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ABSTRACT

Providing descriptions of program goals and
procedures as well as sample materials, this document describes a
counseling services program development model implemented at
California's Rancho Santiago Community College (RSCC). Sections 1 and
2 describe the development of the program by RSCC's Counseling
Department and provide a list of counselors. Section 3 describes the
philosophy of the Counseling Department, while sections & and 5
provide an outline and chart of the objective free model, including
the following steps: program— and student-based needs assessment;
departmental philosophy development; the development of goals by
educational, career, and personal/social domains; the development of
program goals based on needs assessments, counselor judgménts, and
administrative directives; the assignment of goals to counselors; the
development of workplans and activities to achieve the goals; program
evaluation; and marketing to campus and community. Section 6 provides
an organizational chart of the Counseling Department's philosophy
developed at the college, while section 7 provides a list of baseline
student outcomes for the educational, career, and social/personal
domains., Sections 8 and 9 provide counseling goals developed the
RSCC's main and Orange campuses for 1991-92, while section 10
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other special cases. Section 11 details delivery systems for
counselor specialty areas and section 12 provides a glossary of
terms. Finally, sections 13 and 14 provide sample worksheets related
Lo the development and evaluation of the model. (Kp)
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by the Counseling faculty is a viable goal planning system.

This Program Development Model:

L was developed over a two-year period incorporating
Baseline and Selected Student Outcomes

. is simple, flexible and cost effective

] is multi-faceted in involving all Counseling programs

] is action-oriented and evaluative

] addresses priorities developed by the Counseling faculty

. is program based and student centered

. has a mission and department philosophy

The Counseling faculty has worked many long hours in developing
goals and outcomes. Many thanks to Emery Fillmore who introduced
the Program Development Model to the Counseling faculty and who has
helped the Counselors realize sound planning strategies. Also, a
word of gratitude to the Task Force on Goals: Shirley Stoabs,
Robert Gallegcs, Joyce Norwood and Irene Malmgren. This committee
met two or three times a month to finalize the Counseling
Department goals and outcomes. To all of you, I am deeply grateful
for your creative ideas, support and initiative in this endeavor.
A special thanks to Orange Campus Counseling Support Staff Bonnie

Meiss, Jillian James, and Christy Stanley for all the typing and
retyping.

Betty Cotton
Department Chair
April 1992
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RANCHO SANTIAGO COMMUNITY COLLEGE
COUNSELING DEPARTMENT
OUTCOMES/COMPETENCIES

MISSION STATEMENT:

To provide educational, career, and personal
counseling/advisement. (April 30, 1987)

PHILOSOPHY:

The RSC Counseling Faculty are educators trained in affective and

academic domains for the purpose of supporting students in three
primary areas:

(1) Career Counseling
a. Identification of career goals

(2) Academic Counseling

a. Acquisition of skills necessary to make decisions
relative to reaching career goals

(3) Personal Counseling
a. Development of behavioral and communication skills

necessary to overcome obstacles and cope with the
complexities inherent in the college experience.

The counseling philosophy directs cooperative and collegial
efforts toward the creation of an environment conductive to
learning, thereby enhancing the quality of students’ lives, in

encouraging critical thinking, and exposing them to the richness
of cultural diversity.

DOMAIN GOALS:

EDUCATIONAL

To provide and maintain counseling support services and
programs that will assist students in achieving their
educational goals.

CAREER
To provide and maintain career\life planning programs
that will assist students in developing career goals.
SOCTIAL/PERSONAL

To provide and maintain personal/intervention services
and programs that will assist students in attaining
their educational/career and personal goals.

A:\progdevimission
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OBJECTIVE FREE PROGRAM DEVELOPMENT MODEL

MODEL

In this model, the results/outcomes are established as a given
for the program, but the specific contributions of individual
counselors are agreements forged between counselor and
administrator. The agreements on contributions and the plans to

achieve the agreed-upon results must be flexible and must change
as the needs change.

I.

II.

IIX.

VI.

VII.

VIII.

NEEDS ASSESSMENT
A. Program Based
B. Student Centered

DEPARTMENT PHILOSOPHY

GOALS BY DOMAIN

A. Educational

B. Career

C. Personal/Social

OUTCOMES

A. Based on Needs Assessment

B. Based on Counselor Judgement

C. Based on Administrative Directives

ASSIGNMENTS OF OUTCOMES
A. Counselor
B. Counselor Team

PROGRAM DEVELOPMENT WORKSHEETS

A. Designed to accomplish each Goal/Outcome stating:
1. Activity
2. Population
3. Date/Tines
4. Person Responsible

PROGRAM EVALUATION

(For the purpose of program development and improvement.)
A. Subjective

B. Objective

MARKETING

A. Presentation to Staff, Community Groups, Board of
Trustees, and Students

A:\progdevimodel
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COMMUNITY COLLEGE
® - PROGRAM DEVELOPMENT WHEEL

BECAUSE EACH DEVELOPMENTAL STEP IN THE MODEL IS INTER-RELATED,
SEQUENTIAL COMPLETION OF EACH STEP IS RECOMMENDED, HOWEVER, PROGRAM
DEYELOPMENT MAY START ANY .PLACE ON THE WHEEL DEPENDING ON THE
CURRENT STATUS OF THE GUIDANCE PROGRAM.

OBJECTIVE FREE
MODEL

I.
NEEDS ASSESSMENT

_ a; PROGRAM
' b) STUDENT CENTERED
VII. ' II.
/ PROGRAM _ /  DEVELOP _
/ EVALUATION \ DEPARTMENTAL
a) SUBJECTIVE PHILOSOPHY

b) OBJECTIVE
REPORT RESULTS

-

VIII.
HARKETING

a) PRESENTATION TO
1; STAFF/STUDENTS III.
2) COMMUNITY - DEVELOP
A GOAL FOR
VI. + EACH DOMAIN
DESIGN/WRITE ' :
WORKPLANS/
ACTIVITIES IV.
TO COMPLETE DEVELOP PROGRAM
EACH GOAL . GOALS/QUTCOMES

a) STUDENT NEEDS

V. b) COUNSELOR
ASSIGNMENT JUDGEMENT
OF GOALS/ c) ADMINISTRATIVE
OUTCOMES DIRECTIVE
a) COUNSELOR
b) COUNSELOR

TEAM

[KC
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PHILOSOPEY

ACADEMIC DOMAIN
DOMAIM GOAL: To provide
and maintain counseling sup-
port .services and programs
that will assist students in
achieving their educational

goals

l

CAREER DOMAIN
DOMAIN GOAL: To provide
and maintain career/life
planning programs that
will assist students in
developing career goals

SOCIAL/PERSONAL DOMAIN
DOMAIN GOAL: To provide and
maintain personal/intervention
services and programs that
will assist gtudents in
attaining their educational,
career and personal goals

DRAFT

*1992 -~ 1993 PROGRAM DOMAIN GOALS

DRAFT

|

a. Develop and impl, t an Objective Free Competency
Based Program Development and Evaluation System

b. Cather, organize and disscminate articulation
information

c. Develop and integrate a computerized system for the
Counscling Department

d. Assist in organizing and maintaining a Retention
Program for RSC students

. Assist in the implementation of the State mandated
Matriculation Plan

f. Provide Educationz] Counscling and Advisement

I

a. Develop and implement an Objective Free Competency
Based Program Development and Bvaluation
System
b. Assist in organizing and muintaining a Retention
Program for RSC students
. Assist students in developing career/life skilfs
. Provide a Carcer Counseling Program
. Provide an Assessment Program for students that
will assist them in understanding themselves and in
identify and achicving carcer gosls

o 0o

a. Develop and implement an Objective Free Competency
Bssed Program Development and Evaluation System

b. Assist in organization and administration of activitics
that will improve the psychological climate of the collegd

