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Add Period Enforced ..................................................................................................................................... pg 2 
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Tutorials ........................................................................................................................................................ pg 4 
Waitlist Function ........................................................................................................................................... pg 5 

 
Contacts for Assistance 

 
Registrar, MaryEtta Chase, maryetta.chase@slcc.edu, 801.957.4799 
Assistant Registrar, Patti Sanchez, patricia.sanchez@slcc.edu, 801.957.4296 
Student Services Director North Region, Carol Sandoval, carol.sandoval@slcc.edu, 801.957.3370 
Student Services Director South Region, Shannon McWilliams, shannon.mcwilliams@slcc.edu, 801.957.2686 
Student Services Contact Center, 801.957.4298 
 
 

Registration Dates for Spring 2013 
 

For additional SLCC dates please visit http://www.slcc.edu/academiccalendar/ 
 

 
 

REGISTRATION DATES—SPRING 2013 
 

Part Term 1 
FullTerm15-week 

Part Term 2 
1stHalf 8-week 

Part Term 3 
2nd Half 8-week 

Part Term 3 
MAY 2-week 

Graduation Application Due for Spring Graduation October 15, 2012 
DRC Office In Person Registration October 22 - 26 
Continuing Student Registration (45 or more earned hours) Nov  5 - Jan 22 Nov  5 - Jan 22 Nov  5 - Mar 19 Nov  5 - May 7 
Continuing Student Registration (24 or more earned hours) Nov  6 - Jan 22 Nov  6 - Jan 22 Nov  6 - Mar 19 Nov  6 - May 7 
Continuing Student Registration (4 or more earned hours) Nov  7 - Jan 22 Nov  7 - Jan 22 Nov  7 - Mar 19 Nov  7 - May 7 
Continuing Student Registration (0 or more earned hours) Nov  8 - Jan 22 Nov  8 - Jan 22 Nov  8 - Mar 19 Nov  8 - May 7 
New Student Registration with Orientation Nov 12 - Jan 22 Nov 12 - Jan 22 Nov 12 - Mar 19 Nov 12 - May 7 
New Student Registration 
First time freshmen must complete Mandatory Orientation to register 

Nov 19 - Jan 22 Nov 19 - Jan 22 Nov 19 - Mar 19 Nov 19 - May 7 

Admission Application Deadline January 9 January 9 January 9 January 9 
Classes Begin January 14 January 14 March11 May 6 
Last Day to Add Classes January 22 January 22 March 19 May 7 
Last Day to Drop Classes with 100% Refund February 4 February 4 March 27 May 7 
Last Day to Withdraw (No Refunds) March 26 February 15 April 18 May 13 
Last Day of Classes May 2 March 7 May 2 May17 
Reading Day May 3 None May 3 None 
Final Exams May 4 - 9 March 7 May 4 - 9 May 17 
Grades Available May 15 March 13 May 15 May 23 
Commencement May 9 2013 
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Add Period Enforced  
In order to accommodate faculty and students, the Add Period will be changed from seven calendar-days to seven 
business-days.  Please see the Registration Dates calendar above for specific dates. 
 
To better serve our increased population, students are required to complete registration within the designated add 
periods. The majority of classes will offer a waitlist. Waitlist capacity will be set at 20% of class capacity.  Students may 
add a waitlist seat if classes are closed to capacity.   
 
All registration adds must be completed within the seven business-day Add Period using the registration portal. It is 
the responsibility of the student to add classes and add waitlist seating through the SLCC student portal.  
 
Administrative Drop for Non-Attendance 
 
Students who have not shown up or made contact with the faculty member by the second class meeting (or first class 
meeting for classes that meet once per week) may be administratively dropped. For online classes, students are 
required to log into online classes within the first five days of the term.  The administrative drop process opens seats 
for students waiting to register for the class. Faculty may administratively drop students through the Faculty Portal 
during the seven business-day Add Period. Please refer to the Administrative Drop Policy in the SLCC General Catalog.  
 
Online administrative drop process is available on Faculty Portal through the published DROP deadline. 

1. Select Registration Add/Drop from the Services for Faculty menu. 
2. Select the term and Submit. 
3. Enter the Student ID (Use capital “S”) or name of the student you are dropping. 
4. Check the name to make sure you have the correct student.  If correct, click Submit.  If not, click the “Back” 

button and re-enter the Student ID. 
5. Under the student’s “Current Schedule,” select Drop/Web on the drop-down menu next to the class you intend 

to drop, and click Submit Changes. 
6. The dropped class should no longer appear on the student’s schedule.   
7. To perform another transaction, click menu item at the bottom of the screen or Close this Window to exit. 