¢. Provide a Personal Counseling Program

d. Develop a Student Referral System

¢. Assist students in developing carcer/life skills

f. Assist in organizing and maintaining a Retention Prograny
for RSC students

Programs
**SPECIALTY AREA(S) GOALS

1. Centennial Bducation Ctr. Cc ling Program 8. Linkages Assessment Program - OC 15. New Horizons Tutorial Program

2. Counseling Chair 9. New Horizons Advance Program 16. Orange Adult Leamning Center Counscling Program
3. Divisionsl Lisison Counselorn 10. New Horizons Eclosion Program 7. Orange Campus Counscling Program

4. GAIN Program 11. New Horizons Non-Traditional/Gender Program 18. Psychological Services Program

5. EOPS Program 12. New Horizons Older Adult Counseling & Bd. 19. Santa Ana Campus Counscling Program

6. International Students Program 13. New Horizons Re-Entry Program 20. Transfer Center Program

7. JTPA Training Program 14. New Horizons Single Parent/Homemaker/ 21, Career Center Program

Displaced Hom -makets Program

1 b *1992-1993 PROPOSED GOALS WERE SUBMITTED FROM VARICUS COUNSELING COMMITTEES, 1987-1992
’ **FOR SPECIALTY AREA WORK PLANS, SEE SECTION 10

y A:\PROGDEV\FLOWCHT
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RANCHO SANTIAGO COMMUNITY COLLEGE
COUNSELING DEPARTMENT

OUTCOMES/COMPETENCIES
EDUCATIONAL DOMAIN CAREER DOMAIN SOCIAL/PERSONAL DOMAIN
DOMAIN GOAL: To provide and maintain DOMAIN GOAL: To provide and maintain DOMRIN GOAL: To provide and maintain
counseling support services and prograns career/life planning programs that will personal/intervention services and
that will assist students in achieving assist students in developing career programs that will assist students in
their educational goals. goals. attaining their educational/career and
personal goals.
DELIVERY BYSTEMS MAY INCLUDE: INDIVIDUAL COUNSELING, SEMINARS/WORKSHOPS, COUNSELING CLABSES, ORIENTATION PROGRAMB
BASELINE STUDENT OUTCOMES BASELINE STUDENT OUTCOMES . . .. BABELINR STUDENT: OUTCOMES.

1.0 Know the role and function of the 1.0 Know the role and function of the 1.0 Know the role and function of the

community college counselor community college counselor community college counselor
1.1 Know the role and function of the 1.1 Know the role and function of the 1.1 Know how to make an appointment

community college community college with a counselor
1.2 Know how to apply to college 1.2 Know counseling office location and 1.2 Know location of resource offices

how to make an appointment and people
1.3 Know college costs 1.3 Know the location of career . 1.3 Know about crisis intervention
resources and how to use thenm services available

1.4 Know contact person(s) and other 1.4 Know career/job training programs 1.4 Know about seminars relating to a

resources available variety of personal development

areas

1.5 Know about counseling classes 1.5 Know about counseling classes 1.5 Know about counseling classes

relating to educational planning relating to career development relating to personal development

areas

1.6 Know why placement tests are 1.6 Know skill areas to be considered

required when selecting a career goal
1.7 Know who must take the placement 1.7 ¥now the varlety of career assess-

test ment tests and inventories available

1Y
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RANCHO SANTIAGO COMMUNITY COLLEGE
COUNSELING DEPARTMENT

OUTCOMES /COMPETENCIES
EDUCATIONAL DOMAIN . CAREER DOMAIN ..  BOCIAL/PERSONAL. DOMAIN
DOMAIN GOAL: To provide and maintain DOMAIN GOAL: To provide and maintain DOMAIN GOAL: To provide and maintain
counseling support services and programs career/life planning programs that will personal/intervention services and
that will assist students in achieving assist students in developing career programs that will assist students in
their educational goals. goals. attaining their educational/career and
personal goals.
DELIVERY S8YSTEMS MAY INCLUDE: IKDIVIDUAL COUNSELING, SEMINARS/WORKSHOPS, COUNSELING CLASSES, ORIENTATIOM PROGRAMS
BASELINE STUDENT OUTCOMES BASELINE BTUDENT OUTCOMES © v, BABELINR. STUDENT: OUTCOMES. .

1.0 Know the role and function of the 1.0 Know the role and function of the 1.0 Know the role and function of the

community college counselor community college counselor community college counselor
1.1 Know the role and function of the 1.1 Know the role and function of the 1.1 Know how to make an appointment

community college community college with a counselor
1.2 Xnow how tc apply to college 1.2 Know counseling office location and 1.2 Xnow location of resource offices

how to make an appointment and people
1.3 Know college costs 1.3 Know the location of career 1.3 Know about crisis intervention
resources and how to use them services available

1.4 Know contact person(s) and other 1.4 Know career/job training programs 1.4 Know about seminars relating to a

resources availlable variety of personal development

areas

1.5 Know about counseling classes 1.5 Know about counseling classes 1.5 Know about counseling classes

relating to educational planning relating to career development relating to personal development

areas

1.6 Know why placement tests are 1.6 Know skill areas to be considered

required when selecting a career goal
1.7 Know who must take the placement 1.7 Know the variety of career assess-

test ment tests and inventories available
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RANCHO S8ANTIAGO COMMUNITY COLLEGE
COUNSELING DEPARTMENT

OUTCOMES /COMPETENCIES
EDUCATIONAL DOMAIN CAREER DCMAIN BOCIZL]PERBOKAL DOMAIN
DOMAIN GOAL: To provide and maintain DOMAIN GOAL: To provide and maintain DOMAIN GOAL: To provide and maintain
counseling support services and programs | career/life planning programs that will personal/intervention services and
that will assist students in achieving assist students in developing career programs that will assist students in
their educational goals. goals. attaining their educational/career and
personal goals.
SELECTED STUDENT OUTCOMES SELECTED BTUDENT OUTCOMES . . BELBCTED STUDENT OUTCOMES
1.0 Know own special admissions category [ 1.0 Understand and utilize the processes | 1.0 Know about and use, when needed,
a) Non-resident b} F-1 student involved in selecting a career Health Services at the Santa Ana and
c) Refugee d) Immigrant Orange campuses
1.1 Understand educational requirements 1.1 Understand and/or utilize job 1.1 Demongstrate and understand the
and options and complete a seeking skills impact of a student’s cultural
personalized educational plan background on their personal
adjustment to college life
1.2 Know how to apply placement test 1.2 Take (and have interpreted) career 1.2 Understand and demonstrate the
results to class selections related tests and inventories processes involved when making
decisions
1.3 Understand and utilize the processes | 1.3 Understand and utilize career 1.3 Understand & demonstrate the
involved in selecting a major assessment results processes involved in setting
personal goals
1.4 Understand and complete appropriate i.4 Understand and utilize career 1.4 Understand and demonstrate the con-
transfer GE/major requirements to resource materials in the career cept of how the "Life Style" concept
colleges and universities center relates to personal adjustment
1.5 Utilize educational resource 1.5 Know about and attend career 1.5 Understand and demonstrate conflict
materials development seminars and classes reduction techniques
1.6 Understand and utilize special 1.6 Demonstrate how the career cluster 1.6 Understand and utilize
admission programs for transfer concept relates to career selection values/personality inventory results
students
1.7 Understand and utilize my own 1.7 Demonstrate how the concept of life
personal learning style style relates to career selection
-
< J
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EDUCATIONAL. DOMAIN
SELECTED STUDENT OUTCOMES

CAREER DOMAIN
SELECTED STUDEKT OUTCOMES

BOCIAL}PBRBONEB DOMAIN
SELECTED . STUDENT. OUTCOMES

1.8 Understand and use good study 1.8 Demonstrate how interests relate to
techniques career choice
1.9 Know about and use financial aid 1.9 Demonstrate how aptitude relates to
resources career choice
2.0 Demonstrate how values relate to

career choice

Example: personal counseling, financial aid, career guidance.

A:\PROCDEV\SSDOMAIN 921
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Selected Student: Refers to a student(s) who have either "self referred" or who have been referred by staff because of special needs.
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Acadenic
GOAL ONE:

Academic
GOAL TWO:

Acadenmic
GOAL THREE:

Acadenmic
GOAL FOUR:

Acadenic
GOAL FIVE:

career
GOAL SIX:

Career
GOAL SEVEN:

career
GOAL EIGHT:

RANCHO SANTIAGO COLLEGE
ANNUAL COUNSELING GOALS 1991-92

Develop and implement an Objective Free Competency
Based Program Development and Evaluation System *4

Gather, organize and disseminate articulation
information *1

Develop and integrate a computerized system into
the Counseling Department #*4

Assist in the implementation of the State mandated
Matriculation Plan *1

Provide Educational Counseling and Advisement
Programs *1

Assist in organizing and maintaining a Retention
Program for RSC students *4

Assist students in developing career/life skills
*2 *3

Provide an Assessment Program for students that
will assist them in understanding themselves and
in identifying and achieving career goals *2

Social/Personal

GOAL NINE:

Assist in organization and administration of
activities that will improve the psychological
climate of the college *3

Social/Personal

GOAL TEN:

Provide a Personal Counseling Program *3

Social/Persoral

GOAL ELEVEN:

Domain Arcas

*1 Academic

*2 Carcer

*3 Social/Personal

Develop a Student Referral S§stem *3

*4 Academic, Career, Social/Personal

A:\progdevianngoals
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GOAL

GOAL

GOAL

GOAL

GOAL

PROGRAM DEVELOPMENT

ORANGE CAMPUS GOALS 1991-92

To develop and organize Counseling Center
programs, activities, physical facilities,
and resources as they relate to all
counseling functions including transfer
center activities.

To organize and administer Staff Development
Programs for counselors and suppport staff.

To expand and maintain a Matriculation
Program for area high schools and for Orange
Campus students who intend to transfer to a
four-year college.

To expand the Orange Campus retention
program.

To expand the Orange Campus Placement Testing
Program and Educational and Career Assessment
Program Capability.

Student retention/matriculation -
Pre-collegiate Basic Skills classroom presentations.

A:\PROGDEVV\OCGOALS
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PROGRAM DEVELOPMENT
SPECIALTY AREA GOALS

ACADEMIC PROBATIONARY STUDENTS AND SUBJECT TO DISMISSAL STUDENTS
GOAL 1: Organize and administer a Counseling Program

that will insure that all probationary

students and subject to dismissal students

will meet with a counselor and develop an

Educational Plan designed to meet their

educational goals.

APPLIED ARTS/SCIENCE COUNSELOR

GOAL 1: To provide counseling services to students in Applied
Arts/Science.

CENTENNTAL EDUCATION CENTER

GOAL 1: To disseminate information about the
educational programs and counseling services
at CEC.

GOAL 2: To facilitate entrance into the High School

program by providing assessment and
individual counseling.
GOAL 3: To prepare students for graduation and to
articulate effective follow-up to college
A admission or other.
GOAL 4: To provide personal counseling and referral

to service agencies appropriate to the needs
of students.

GOAL 5: To provide career assessment, career
exploration and career counseling to CEC
students.

GOAL 6: To provide academic counseling and advisement

for facilitating learning, retention and
student success.

COUNSELING CHAIR

GOAL 1: To carry out the duties of the counseling chair.
EOPS
GOAL 1: Provide special support and assistance to

students who are handicapped by language,

social and/or educational disadvantages

consistent with the EOPS Program Plan approved by the
Chancellor’s office and the appropriate title V
Regulations.

()
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For GAIN designated students to participate
in a structured self-esteem enhancement
program resulting in increased confidence,
higher retention and reduced absenteeism.
GOAL 2: For GAIN Vocational Education students to
receive academic advisement and monthly
counseling pertaining to academic progress
and personal issues which may impede
progress.
GOAL 3: For GAIN students enrolled in ESL to
demonstrate satisfactory progress as measured
by designated CASAS instruments.

INTERNATIONAL STUDENTS

GOAL 1: To provide Counseling and special orientation, courses,
seminars, and activities, to assist International
Students in educational and cultural transition.

GOAL 2: To continue awareness and knowledge of cross-
cultural issues via conferences,
publications, seminars, and personal contact.

GOAL 3: To improve communication within International Student
program and the other related faculty, and Student
Services (3.3. Transfer Center)

JTPA TRAINING

. GOAL 1: For students enrolled in JTPA Vocational
Training Programs to complete classroom
training at Rancho Santiago Community
College, get a full-time job and remained
employed for at least 3 months.

LINKAGES ASSESSMENT BATTERY = OC

GOAL 1: Provides aptitude, interest, personality and
values assessment and interpretation to
assist students in their educational and
career planning.

NEW HORIZONS - ADVANCE

GOAL 1: Provide follow-up counseling for vocational
education students under academic probation.

GOAL 2: On-going counseling for vocational education
eligible students.

GOAL 3: Recruit non-credit students from Valley High
School/Centennial Education Center Evening
Program to RSC.

NEW HORIZONS -~ ECLOSION

GOAL 1: ror stidents enrolled within Eclosion Program
to transfer on to Chapman College and earn
B.A. in Liberal Arts/Bilingual Education.

o
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NEW HORIZONS —~ NON-TRADITIONAL/GENDER EQUITY
. GOAL 1: Infuse proven techniques for recruiting and
retaining non-traditional vocational students
creating gender balance programs.

NEW_ _HORIZONS - OLDER ADULT COUNSELING AND EDUCATION

GOAL 1: To encourage, support and facilitate life-
long learning and transitioning among older
adults as well as educating the community and

RSC staff regarding older adult issues and
needs.

NEW HORIZONS -~ RE-ENTRY PROGRAM
GOAL 1: To ease and facilitate the transition and

success of re—-entry students into an academic
system.

NEW HORIZONS - SINGLE PARENT/HOMEMAKER/DISPLACED HOMEMARERS IN
VOCATIONAL PROGRAMS
GOALS 1: To ensure easy access and retention of single
parents/homemakers/and displaced homemakers
in vocational programs.

NEW HORIZONS -~ TUTORIAL
GOAL 1: Provide limited english proficiency,
academically and/or financially disadvantaged
. vocational and pre-vocational students with
specialized instructional support.

ORANGE ADULT LEARNING CEﬁTER

GOAL 1: To develop registration procedures - relating
to enrollment, assessment and placement.

GOAL 2: To develop registration procedures - petition
students.

GOAL 3: To develop a "Team Meeting" Support Service
for Continuing Education HSS, ABE and ESL
Programns.

GOAL 4: To develop a Career/Life Planning course for
the Continuing Education High School Subjects
Curriculum.

GOAL 5: To organize and administer a program to

bolster class enrollment/attendance in the

High School Subjects Program at the Orange
Campus.




ORANGE CAMPUS _

GOAL 1: To develop and organize Counseling Center
programs, activities, physical facilities,
and resources as they relate to all

counseling functions including transfer
center activities.

GOAL 2: To organize and administer Staff Development
Programs for counselors and suppport staff.
GOAL 3: To expand and maintain a Matriculation

Program for area high schools and for Orange
Campus students who intend to transfer to a
four-year college.

GOAL 4: To expand the Orange Campus retention
program.

GOAL 5: To expand the Orange Campus Placement Testing
Program and Educational and Career Assessment
Program Capability.

GOAL 6: Student retention/matriculation -
Pre-collegiate Basic Skills classroom presentations.

PSYCHOLOGICAL SERVICES PROGRAM

GOAL 1: Organize and administer a psychological
services program for Rancho Santiago
Community College students and staff.

STUDENT SERVICES -~ COUNSELING
GOAL 1: Expand and maintain a retention program for
students enrolled in Certification/ Vocational/Regular

AA Degree Program that will result in a decreased drop
rate.

TRANSFER CENTER
GOAL 1: Increase student awareness of transfer as a
function of the educational process.