 
Admission Application Deadline 
 
The admission application deadline applies only to SLCC’s credit programs and does not affect the College’s School 
of Applied Technology and other non-credit programs including continuing education courses and workshops. There 
will be no exceptions considered for late applications after the admissions deadline. However, students applying 
after the deadline are welcome to apply for a future start date.  There is not an admission deadline for summer 
semester. 
 
Class Rosters/Lists/Schedule 
 
Official class rosters are generated electronically the first day of the semester and the day after the last day to drop.  
Rosters are emailed to the SLCC email account.  
 
View Class Lists or Faculty Schedule: 

1. Select type of Class List or Faculty Schedule from Services for Faculty menu. 
2. Select the term and Submit. 
3. Select the desired class from the drop-down box and Submit. 
4. The class list or faculty schedule will be displayed. 
5. To perform another transaction, click menu item at the bottom of the screen or Close this Window to exit. 

 
Email Accounts 
 
Faculty members receive official email correspondence from the Registrar’s office periodically throughout the 
semesters. For security reasons, all email communication must be sent through the SLCC email account. 
Correspondence includes grade rosters and registration updates. Please continue to check your SLCC email account 
for important information.  
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Enrollment Exceptions  
 
Late add requests submitted by a faculty member must be approved by the faculty member’s academic 
department/division.  Faculty members should email any late add requests to their academic department/division 
chair (not enrollmentexceptions@slcc.edu) for approval.  The department/division will forward approved add 
requests to the enrollment exception email for processing. Late add requests submitted directly by faculty members 
to enrollmentexceptions@slcc.edu will be unprocessed and returned to the faculty member. 
 
FERPA 
 
To remain compliant within the Family Educational Rights and Privacy Act (FERPA), confidential student information 
should not be released to anyone but the student.   Note:  If the word “Confidential” is presented after the students’ 
name, the student has requested a student information restriction.  Do not release any information on this student to 
anyone without written authorization from the student.  
 
Grades 
 
Reporting Final Grades 

1. Log into MyPage Faculty Tab. 
2. Click “Input Grades” under Faculty heading on the left side of the screen. Select current term and submit.  
3. Select a class from the drop-down box and submit. 
4. Scroll down and begin grading—continue to Page 2 if you have more than 25 students. 
5. Make sure to log out of MyPage when finished posting grades. 

Last Dates of Attendance - Format: mm/dd/yyyy 
Last dates of attendance (LDA) must be submitted for students receiving a grade of “E” (failing). If a student never 
attended the class, please submit the LDA as the first day of the semester.  
 
Clock Hours  
Clock hours are reported for Apprentice-related classes only.  For all other classes, please leave this column blank. 
 
Change of Grade 
Grades change requests may be completed by submitting a Grade Change Form or through an email request.  Grade 
Change forms must be signed by the Faculty member and Department and submitted to Enrollment Services. Email 
requests must be sent from the SLCC email account to: facultygradechange@slcc.edu and include class course and 
section, class crn, term, student name, student number, previous earned grade and requested earned grade. Once 
completed, the email will be sent to the Department/Division Chair. 
 
Incomplete Grade 
Faculty may submit an Incomplete for students who meet the following requirements: Incomplete grades may be given by 
instructors to students who cannot continue in class because of extenuating circumstances beyond their control (such as 
serious illness, death in the family, or change of employment) with proper documentation. Student must be passing the 
course at the time of an Incomplete grade request. A substantial portion of a course must be completed before an 
Incomplete is given. A substantial portion of a course is generally defined as 70%; however the final decision is based on 
the Instructors discretion. Upon receiving an Incomplete grade, the student must work directly with the instructor to 
create a contract indicating required work and time limits for completing the course. The contract should specify (a) 
required work to be completed and/or tests to be taken, and (b) time allowed for requirements to be completed. Suggested 
time period is six months, however the time period may not exceed one year from the time the Incomplete grade was 
received. The student does not re-register for the class, but should work directly with the instructor to complete the 
contract. If the student fails to fulfill the contract by the determined completion date or within one year of when the 
Incomplete was received the Incomplete grade will be changed to the grade of ‘E’ (failing), and the student will be required 
to retake the class in order to receive credit. Faculty submit a grade change to facultygradechange@slcc.edu when the 
student has completed the requirements of the course.  
 
MyPage Faculty Services 
 

1. Go to: http://www.slcc.edu. 
2. Click on MyPage Login and enter username and password. 
3. If you have not used MyPage before, follow instructions to setup your password. 
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4. Click on FacultyTab. 
5. Select desired menu option. 