A:\PROGDEV\EFGOALS

w
s




SECTION 11

39




COUNSELING DEPARTMENT SPECIALTY AREAS

DELIVERY SYSTEM

l ECPS

EARLY DECISION PROGRAM

MATRICULATION

e ————

——e
——

Delivery System

Delivery System

Delivery Systen

Personal counseling
Educational advisement
Career counseling
Financial Aid Workshops
Tours & field trips to
departments and area
educational institutions
Staff Development Programs
.6 Semester schedules/
college catalogs
1.7 Student Planning Guides

e
S WO

[y

Placement testing at area
high schools
Orientation sessions at
area high schools after
testing

Educational counseling
Posters at area high
schools

Small group instruction
Individual educational
advisement

Staff Development
Programs

Semester schedules

[y
[

=
wN

o e
e TS

Computerization of
Education Plan

Follow-up counseling -
probationary students
Follow-up counseling for
undecided students
Follow-up counseling for
basic skills students
Educational plan with
undecided students

Personal counseling
Educational counseling/
advisement

Staff Development Program
Semester schedules/
college catalogs

Student Planing Guides
Counseling 100

Counseling 111

W
-

A\progdevidelivery
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COUNSELING DEPARTMENT SPECIALTY AREAS

DELIVERY SYSTEM

ORANGE ADULT LEARNING CENTER
HIGH SCHOOL SUBJECTS/
GED/ABE/ESL

ADULT CONTINUING EDUCATION

ADULT CONTINUING EDUCATION
HIGH SCHOOL SUBJECTS AND
LEARNING SKILLS PROGRAM
ABE/ESL

—

Délivery Systenm

——

Delivery System

—

Delivery System

1.0 Staff Development -
Workshops
Staff Team Meetings -
Case Studies
Flyers/Brochures
Personal Counseling
Educational Counseling
Career Counseling
Classroom Visitations
Complete Credit Evaluation
Form
1.8 Student Registration and
Orientation
a) ABE
b) High School Subjects
c) GED
1.9 Student Assessment and
Placement

=
[

PR PP PP
NoOO e W

G

3

e
NP

N
oUW

P
O ®

.0 Consultation with Staff

Regarding Student
Progress

Letters to Students
Completed Student
Transcript Evaluation
Forms

Flyers/Posters

Mini Career Center
Career Planning Class
Personal/Career/
Educational counseling
Student Interventions
Process/Form

Classroom Orientation
Assessment & Placement
Testing

~

.0 Student Referral to:

a) Access

b) New Horizons

c) EOPS

d) JTPA

e) GAIN & Linkages

f) cCcommunity Mental
Health Agencies

g) R.O.P.

2.0 Graduation - Video

1.0 Flyers/Brochures

1.1 Counselors’ Evaluation
Form - Previous High
School

1.2 Educational Counseling

1.3 Career Counseling

1.4 Mini Career Center
a) Eureka System

1.5 Assessment and Class
Placement

1.6 College Catalog

1.7 Continuing Education
Class Schedule

1.8 Classroom Presentation

1.9 High School Visitation

a) Career Day
b) Senior Day

ABE/ESL

Al\progdevidelivery.1
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COUNSELING DEPARTM!NT SPECIALTY AREAS

DELIVERY SYSTEM

GAIN

Delivery System

JTPA

INTERNATIONAL STUDENTS

Delivery System

Delivery System

Orientation with Groups
Individual Counseling
a) Personal

b) Career

Form
Seminars/Workshops
a) Goals -

e Personal

¢ Career

¢ Educational
b) Program Orientation
GAIN Student Handbook
College Handbook
Student Follow-up
Letters to Students’

e
oUW

Crisis Referral System
Advocate for:

a) Housing

b) Welfare

c) Medical Services
d) Legal Problem
Staff Development

[N 2 \V]
= O

Referral Agencies

')

c) Educational Planning

Homes

Consultation with Outside

[md

N el
O NOU W

College Catalog/Student
Planning Guide
Flyers/Posters/Newspapers
a) Community & College
Job Fairs

JTPA Orientation

T.V. Presentation

Radio Commercials

Job Placement

Job Search Seminars
Recruitment in Certified
Nursing Assistant Classes
Office Technology Class
and CEC Marquee
Advertisement of JTPA

Staff Development
Presentations

o

R e

N = O

OdoU W

Semester - Schedule
Application Workshop
Orientation & Placement
Workshops

College Catalog
Student Planning Guide
Classroom Presentation
Counseling 116
Follow-up Counseling
Counseling:

a) Educational

b) Personal

c) Career

3taff Development for
Counselors

4]
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COUNSELING DEPARTHE* SPECIALTY AREAS
DELIVERY SYSTEM

TRANSFER CENTER

SAC - ORANGE ACCESS |
Delivery System Delivery System Delivery System
- . " —«———————= = =
1.0 Flyers/Brochures 1.0 Personal/Career/Educa-
1.1 Seminars/Workshops tional Counseling and
1.2 Staff Development Workshops Advisement
1.3 Student Planning Guide a) Individual
1.4 College Catalogs b) Group
1.5 Educational Counseling 1.1 Student Planning Guide
1.6 College Visitations and 1.2 College Catalog
Programs 1.3 Flyers/Posters
1.7 Counseling Classes 1.4 Classroom Presentations
1.8 Four-year college a) High School Subjects
application forms Program
b) ABE Program
c) ESL classes
Intermediate II & III
d) Reading classes
1.5 Application Process
1.6 Orientation to College

N45 classes

1.7 Basic Subject Courses
a) English N60O
b) Math NO5
c) Reading N90A

1.8 Reading Techniques for
college success for
Continuing Education
students

1.9 Outreach Program to
promote Access Program

A\t\progdevidelivery 3
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COUNSELING DEPARTMENT SPECIALTY AREAS

DELIVERY SYSTEM

PERSONAL COUNSELING SERVICES

ORANGE CAMPUS

ARTICULATION - 4 YR.

COLLEGES

Delivery System

Delivery System

Delivery System

——

1.0 Individual and Personal 1.0 Educational/Career/ 1.0 Flyers/Brochures/Memos to
Counseling PerscImg} ?g““ienng Students and Counselors
1.1 Personal Counseling - Group g; Ggotgl‘m' 1.1 Articulation Forms and
1.2 Skill Development c) Classroom Course Transfer Lists
Workshops/Seminars 1.1 Flyers/Posters/Memos to Staff 1.2 ZOT Program Forms
a) Personal Development and Students 1.3 CSU Certification Forms
1.3 Counseling 120 - 1.2 EarlY.DeC;Slon Program for 1.4 Private college GE lists
Assertive Self Development ‘;r;teg;ri‘gnt:iigﬁe“ 1.5 Student Planning Guide
1.4 Crisis Intervention Team b) Assessment 1.6 staff Development
a) Faculty c) Advisement/Placement a) Articulation update
b) General Staff 1.3 Classroom Presentations b) IGETC & other
c) Student Health & 1.4 Oile“tatlonéassgssme“t and Transfer Programs
Wellness Center placement of older adults 1.7 Eureka describes careers
. 1.5 Career Center Resources
d) Campus Security a) Equipment & colleges'that offer
1.5 Psychology Intern Program b) Written materials related majors
1.6 Staff Psychologist c) Computer services
1.7 College Catalog d) Video/Tapes/Films
1.8 College Health Service e) Financial Aid Materials
* f) Job Placement Center
Flyers 1.6 Transfer Center Materials &
STAFF Counseling
2.0 Staff Development 1.7 Career Assessment & Planning
a) Recognizing emotional a) Meyers/Briggs
stress in student and b) COPS
c) Strong Campbell
St‘-f‘ff d) Values Scale
b) Child Abuse Laws e) DAT
c) Psychological Services- f) GATB
Counselors/Staff 1.8 Assessment & Interpretation
STAFF
2.0 Staff Development Programs for
full and part-time counselors
Atprogdevidelivery d
Q o lii)
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COUNSELING DEPARTMENT SPECIALTY AREAS

DELIVERY SYSTEM

NEW HORIZCNS - ADULT RE-ENTRY

NEW HORIZONS - TUTORIAL

CAREER PLANNING CENTER

Delivery System

Delivery System

Delivery System

N e !

Classroom tutoring and
interpretation

Class tutoring at CEC in
Basic Skills

R e
Ul WN

0 Flyers/Posters Personal tutoring session | 1.0 Career Center

i Orientation Sessions with Vocational Students Tours/Orientation

.2 College Catalog Small group tutoring College Catalog

3 Workshop Math Lab/Computer Lab Student Planning Guide

Financial Aid Information
Career World

Occupational oOutlook
Handbook

1.5 Flyers 1.6 College Application Forms
1.6 Semester class schedule 1.7 CAL Occupational Guide
1.8 Computerized Services
a) Eureka Occupational
Program
b) Financial Aid
Information

c) Job Search
d) College Majors
e) View occupational &
Educational files
1.9 Flyers/Brochures/
Newspapers
2.0 SAC marquee
2.1 Classroom presentation in
freshmen classes
.2 Staff Orientations
Bulletin Boards
.4 Audio-Visual Materials

NN
w
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COUNSELING DEPARTMENT SPECIALTY AREAS

DELIVERY SYSTEM

ASSESSMENT CENTER

ACCESS

CAREER ASSESSMENT - LINKAGES

Delivery System

Delivery System

——

Delivery System

—

1.0 Flyers/Brochures
A) Testing Schedule
1. CEPT
2. CBAPT
3. Math
4 Semester Class
Schedule
5. Orientation &
Advisement
1.1 Make-up testing for
Instructional Program
1.2 Placement and Orientation
Testing at area high
schools

1.3 Student Planning Guide

1.4 Semester Class Schedule

1.5 Workshops for Counseling
Staff

1.6 Self-Paced Computerized
Testing

1.7 SAC catalog

—

.0 Flyers/Brochures
.1 Classroom

Workshops/Seminars

.2 Individual & Group

Testing

a) Aptitudes
b) Interests
c) Personality
d) Values

.3 Individual & small

group and classroom
tests/inventory
interpretation

.4 Staff Development -

Individual and group

.5 Interactive T.V.

Assessment Programs
a) 1In class

AprogdevADELIERY 6
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COUNSELING DEPARTMENT SPECIALTY AREAS

DELIVERY SYSTEM

NEW HORIZON
GENDER EQUITY
NON-TRADITIONAL CAREERS

NEW HORIZON
DISPLACED HOMEMAKER

NEW HORIZON
ADULT PROGRAM

SINGLE PARENT

Delivery System

Delivery System

Delivery System

= o
W= O

=3

College Catalog
Flyers/Brochures
Letters to Students

Workshops for students in non-

traditional majors

Computer assisted gender equity

imbalance lists
Personal Counseling
a) Careers

b) Education Plans

P
H W O

gy
o n

College Catalog
Flyers/Brochures

Letters to students
Workshops

Single Parent Survival Kit
Series Workshop

Posters

Personal Counseling

a) Careers

b) Educational

o
S WP O

Catalog

Flyers/Brochures

Workshops

Posters

Outreach

a) Community
Presentations

b) Community Advisory
Board

c) Radio Commercials

Posters Outreach 1.5 Monthly Needs Letter
Outreach Programs a) Local Teen Parents 1.6 Administer Older Adult
a) High schools Programs Scholarship
b) Community based b) Community Based .7 Classes
organization Organizations a) Counseling 120
Tutoring Tutoring b) Counseling 115
a) Vocational A) Vocational c) College Survival
b) Basic Skills/ b) Basic Skills Skill Seminars
Pre-Collegiate Skills c) BESL (6 wks)
1.9 Book Loan Program 1. Financial Aid Counseling d) Durable Power of
2.0 Financial Aid Counseling 2.0 Classroom presentation to Attorney Seminar
2.1 Job Search Assistance consumer education students e) Self Development -
2.1 Book Loan Personality Type
2.2 Job Search Assistance f} Support group for
2.3 Community Resource Referrals adult children for
2.4 Single Parent Club toxic parents

1.8 Personal counseling
a) Career
b) Educational

1.9 Welcome Back Program

2.0 Coordinates day and
extended trips for seniors

2.1 Bi~-Annual Older Adult Day

2.2 Senior Volunteer Program

a) Cancer Society

b) Health Fair
2.3 Weekly Seminars

a) Topics vary

A Vprogdevidelivery.7
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10.

11.

12.

GLOSSARY OF TERMS

Baseline (Outcomes) Objectives: Refers to a program/treatment that
All Students must receive.

Counselor Accountability Contract: A written agreement between a
program manager, a counselor or counselor team, to work toward the

completion of agreed upon goals and/or objectives during a specified
time frame.

Counselor/Manager Work Plans (Activities): Overall strategy and
actions needed to achieve outcomes/objectives designed and carried

out by the counselor or counselor team responsible for completing
the objective.

Department Goal: A statement of broad direction, general purpose,
or intent which is general and timeless and is not concerned with a
particular achievement within a specified time period.

Domain: Content areas of human growth and development from which
student competencies are drawn. Counseling activities and resources

designed to assist students to achieve these competencies are
organized accordingly.

Evaluation: Staff driven, for the purpose of program development,
growth, and improvement. In this Objective Free System, results of

counselor efforts are collected and evaluated by counselors with
minimal administrative supervision.

Need: The difference between What Is and what a program Should Be.

Objective Free Model: Refers to a program Development and
Evaluation system that requires participants to establish goals,
identify student and staff competencies (outcomes), develop work
plans, and report and evaluate results.

Outcome: Identified competency a client should have as a result of
instruction provided in a workshop, class seminar, orientation
session or counseling session.

Program Based Needs Assessment: A series of needs statements
developed by teachers, community representatives, counselors,
students and administrators designed to identify and rank student
Needs as seen from all segments of the population.

Program Goal: Generally based on Needs Assessment results.
Describes what the counselor does to accomplish student/staff
objectives and/or desired outcomes. Example: Organizes and
conducts career planning programs, financial aid seminars and

college orientation programs for continuing students and potential
students.

Selected Student: Refers to a student(s) who have either "self
referred" or who have been referred by staff because of special

needs. Example: personal counseling, financial aid, career
guidance.

A:\progdeviterms
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PROGRAM DEVELOPMENT WORKSHEET

DOMAIN
____ EDUCATION
APPLIED ARTS/SCIENCE COUNSELOR CAREER
SOCIAL\PERSONAL
GOAL: TO PROVIDE COUNSELING SERVICES TO STUDENTS IN APPLIED ARTS/SCIENCE
FACULTY/STUDENT PERSONS
OUTCOME ACTIVITY POPULATION DATE/TIMES | RESPONSIBLE | LOCATION NOTES
1.0 To provide to Applied 1.0 Letter to faculty in 1.0 Applied 1.0 By the 1lst 1.0 B. Cotton
Arts and Science Faculty Applied Arts/Sciences. Arts/Science duty day in
knowledge of Counseling Meet with faculty both students, fall/spring
Staff and services they full/part-time at their Fire Tech,
provide annual meeting Nursing
fall/spring Nutrition
1.1 Set goals for the year 1.1 Meet with Dean Dona Catering 1.1 B. Cotton
Picard and Mary Legal Asst.
Halvorson Human Develop.
1.2 Provide educational plans | 1.2 Revise and get printed Fashion Design 1.2 B. Cotton
for the Department for faculty distribution
in their classroom
educational plans
1.3 To provide information on | 1.3 visit all Fire Tech 101, 1.3 457 students 1.3 B. Cotton
AR/transfer requirements Legal Asst. 030 and I. Rotcher
Human Development
classes and provide
information on AA &
transfer requirements
1.4 Provide information to 1.4 Organize orientations 4 1.4 300 students 1.4 B. Cotton
potential Fire times a month (2 at I. Rotcher
Tech/Nursing students night) 2 in the day)
1.5 Provide probationalry 1.5 Get a list of students 1.5 37 students 1.5 B. Cotton
students in C.J., Legal on probation from I. Rotcher
Assistant, Fire Admissions; letters sent E. Boggus
Tech/Nursing Cousneling to students
services
1.6 Provide transfer 1.6 visits to teacher aides 1.6 150 students 1.6 B. Cotton
information to potential in Santa Ana School E. Boggus
teachers District at their
meetings 4 times a year
1.7 AA/transfer information 1.7 vieit all 4 cosmetology 1.7 150 students 1.7 B. Cotton
to all cosmetology schools serving RSC :
students students
1.8 In-Service on 1.8 All 4 cosmetology 1.8 150 students 1.8 B. Cotton
ethnic/cultural schools T. Pham
differences between
Mexican/Chicano
Vietnemese cultures
1.9 Provide AA/transfer 1.9 visit C.J. Academy 1.9 60 students 1.9 B. Cotton
information to C.J.
Q Academy graduates
[ RIC R —
e TR y
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S0OAL:

PROGRAM DEVELOPMENT WORKSHEET

CENTENNIAL EDUCATION CENTER

To disseminate information about the educational programs and counseling services at CEC.

PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATiON NOTES
l. Students become aware and 1. Displays information l. CEC students and l. Determined by|[l. Counselors . CEC
informed about the educa- materials on topics such as: community the availa- and assistantg student
tional programs and counsecl-| a. ABE, ESL & H.S. program bility of areas
ing services available to b. Career Center materials.
them, c. Child Care
d. Financial Aids
e. Job Training Prog. ROP, JTPA
GAIN
f. Learning Disabilities Prog.
2. Student clarifies informatiod2. Class visitations to orient 2. CEC students 2. Arranged 2. Counselors 2. Classroom
gathered from displavs and students to programs &
handouts, services at CEC & RSC.
3. Students tuforamed shout 3. Workshops and seminars on 3. CEC students 3. Arranged 3. Counselors 3. Arranged
fssues, topics relevant to students
needs and interests
s. Actual referral and guidancel4. Compile a directory or list }4. CEC students 4. Counselors
of student. of community agencies for
student referral
aluation: -
ey bm -
@)
,or Ve
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GOAL.:

PROGRAM DEVELOPMENT WORKSHEET

CENTENNIAL EDUCATION CENTER

To facilitate entrance into the High School program by providing assessment and individual counseling.

| PERSONS
| STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES
l. Understanding of students' l. In-take interview for 1. Potential Students|l. Office hours 1. Counselor 1. B~100
goals and objectives filling out student infor- 8am-9pm Assisstant
mation sheet and registra-
tion form.
2. Recommend appropriate place- [ 2. Placement test given to 2. Applicants from 2. Per testing 2. Counseling 2. B-103
ment bv counselor students the community schedule assistant B-109
3. Counselor recemmends an 3. Counseling session with 3. Applicants from 3. By appointment |3. Counselors 3. Counselor
educaticnal plan test interpretation, credit the community and walk-in office
evaluatilon, program planning
and classroom policy
1 orientation.
4. Student completes registra- | 4, Student registers for 4. Applicants from 4. Office hours 4. Admissions 4. Admissiong
tion precese classes the community 8am-9pm staff office
A-100
valgauon:

el
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GOAL:

PROGRAM DEVELOPMENT WORKSHEET

CENTENNIAL EDUCATION CENTER

To prepare students for graduation and to articulate effective follow-up to college admission or other.

PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES
l. Generates a general list of |I. Review of student files to l. Potential graduated 1. Nov. - Dec. I. Counseling I. B-104
potential graduates. identify students with less of each staff
than 50 credits to academic vear
graduation
2. Reinforce students academic [2. Letters sent out to 2. Potential graduated 2., Dec. 10-20 2. Counseling 2. B-0l4
progress in anticipation of potential graduates advising assistants
i graduatien them to review their educa-
tional program with their
counselor
3. vVerification of CREDITS 3. Counseling session for 3. Potential graduateq 3, Spring semestef 3. Counselors 3. Counselors
NEEDED for graduatinn credit evaluation date. office
4. Establish a peol of final 4. Preparation of graduation 4. Potential graduateq 4. April 4. Counseling 4. R-104
graduating candidates packet to send to grad- assistants
uvating candidates providing
information about picture
taking, ordering the cap &
gown and the graduation
ceremony
valuation:
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GOAL:

PROGRAM DEVELOPMENT WORKSHEET

CENTENNIAL ELJCATION CENTER

STUDENT/STAFF OUTCOMES

ACTIVITY

POPULATION

DATE/TIMES

PERSONS
RESPONSIBLE

LOCATION

NOTES

5. Confirmation of participa-
tion in the graduation
ceremony, evaluation of

- students educational exper-
iences at CEC and projection
of students educational or
career plansg,

Counseling session tc con-
firm participation in the
graduation ceremony and to
assess individual needs and
career plans. To plan
accordingly for the ACCESS
program, RSC placement testq
and others.

5.

Graduating Student

5. May-June

5. Counselors

5. Counseling
Office

Sapanon:

. \’-’1

e
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SOAL:

PROGRAM DEVELOPMENT WORKSHEET

CENTENNIAL EDUCATION CENTER

To provide personal counseling and referral to service agencies appropriate to the needs of students

PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES
1. Clarification of student 1. In-take interview 1. Student with 1. Walk-in/ 1. Counselors 1. Counselors
problems personal problems appointment office
2. Attention given to students | 2. Counseling session to plan 2. H.S. student 2. Appointment 2. Counselors 2. Counselorg
concern a course of action in the office
solution of students
problem. Referral recom-
mended, if necessary.
3. Students iniormed about 3. Workshops, seminars and 3. H.S. students 3. Arranged time 3. Counselors 3. Assigned
issues on personal develop- video presentations on room

ment.

Sduation:

topics related to improving
personal and social
adjustments of students

'[Elz\v
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GOAL:

PROGRAM DEVELOPMENT WORKSHEET

CENTENNTAL EDUCATION CENTER

To provide academic counseling and advisement for faciliating learning, retention and student success.

PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES
L. Adjustment of student sched- Moniforming student progress| 1. H.S. Students 1. Walk-in/ l. Counselors 1. Counselors
ule of classes through add/drop procedures appointment office
and course challenges.
2. Pemediation and student Counseling students with 2 Self-referred 2. Appointment 2. Counselors 2. Counseling
retention academic problems students and thosd office
referred by in-
structors
3. Follow-up of student progress Counseling session for creditd. H.S. ‘rudents 3. Appointment 3. Counselors 3. Counselors
evaluation and up-date. office
4. Articulation with other pro- Academic counseling by EOPS,| 4. H.S. Students 4, Arranged time|4. Counselors 4, Assigned
grams at RSC New Horizons and ACCESS pro- room
gram representatives
5. Students intormed about Display and distribute 5. Graduating Student] 5. Feb.-June 5. Counselors 5. Counselinf
scholarship~ and financial scholarship application and Center
aids. financial aids packet.
6. Closure of student file Counseling session for finall 6. Graduating student] ¢. Appointment 6. Counselors 6. Counselors

evaluation of credits and
for graduation petition.

office

villuaton:
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SOAL:

PROGRAM DEVELOPMENT WORKSHEET

CENTENNIAL EDUCATION CENTER

To provide career assessment, career exploration and career counseling to CEC students

PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TDMES RESPONSIBLE | LOCATION NOTES
l. Carcer needs are {denified 1. Career needs survey ABE & H.S.students| 1. Second week of]|l. Counseling l. Appropriatg
administered in the class classes asslstant or Classroom
room Career Tech-
nician
2.  Gemwerate student interest 2. Career workshops and video CEC students 2. Arranged time (2. Counselors 2. Assigned
on issues seminars presented room
3. Students fdentify their 3. Career assessment measurment CEC students 3. Arranged time 3. Career Tech- |3. Career
career potential of interest, skills, values nician Center
and personality traits
B 4. Student understands various 4. Career Exploration students CEC students 4. Arranged time |4. Career Tech. 4. Career
career opticas available study the characteristics of Center
various jobs, requirements,
trends and advancement from
Eurcka and other resources
at the Career Center
5. Student learns the process 5. Career Counseling students CEC students 5. Arranged time |5. Counselors 5. Counselors
of carcer decision making & develop a carcer education office
carevr educational planning plan after analyzing thelr
personal & occupational
profiles
ajuauon:
O { U
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GOAL:

PROGRAM DEVELOPMENT WORKSHEET

TO CARRY OUT THE DUTIES OF COUNSELING CHAIR

COUNSELING CHAIR

DOMAIN
EDUCATION

CAREER
SOCIAL\PERSONAL

STUDENT/STAFF
OUTCOMES

ACTIVITY

POPULATION

DATE/TIMES

PERSONS

RESPONSIBLE

LOCATION NOTES

ERIC

Aruitoxt provided by Eic:

Communicate dates/times 1.0 weekly agenda; send to 1.0 Counseling 1.0 weekly 1.0 B. Cotton
and agenda for weekly full and part-time Faculty
meetings counselors
1.1 Have Counselors 1.1 counseling 1.1 2 X a year | 1.1 B. Cotton
prioritized and choose Faculty
what they want on agenda
Comrplete a yearly 2.0 Organize a calendar with 2.0 Counseling 2.0 To be 2.0 B. Cotton
calendar various due dates for Faculty given at
schedules, birthdays, our lst
etc. meeting in
August
Complete a list of 3.0 Revise and distribute 3.0 Counseling 3.0 Distribute | 3.0 B. Cotton
Counselors and their list to all full/part- Faculty at first
Specialty Areas time Counselors meeting
Conference budget for 4.0 Sit down with L. Stedman | 4.0 Counseling 4.0 Distribute | 4.0 L. Stedman
each Counselor to divide the money Faculty by 2nd B. Cotton
equally meeting
Develop Goals for 5.0 Present Program 5.0 Counseling 5.0 First 2 5.0 B. Cotton
Counseling Development Model to Faculty mtgs. in E. Fillmore
Counselors September
Keep up with Student ¢.0 Attend Student Service 6.0 Student 6.0 Once a 6.0 B. Cotton
Services Meetings Services Dean month
& Counseling
Dept. Chair
Communicate with Dean 6.1 Weekly meeting with 6.1 Same as 6.0 6.1 Wednesday 6.1 B. Cotton
L. Stedman meeting
Communicate with other 6.2 Attend Program Leader 6.2 Program 6.2 Thursday 6.2 B. Cotton
program leaders Meetings Leaders & meeting
Dept. Chair
Hire new sabbatical and 7.0 s Paper screen 7.0 Dept. Chair, 7.0 Various 7.0 B. Cotton &
part-time replacements s Prepare questions Student Dates from Interview
e Interviews Services Dean Sept. to Committee
e Follow up & Interview Dec.
Committee
organize a Task Force for | 8.0 Get dates for 8.0 Counseling 8.0 April - 8.0 B. cCotton
FSA'c and equivalencies meetings/rooms and Dept. Chair & May Academic
organize a committee Committee Senators
il k A0S 1 ri
aon: W [ A
X

The




O

Aruitoxt provided by Eic:

ERIC

PROGRAM DEVELOPMENT WORKSHEET

EOPS

GOAL: Provide special support and assistance to students who are handicapped by languge, social and/or educatianal

disadvantages consistent with the EOPS Program Plan approved by the Chancellor's office and the appropriate title V Regulations

PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATETIMES | RESPONSIBLE | LOCATION NoTed
1.0 Student will be empowered 1.0 30 minute counseling 1.0 All EOPS 1.0 During 6 J1.0- EOPS 1.0 EOPS
to make full use of the appointments students semester Counselor Office
resources offered in tenure
higher education
1.1 Students will transfer, 1.1 Referral to existing 1.1 All EOPS 1.1 During 6 1.1 RSC Staff |1.1 RSC
receive A.A. and/or resources: TLC, Transfef Students semester
vocational certificate Center, Career Center tenure
1.2 Student will follow a 1.2. Write Ed. Plan 1. All EOPS 1.2 During 6 1.2 RSC 1.2 RSC
current Ed. Plan Students semester Counselors
tenure
1.3 Student will have one 1.3 30 minute counseling 1.3 All active 1.3 One 30 min.}1.3 EOPS 1.3 EOPS
counge ling contact per appointments EOPS students session Counselor Office
semester during
1.4 Student will progress  |l.4 Follow Ed. Plan 1.4 All EOPS semester
though academic program Students 1 .4 During © 1.4 RSC Staff |l.4 RSC
semester
tenure
‘:vu!unlllw
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GOAL:

EOPS

PROGRAM DEVELOPMENT WORKSHEET

Provide special support and assistance to students who are handicapped by language, social and/or educational

disadvantages consistent with the EOPS Program Pla

n approved by the Chancellor’s office and the appropriate Title V Regulations

PERSONS
NOTES
STUDENTISTAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES | RESPONSIBLE | LOCATION
1.0 Counselor will see .0 30 minute counseling All EOPS 1.0 During 1.0 EOPS Staff]1.0 RSC
students a minimum of appointments students semester RSC
once a semester Counselor
1.1 Counselor will write EdJ4 1.1 Counseling appointments All EOPS .1 At the 1.1 RSC 1.1 RSC
Plan or workshops/Ed. Plan students beginning Counselor
revision appointments of EOPS
tenure and
during as
needed
1.2 Statf will review and .2 Develop and implement RSC Staff and .2 Ongoing 1.2 EOPs staff}l.2 RSC
interpret Title V programs to meet Title EOPS
Regulations applicable V Requirements
to EOPS
1.3 Develop clear and .3 Appropriate programs EOPS Staff .3 Ongoing 1.3 EOPS Staff |1.3 RSC
effective methods and RSC Staff
techniques for working EOPS Students
with under-represented
students and the culture
of povertv
Evaluation
Progeer by
s Y6
(0 O

O
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GOAL:

PROGRAM DEVELOPMENT WORKSHEET

FRONT DESK REORGANIZATION

TO ORGANIZE AND MAINTAIN A FRONT DESK MANAGEMENT SYSTEM THAT WILI INSURE PROPER COVERAGE IN THE COUNSELING CENTER,

ACCURATE INFORMATION BEING DISPENSED TO STUDENTS AND STAFF AND PROPER INTAKE PROCEDURES BEING UTILIZED

PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES
1.0 Completed front desk cover—] 1.0 Meet with counseling 1.0 Counseling 1.0 1.0 L. Stedman jl.0 SA Campus
age plan center staff and get input Centexr Staff B. Cotton Counseling Cty
1.1 Meet with District and
design front desk coverage
plan
2.0 Proper intake procedures 2.0 Meet with counseling 2.0 Counseling 2.0 2.0 L. Stedman 2.0 SA Campus
used and accurate informa- center and get input Center Staff B. Cotton Counseling Ctu
tion dispensed to students relating to the variety
and staff of questions and situa-
tions they encounter at
the front desk
2.1 Collect all relevant {nforq 2.1 Counseling 2.1 2.1 L. Stedman 2.1 SA Campus
mation and place in note- Center Staff B. Cotton [Counseling Cty
book
2.2 Set up staff development 2.2 Counseling 2.2 2.2 L. Stedman 2.2 SA Campus
sesslons for front desk Center Staff B. Cotton Counseling Ct1
staff
2.3 Monitor froht desk staff 2.3 Counseling 2.3 2.3 L. Stedman 2.3 SA Campus
activities one-on-cne and Center Staff B. Cotton Counseling Cty
during work time
Cyaluation:
Q ko
ERIC ‘4 5




GOAL:

For

GAIN

students enrolled

PROGRAM DEVELOPMENT WORKSHEET

GAIN Program

in ESL to demonstrate satisfactory progress as measured by designated CASAS instruments.

in ¢lassraar

performance.