 
Permits 
 
Submitting Registration Override Permits 
Division and department chairs expect faculty to allow the waitlist process to operate as intended, rather than 
adding students by submitting a faculty permit. The waitlist provides an instrument that allows students to register 
in an equitable registration process.  Faculty may issue Faculty Permits to waitlisted students when appropriate; 
however, this is not encouraged.  
 
Registration override permits are only permission to add classes. After override permits are issued by the Faculty 
member, an automatic email notification is sent to the student’s SLCC email account. The email notifies students of 
the issued faculty permit and gives registration information.  Students must register for classes through the Student 
Portal and are required to have the class course reference number (CRN). Please use caution when issuing Override 
Permits. 
 

1. Select Registration Overrides from the Services for Faculty menu. 
2. Select the term and Submit. 
3. Enter the Student ID (use capital “S”) or name of the student for whom you are giving an override and Submit 
4. If the correct student comes up, click Submit. 
5. In the “Override” column, click the arrow in the drop-down box and select desired override. 
6. Faculty Capacity Override – class is full, grant permission to student to add the full class. 
7. Faculty Prerequisite Override – overrides the course prerequisite(s). 
8. Faculty Time Conflict Override – overrides time conflicts with student schedule. 
9. In the “Course” column, click the arrow in the drop-down box, select the course, and Submit. 
10. If the class displayed is correct, click Submit to finalize the transaction.  If the information is not correct, use 

the “Back” button to return and make corrections. 
11. To perform another transaction, click a menu item at the bottom of the screen or Close this window to exit. 

 
Student Phone Numbers and E-mail Addresses 
 

1. Select Student Menu from the Services for Faculty menu. 
2. From the Student Menu, select View Student Address and Phones or View Student E-mail Address 
3. Enter the Student ID (Use capital “S”) or name of the student and Submit 
4. Check the name to make sure you have the correct student.  If so, click Submit. The address and phone 

number or   the email address will be displayed.  If you do not have the correct student, repeat the process.  
5. To perform another transaction, click menu item at the bottom of the screen or Close this Window to exit. 

 
Tutorials  
 
Online Tutorials are available on the FTLC (Faculty Training and Learning Center) website: 
http://www.slcc.edu/innovation/FTLC.asp. Tutorials include how to view class lists, view class information, drop 
students, report grades, issue override permits and waitlist functions. 
 
Waitlist Function 
 
The waitlist option is available for most courses filled to capacity.  Waitlist caps will be set at 20% of class capacity. 
Faculty may view their course section waitlists through the MyPage Faculty Tab and may communicate with the 
waitlisted students through email if desired. As long as the waitlist is operating, students outside of the waitlist cannot 
enroll in a course. Allow the waitlist function to operate as intended. The waitlist provides an instrument that allows 
students to register in an equitable registration process. The waitlist is available through the seven business-day Add 
Period. 
 
Overview: 

 Students registering for a closed class will be offered the opportunity to be put on a Waitlist.  
 Students must meet prerequisites to be eligible for the Waitlist. 
 Students may view waitlist status on the MyPage Student Portal. 
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 Students on the waitlist are not officially registered in the class.  
 When a registered student drops a seat in a closed class, the waitlisted student will be notified by SLCC email. 
 Once notified by email that a seat is available, the waitlisted student has 24 hours to register for the course. 

If registration is not finalized within the 24 hour period, the student is dropped from the waitlist. The next 
waitlisted student is notified by email that a seat is available.  

 Students are offered an open seat based on their waitlist position.  
 Waitlisted students with time conflicts may not register for the class.   

 
Waitlist Online Instructions 

1. Log into MyPage  Faculty Tab. 
2. Through Faculty Portal, in the left hand column, click on Summary Class List. 
3. Select Term to view and click Submit. 
4. Select course and click Submit.  

 
View Waitlist Enrollment Counts 
Enrollment Counts indicate the number of students currently registered and the number of waitlisted students 
for course.    
 
View Students on Waitlist  
To view the students on the waitlist, simply click on Wait List to access the Summary Faculty Wait List.  The 
Summary Wait List indicates student information and the waitlist order.   
Note:  If the word “Confidential” is presented after a student’s name, the student has requested a student 
information restriction.  Do not release any information on this student to anyone without written 
authorization from the student.  
 
Contact Waitlisted Students through Email  
Faculty may email the waitlisted students individually by clicking the email icon on the right side of the screen.  
Faculty may also email all waitlisted students by clicking the email icon on the bottom of the screen. The email 
option allows faculty to communicate pertinent information to waitlisted students.  
 
Waitlisted Students and Class Attendance 
Waitlisted students will attend the first day of class to receive further instruction from the faculty member.  
Faculty members will determine if the waitlisted students will continue to attend. 
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Appendix J 
Dashboards and Performance Indicators 
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Appendix K 
Enrollment Services Assessment Projects 
 
Title and Goal Learning Outcome Assessment Findings Use of Results 
Waitlist 
Improvements 
2011-2012 
 
Faculty and student 
feedback will present 
evidence on how the 
Banner Waitlist 
function is working 
for faculty and 
students. 
 

The Waitlist function 
and procedures will 
be improved. 

From a technology 
perspective, the Waitlist 
function is working as 
expected since introduced 
Summer 2011. However, there 
is not an avenue to properly 
assess how faculty and 
students experience the 
Waitlist function. Enrollment 
Services will gather evidence 
on the Waitlist function from 
faculty and students through 
focus groups and through 
Banner assessment.  
 

The student assessment, faculty focus 
committee and the Banner assessment 
provided useful information that has been 
significant on how the waitlist works for faculty 
and students.  Results and feedback from the 
student assessment provided the information 
we needed to create a waitlist that is user 
friendly. We were able to construct a strategic 
training plan including nine waitlist tutorials.  
Also, Enrollment Services has worked closely 
with the Scheduling Office on refining the 
waitlist setup in synch with class setup.  
 
The Faculty Focus Committee received 
substantial waitlist feedback and was able to 
move forward with new policy and procedure. 
The majority of responses from faculty and staff 
were positive. In addition, there was affirmative 
feedback concerning the waitlist at this last 
year’s Faculty Senate. Faculty especially is 
pleased with the waitlist function. Faculty can 
rely on the waitlist for an equitable process to 
add additional students. The waitlist in addition 
with the new add period policy creates a system 
where faculty do not have to be a “registration 
coach” and deal with students who demand to 
attend classes well after the add period (drop-
ins).   

Enrollment Services has been able to fine-tune 
our waitlist procedures and processes as a result 
of this assessment project.  The results gave 
knowledge and insight in order to improve and 
revise our waitlist function and our self-service 
product.  
 

Grades and LDA’s 
2011-2012 
 
Enrollment Services 
will provide training 
and instruction on 
entering grades and 
LDA’s and evaluate 
if the training was 
effective in reducing 
the amount of 
missing grades.   

As a result of 
training, faculty 
members will be 
able to enter grades 
and LDAs correctly 
and understand the 
significance of the 
LDA with regard to 
Financial Aid, 
Veteran’s Benefits 
and Registration 
Appeals. 

Training will be provided at the 
Adjunct Faculty Training 
Academy and also to the 
academic department with the 
highest number of missing 
grades.  
 

Faculty who received “in person” training were 
successful in entering grades of E with an 
accurate LDA. 
Administrative Assistants have a clear 
understanding of the need for an LDA when a 
failing grade is submitted. 
Administrative assistants were hesitant when 
assisting faculty in their division/department.   

Enrollment Services will continue to improve and 
provide “in person” training to faculty and 
administrative assistants during future faculty 
meetings and during the annual Administrative 
Assistant train.   
Training could be presented at the department 
meetings each semester. 
Registrar’s email campaign should continue. 
Registrar recently requested that a “date picker” 
be added to the Grade Roster so faculty 
members can “click” on the last day of 
attendance which would ensure the accurate 
format. 
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Title and Goal Learning Outcome Assessment Findings Use of Results 
Employee-Student 
Workshop 
2010-2011 
 
If employee-students 
understand what is 
available for their 
educational goals, 
they will take 
advantage of 
employee 
educational benefits 
and financial aid 
benefits while 
applying educational 
planning methods. 

Enrollment Services 
employees, who are 
also students, will 
attend an Enrollment 
Services employee-
student  workshop 
where they will be 
able to explain 
SLCC employee 
educational benefits, 
complete an 
educational planning 
worksheet and 
explain in general 
the financial aid 
process. 

Enrollment Services will 
conduct a workshop for 
employee-students. Financial 
Aid and Academic Advising 
Office employee-students are 
invited to attend.  Employee 
knowledge of educational 
benefits, educational planning 
and financial aid will be 
assessed by comparing 
knowledge through a pre and 
post survey conducted during 
the workshop. 

The data shows that students who work in 
Student Services value their education. Most 
students working in Student Services do not 
receive any financial aid. This provides more 
insight into our student employees.  They not 
only work while going to school, but pay tuition 
on their own without financial assistant. Most 
student employees responded that they do 
indeed feel supported in their educational goals. 
Hosting the first annual student employee 
workshop was one of the events that students 
mentioned in their comments that provided a 
sense of support.  

Hosting future workshops will increase student 
employee perceptions that Student Services    
encourages students to complete a degree. 
Enrollment Services will continue to encourage 
flexible scheduling to give student employees the 
option to enroll in at least nine credits and up to 
twelve credits each semester.  
 

Enrollment 
Services  
Self-Audit 
2010-2011 
 
Improve the 
operation of 
Enrollment Services 
through an 
organized audit 
workshop as outlined 
in “AACRAO’s 
Professional 
Development 
Guideline for 
Registrars” 
 

The audit will 
indicate ways to 
perfect and 
advanced 
procedures and 
processes in the 
various areas of 
Enrollment 
Services.   
 

An assessment will be 
conducted on the operation of 
Enrollment Service Offices by 
completing an organized self 
audit developed by the 
American Association of 
Collegiate Registrars and 
Admissions Officers national 
organization. Enrollment 
Services key staff will attend a 
two-day workshop. As 
outlined in “AACRAO’s 
Professional Development 
Guideline for Registrars” the 
following areas will be 
audited:  Communications; 
Registration; Academic 
Records, Transcripts and 
Grading Processes; 
Certifications; Graduation; 
Information and Technology; 
and Legal Issues. 

This audit process provided an excellent 
opportunity for Enrollment Services to improve 
office operations.  In addition, this audit 
provided opportunities for excellent discussions. 
As a result, employees were able to review the 
specific areas of responsibility.  The audit also 
provided an organized and structured 
opportunity involving all Enrollment Services 
employees.  Because all Enrollment Services 
employees were involved in this audit, all 
perceptions were considered.  All employees 
had buy-in and input towards the improvement 
for the different areas in Enrollment Services.  
Everyone’s perspective was influential and 
considered. Enrollment Services now has an 
organized route to move forward for 
improvement. 

The top fifteen actions items were divided into 
three sections.  Each section consists of five 
areas needing improvement.  The top fifteen 
action items will be assigned to specific action 
plan committees by the Registrar. Committees will 
meet and determine goals and recommendations 
within three months beginning with section one. 
Section two and three will follow suit.   
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Title and Goal Learning Outcome Assessment Findings Use of Results 
Enrollment 
Services Mystery 
Shopper 
2009-2010 
 
Determine if 
Enrollment Service 
staff project accurate 
information on policy 
and procedures.  
 

Enrollment Services 
sustains a proficient 
and consistent 
training regime for 
employees; as a 
result, employees 
are well informed on 
policy and procedure 
and accurate 
information is 
communicated to 
potential-student 
and student 
population. 

 

Enrollment Services provides 
training once a month 
focusing on policy, procedure 
and customer service. In 
preparation for the Mystery 
Shopper, in October 2009, 
Enrollment Services held a 
customer service training 
workshop for all Enrollment 
Services staff. Each staff was 
given a “Student Care” card to 
place in their workstation.   
 
A list of relevant questions 
was created regarding 
Enrollment Services policy 
and procedure which focused 
on the materials from the 
customer service training. In 
November 2009, volunteer 
persons were hired as 
“mystery shoppers”. Mystery 
shoppers were trained on the 
procedures and given specific 
questions to ask the various 
offices in Enrollment Services 
including Data Center, Front 
Reception, Phone Reception, 
Transcripts, Graduation, 
Residency and Appeals. 

The data shows Enrollment Service employees 
are able to reflect correct information, greet 
students professionally 76% of the time.  
Employees listen, attend, summarize and clarify 
when attending to the student 89% of the time. 
Solutions are presented to students 76% of the 
time. Data shows employees verify and ensure 
satisfaction 71% of the time. While the data 
shows employees are discovering student 
needs and present solutions most of the time, 
they need a 25% improvement when greeting 
and exhibiting a first time impression and when 
discussing correct information. Just 71% of the 
time, employees closed the conversations with 
ensuring satisfaction. 

The findings from the data provide some excellent 
opportunities to improve customer services skills 
and continue to remain updated on knowledge of 
policy and procedure. As a result, Enrollment 
Services has increased training. Also, customer 
service training has increased. Current training 
schedules include specialized training in individual 
offices meeting several times per month. 
Enrollment Services monthly training will begin to 
meet for an additional 2 hour period. Monthly 
training includes all campus site representatives, 
who take the information back to designated 
offices. Additionally, Enrollment Services is 
extending training to other campus sites including 
the Miller Continuing Education Office. Enrollment 
Services is also offering weekly spotlight trainings 
for the Academic Advising Staff meetings.   
 

Graduation Status 
Transition 
2009-2010 
 
Graduation Office 
will assess data on 
degree audit 
miscalculations and 
exceptions to 
determine if students 
are well informed on 
their graduation 
status. 

Students are well 
informed on their 
graduation status 
through the 
Academic Advising 
Department and the 
Graduation Office. 
As a result, the 
student experiences 
an efficient transition 
from the beginning 
of the graduation 
application process 
through granted 
graduation status. 

Are students eligible for 
graduation once the 
graduation application has 
been submitted. Are students 
graduating with policy 
exceptions.  
Graduation Office will begin to 
assess data on degree audit 
miscalculations and exceptions 
made for potential graduates 
Fall 2009. Enrollment Services 
will analyze the degree audit 
miscalculations and 
exceptions.  
 

2009 Fall Semester 974 students graduated. Of 
the graduation class, 310 students graduated 
with policy exceptions. 
 
The data shows 32% of 2009 Fall Graduates 
graduated with a graduation exception. 

The findings pose a minimal need for 
improvement. The data result from this 
assessment proves a need for analyses and 
review of procedure and policy concerning 
exceptions to policy for graduation status. Further 
investigation and review on exceptions for 
graduation eligibility include: 

 written graduation policy, guidelines and 
procedure 

 clarity on specific individuals with 
authority to waive graduation 
requirements 

 training for academic advisors, 
Departments and Divisions  

 
 



1. APPLY FOR ADMISSION

or have not attended for more than 2 years, you need to complete 
an Application for Admission and submit it by the application 

by visiting   

admitted to credit programs at SLCC if they have earned either 

one of these credentials may only be admitted to credit programs 
if the Accuplacer, ACT or SAT exams place the student into 

level test scores may participate in noncredit programs through the 

be available to individuals who start a program of study and do not 

2. APPLY FOR FINANCIAL AID
Apply online at 

 

3. TAKE YOUR PLACEMENT ASSESSMENT
required to take a 

a placement assessment before registering
assessment is also used to place you into your math and English 

 See other side for testing locations, hours, the placement test 
strategies workshop and more information about the Accuplacer 

 ACT or SAT scores less than two years old may also be used to 

 : Transfer students with math or 
English credit from other colleges may be eligible for a waiver of 

If you are transferring to SLCC, please visit our website at 
 to learn how to have your prior 

 
  No placement testing or transcripts are necessary 

for admission, but may be required for placement prerequisites 

a matriculated major, you will be required to take a placement 

status limits the ability to use credits toward graduation at SLCC; 

4. COMPLETE ORIENTATION
New students need to complete orientation before registering for 

 

 or by 

NetConnect, visit 

5. MEET WITH AN ACADEMIC ADVISOR
To get you started, they will:

Advisors are available to meet with you during your academic 

Online Advisor at 
6. REGISTER FOR CLASSES

Select box to the left of the desired class and select Register at 

7. GET YOUR “OneCard”

8. PURCHASE A PARKING PERMIT (if needed)

information visit 
9. ARRANGE PAYMENT

Welcome to Salt Lake Community College! 

Getting Started

Appendix L: Getting Started Packet
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SLCC Accuplacer Placement Assessment Information

Testing Redwood Locations
 

Taylorsville Redwood Campus 

South City Campus

Jordan Campus

The Testing Center will provide 

Testing Hours  

All Locations

* Please Note:  Last seating for testing 
is two hours before closing — three hours for the

What does the Accuplacer cover?
The Accuplacer consists of three basic sections:

Reading Comprehension
Sentence Skills

What you need to know about the Accuplacer
NO APPOINTMENT NECESSARY

IT IS NOT A TIMED ASSESSMENT

IT IS SHORT

THE COMPUTER ADJUSTS THE QUESTIONS TO YOUR 
ABILITY LEVEL

IT IS HIGHLY ACCURATE

RESULTS ARE IMMEDIATELY AVAILABLE
minutes of completing the assessment, you will receive a 

RETAKES

Helpful Websites 
for preparing for the Accuplacer

r

Basic math and algebra 

How Can You Prepare for the Accuplacer Placement Test?

in

Helpful Websites

Accuplacer Study App

Placement Test Strategies Workshops  
test questions, tips for preparing for and taking the test and 

www.slcc.edu/testing/accuplacer.asp
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rev.05.07.2012  AA/EO Institution

Concurrent Enrollment Students apply online at: www.slcc.edu/concurrentenrollment

Early Enrollment Students learn how to apply at: www.slcc.edu/earlyenrollment

International Students apply online at: www.slcc.edu/iss

SLCC Employees, please complete a paper Application for Admission and the 
Employee Admission Fee Waiver form found at: www.slcc.edu/enrollmentservices/forms.asp

If you have never attended Salt Lake Community College (SLCC) or have not  
attended for more than two years after the term of your last enrollment, complete 
an Application for Admission  at www.slcc.edu

Getting Started 
          Admissions Steps
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Financial Aid

rev.05.07.2012  AA/EO Institution

The steps to apply for aid are:

www.pin.ed.gov

the application online at www.fafsa.ed.gov

the Title IV code of the school you plan to attend.  SLCC’s code is 005220.

aid early. 

222222222222000000000000001111111111111222222222222222222
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What 

 

 

online at: 

Work study is a program which allows students to work on campus and earn money.  Money earned through work 

around your school schedule too!

Hav

Make satisfactory academic progress toward the completion of their degree

mmunity and/or private endeavors

1575 South State Street
W 137B

HTC 101

Financial Aid

www.slcc.edu
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ACCUPLACER

Tips for Taking Accuplacer

Transfer Students

About Accuplacer 

What Does the Accuplacer Cover?

Reading Comprehension:

Sentence Skills:

Mathematics:

How Can You Prepare for the 
Accuplacer Placement Test?

Helpful Websites

Placement Test Strategies Workshops

www.slcc.edu/testing/accuplacer.asp

Important Notice to ALL Students!
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What you need to know about 
the Accuplacer

Helpful Websites 
for preparing for the Accuplacer

Frequently Asked  Questions

When do I take the assessment?

Where can I take the assessment?

How much does the assessment cost?

What if I took Accuplacer at another college?

What should I bring with me to the 
Testing Center?

What if I have a disability and need  
accommodations?

I live out of state and won’t be arriving in Salt
Lake City until just before classes begin. How can
I take the placement assessment?

Are there alternative assessments to Accuplacer?

Student
Center

CT

Taylorsville
Redwood

Testing 
Services

SLCC Accuplacer Placement 
Assessment Information

Locations

Taylorsville Redwood

New students may park in the Student Center Visitor Parking Lot.  

South City Campus

Jordan Campus

Testing Center Hours

Last seating
two hours before closing

cbehlin1
Typewritten Text

cbehlin1
Typewritten Text
116



The Disability Resource Center (DRC) provides accommodations to students who qualify for services under 
the Americans with Disabilities Act (ADA).  

Documentation requirement
In order to qualify for services, a student must provide the DRC with documentation from a medical professional such as a doctor or 

Example of services

provided free of charge.

without written authorization from the DRC.  If you approach your instructors about help, they will refer you to the DRC.

How to apply

2.  Complete an application for DRC services.

The DRC will call you once your application and medical records have been reviewed. 

DRC Advising Services
Students who apply for DRC services are assigned an advisor. This individual will work with you as long as you 
are attending SLCC classes. The advisor will answer your questions, help you with obtaining documentation, 
guide you through the enrollment process and help you register for classes.  

Disability 
     Resource Center

www.slcc.edu/drc 
 Linda.Bennett@slcc.edu

 

wwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwww...........ssssssssssssssllllllllllllllcccccccccccccccccccccccc......eeeeeeeeeeeeeedddddddddddddduuuuuuuuuuuuuuu/////////////ddddddddddddrrrrrrrrrrrcccccccccc  
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DRC Taylorsville Redwood Campus

4600 South Redwood Road
Student Center, Suite 244

 
 

DRC South City Campus 

Salt Lake City, Utah 84115

  

 
DRC contact for all other campuses:
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SLCC Petition for Course Equivalency
Business Management Department

School of Business, Salt Lake Community College

Please submit the following information:

Your name and SLCC 
student number
SLCC Business School/or
other SLCC program you 
intend to complete
SLCC Management 
Department (BUS or MGT 
only) course for which you 
are seeking equivalency
University/College Name**   
Please be aware that we will 
only accept coursework from 
institutions with current 
regional accreditation status.
Course Title and number

Year and term completed 
(Semester/Quarter)
Course Description (1-2
paragraphs, can be copied 
from web catalog)
Course Syllabus* (We require
that you provide the syllabus 
for the term you took the 
course and the faculty member 
who taught it.)

Please attach complete syllabus and submit with this form.

Instructions to Student
It is in your best interest to provide as complete a record as possible for each course for which 
you are petitioning equivalency.

You will need to submit paperwork electronically directly to the division.
Step 1 – Save the completed document with your First Name then Last name, no spaces.
Step 2 – Email the completed form along with supporting documentation as attachments to:
Judy.Boretsky@slcc.edu
Be sure all documentation has your name and SLCC student number at the top.

Alternative Submission:

Completed paperwork can be delivered to:
Division Office of Marketing, Management and Culinary Art
Business Building (BB) Room 234 
Taylorsville Redwood Campus 
Attn: Judy Boretsky - 801-957-4483

 Appendix M 
SLCC Petition for Course Equivalency

cbehlin1
Typewritten Text
118



The following Information about the class (include the syllabus statements if applicable):

Instructor’s name and 
title/role (Ph.D., 
graduate student)
Teaching styles and 
methodologies—e.g., 
lecture, group work, 
service-learning option
Grading criteria 

Class calendar Please attach course calendar and submit with this form. 

Number of hours spent 
in class for the entire 
semester
Semester or quarter 
system
How many times per 
week the class met
Length of the class 
periods
How many classes you 
missed: 
Textbook details: title, 
author, edition
Complete transcript 
from the institution from 
which you took the 
course.

Please attach complete transcript and submit with this form.

*If the syllabus or any other information listed above is not available, include a personal statement explaining
why it is not available.
**The Department may only accept coursework from regionally accredited institutions. If the school you attended is 
not regionally accredited, we cannot consider the coursework. International work will be evaluated on different 
standards.

In addition to regional accreditation, we may check to see if the transferring coursework/program is 
affiliated with either of the following organizations:
Accreditation Council for Business Schools and Programs (ACBSP)
Association of Collegiate Schools of Business (AACSB)

BELOW FOR DEPARTMENT USE

Date received:

Decision date:

Decision (approved, rejected, returned for additional information):

Comments:

Form date 04-24-2012
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Implemented January 31, 2012 
PTA Notification November 12, 2012 

DH Updated December 14, 2012 
Nursing Updated January 8, 2013 

 

HEALTH SCIENCE ADMISSIONS 
*New* credit that needs to be posted separately  

regardless of prior degree for Nursing, Dental Hygiene & PTA 
 
 

NURSING: 
 
Prerequisites: 
 

1. BIOL 1610/1615 with a C or better  
2. BIOL 2320/2325 with a C or better  
3. BIOL 2420/2425 with a C or better  
4. CHEM 1110 with a C or better 
5. CHEM 1115 with a C or better 
6. MATH 1020 with a C or better 

 
Not prerequisites – but required for program 

7. ENGL 1010 with a C or better  
8. HLTH 1020 with a C or better  
9. PSY 1100 or FHS 1500 with a C or better  
10. NSG 2900 with a C+ or better (LPN to RN)  

 
Additional 
 

11. ENGL 2010 *New*  
12. MATH 1030, 1050 or 1040 *New*  
13. ECON 1740, HIST 1700 or POLS 1100 *New*  
14. HLAC *New*  
15. Computer Literacy *New*  Removed January 8, 2013 
16. MA 1100 *New* 

 

DENTAL HYGIENE: 
 
Prerequisites: 
 

1. MATH 1010 with a C or better, or test scores within the past year: Accuplacer College Level Math score of 43, or ACT Math 
score of 23.  

2. ENGL 1010 with a C or better  
3. COMM 1010 with a C or better  
4. BIOL 2320/2325 with a B or better (≤ 5 years prior to program application)  
5. BIOL 2420/2425 with a B or better (≤ 5 years prior to program application)  
6. BIOL 2060/2065 with a B or better (≤ 5 years prior to program application)  
7. CHEM 1110 with a C+ or better (≤ 5 years prior to program application) 
8. CHEM 1115 with a C+ or better (≤ 5 years prior to program application)  

 
Not prerequisites – but required for program 

9. SOC 1010 with a C or better  
10. HLTH 1020 with a C or better  
11. PSY 1010 with a C or better  

 
Additional 
 

12. ENGL 2100 *New*  
13. MA 1100 *New*  

Appendix N 
Health Science Admissions
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Implemented January 31, 2012 
PTA Notification November 12, 2012 

DH Updated December 14, 2012 
Nursing Updated January 8, 2013 

 

 
PHYSICAL THERAPY ASSISTANT: 
 
Prerequisites: 
 

1. *BIOL 2320/2325 with a B or better  
2. ENGL 1010 with a C or better  
3. MATH 1010 with a C or better 
4. PSY 1100 with a C or better  
5. PTA 1010 with a B or better 
6. PTA 1500 with a B or better 
 
*Taken within five years of starting program 

 
Additional 
 

7. BIOL 2420/2425 *New*  
8. PHYS 1010 *New*  
9. CHEM 1110/1115 *New*  
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