PERSONS

STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE LOCATION NOTES
1. ESL students will demon 1. Enrolled students will 1. GAIN ESL 1. Continuous 1. Pam Barr/ 1. AEC
strate § point increase on be tested quarterly. students Facilitator; room 1C9
FASAS achievement tests, in Jean Martin/
Li~teninag and Re ‘na. Proctor
2. ESL students noat demon-| 2. Prooress reports will| 2. Same as above | 2. Continuous| 2. Pam Barr 2. AEC
stating 5 point increase be prepared and cvaluated.
will be evaluated for con-
tinued participation in
GAlH S1 classes.
3. Exit recommendations 3. Conference with Social 3. Social Yarkerg/3. As needed 3. Pam Barr 3. AEC
4ill be presented for stu- Services Case Managqers. Dept. of Social
dent~ not makina satisfac- Services
tary proaoress on tests and

Fvaloation:

O
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PROGRAM DEVELOPMENT WORKSHEET

GAIN Proagram

(}()/\Id: for GAIN designated students to participate in a structured self-esteem ¢nhancement prodram resulting in increased confi-

dence . hiaher retention and reduced absenteeism.

PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE LOCATION NOTES
1. ABE/GED students will 1. GOALS Proaram 1. ABE/GED stu- 1. Wed. 9:30-] 1. Coordinatg:1. AEC
express positive self dents enrolled in 11:00 am Pam Barr room 104
regard pertainina to ver- GAIN. 11/13; 11/20;: Group Leader:
sonal and educational aoalsd. 11/727; 12/4; Don Lee

12/11: 12718 Julie Farivar
1/16; 1/22: & Paula Oliva

1/29
2. ABE/GED students en- 2. Attendance tracking 2. Same as above.|{ 2. " Daily 2. Pam Barr 2. AEC
rolled in GOALS will dem- room 10k
onstrate improved atten-
dance.
3. ABE/GED students en- 3. Monitor test results. | 3. Same as above.l 3. Monthly 3. Pam Barr 3. AEC
ralled in HOALS w11 vrach room 104
dewiqonated cducatenal
aaal ..

~aluation:
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For GALN

30AL:

Vocational

PROGRAM DEVELOPMENT WORKSHEET

GAIN Program

Education students to

receive academic advisement

and monthly counseling pertaining to

academirc

proaress and personal issues which may impede progress.
PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE LOCATION NOTES
1. Post-Assessment Voca- 1. Vocational students i. Vocational 1. Continuous|1t. Pam Barr i AEC
tional Trainina students will complete placement Training GAIN
will be referred for aca- testing. students
demic advisement
2. Vocational Traininag 2. Completion of cduca- (2. Same as above.|2. Continuous|2. Pam Barr 2 AEC
students will know course tional plan.
requirements for desianateg
educational goal.
3. Acadenric advisenent 3. Vocational Training 3. Same as above.| 3. Continuous |3, Pam Barr 3 AEC
and reagistration assictancd students receive assis- Anaela Perez
will be provided cach se- tance with reqgistration
moster . procedure and course

selection.

yauauon:
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GOAL.: _L

PROGRAM DEVELOPMENT WORKSHEET

To provide Counseling and special orienation,

INTERNATIONAL STUDENTS

courses, seminars, and activities to assist International Students in educational

and cultural transition.

PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES
l. Knowledge of iligher CSL 116 & New Student New & Continuing Each Semester International RSC Special Adaptation
Fducation in the US Orientation Studernts Student Counselor to F-~1 Students
2, Orientation, Educational Orientation New Students Each Semester International RSC Special Adaptation
Goal & Plan & Course New Student & Advisement Student Counseldrs _to F-1 Students
Selection.
3, F-1 Transfer Intormation F-1 Transfer Workshops Transfer Students Each Semester International RSC Special Activities
& Application Procedures (uCc & csu), CSNL 116 Student Counselorsg for F-1 Students
4. Career Life Planning See General Counseling RSC
i
5. Persenal Counseling See General Counseling RSC :
i
]
~valuatuornmn:
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PROGRAM DEVELOPMENT WORKSHEET

PAGE 1
ORANGE ADULT LEARNING CENTER
(}()/\I_: TO DEVELOP A "TEAM MEETING" SUPPORT SERVICE FOR CONTINUING EDUCATION HSS., ARE AND ESI, PROGAMS
PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE LOCATION NOTES
1. To establish an inter- l. Counselor facilitates weekly| ABE/HSS Students Mondays Counselor, ABE/ ALC
disciplinary team which meetings to discuss students 12:45-2p.m. Reading Instructo} Teachers'
monitors student's progress academic progress and/or ESL Facilitator Lounge
and recommends appropriate behavioral referrals and HSS
interventions when necessary. 2. Prepares agenda with Facilitator

Students are to benefit from

rogrammatic and student
collaborative efforts prog

concerns follow-up

3. Provides support services
and tutoring to special
needs students:

a. Blind student
-taping of textbooks

b. LD students
-Counseling, additional
time with reading
; instructor and referrals
to CEC or RSC LD services

c. Students with discipline
problems or lack of
academic progress
1. Referrals to ALC

Dean

aluaton:
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PROGRAM DEVELOPMENT WORKSHEET

NEW HORIZONS
TUTORIAL

(}()[%14: PROVIDE LIMITED ENGLISH PROFICIENCY, ACADEMICALLY AND/OR FINANCIALLY DISADVANTAGED VOCATIONAL AND PRE-VOCATTONAL STUDENTS WITH

SPECTALIZED INSTRUCTIONAL SUPPORT

PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES .
l. Students will receive l. Tri-lingual Learning Financial, educational On-going Delories Netzel New Horizons|SUBJECT AREAS
specialized instructional Specialists will work indi- and/or linguistically Phong Nguyen
support to assist them in vidually and on a small disadvantaged and Orange Campus:
their chosen field of study group basis with special students 8 Instructional Office Tech 021
and ensure their retention needs vocational education Assistants
students Fire Academy:
2. Direct on-site assistance . (Huntington Beach)
in vocational education Fire Tech 060/050
classrooms and/or
laboratories Santa Ana Campus:
Electronics 018
Office Tech 025
Office Tech Lab
032, 035, 063
Office Tech 021
Centennial Ed. Ctr.
Business Skills
i
i
valuauon:
Frogdey b
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PROGRAM DEVELOPMENT WORKSHEET

NEW HORIZONS - ADVANCE

GOAL RECRUTT NON-CREDIT STUDENTS FROM VALLEY HIGH SCHOOL/CENTENNIAL EDLCATION CENTER EVENING PROGRAM TO RSC

ing adwission and registra-
tion via VIP

- Student Services Orientation
- Vocational Education
Counseling one-on-one and

small group

- Development and {mplementa-
tion of educaticnal plan

to continuing education stu-
dents enrolled in Valley High/
CEC school's evening progranm,
with ultimate goal of taking
leadership in coordinating a
college information program
during fall and spring

Refueio Quintana

PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES
- Provide information regard- Making outreach presentations Vocational Education fall/spring Edna Jimenez

valuation:
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PROGRAM DEVELOPMENT WORKSHEET

NEW HORIZONS - ADVANCE

(}()f\];: ON-GOING COUNSELING FOR VOCATIONAL EDUCATION ELIGIBLE STUDENTS

- Development and implementa-
tion of educational plan

- Student Services orientation
- Maintain satisfactorv G.P.A.
- Vocational education

counseling one-on-one and
small group

vocational education students
have access to counseling/
support services on a one-to-
one and small group basis to
maximize their chances of
success at RSC

Refueio Quintana

PERSONS
STUDENT/STAFF QUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES
- Retention To ensure that at-risk Vocational education fall/spring Edna Jimenez

cvatuauon:
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GOAL:

PROGRAM DEVELOPMENT WORKSHEET

NEW HORIZONS

OLDER ADULT COUNSELING AND EDUCATION

PAGE 1

TO ENCOURAGE, SUPPORT AND FACILITATE LIFE-LONG LEARNING AND TRANSITIONING AMONG OLDER ADULTS AS WELL AS EDUCATING THE COMMUNITY AND RSC STAFF

REGARDING OLDER ADULT ISSUES AND NEEDS

rao

and re~directing life, car-
eer goals and job-retraining
Have a sense of worth, a

planning, MBTI interpreta-
tion, and in-depth
counseling

(55+)

and through-
out county

NOTE: ALL SERVICES PROVIDED TO RE-ENTRY STUDENTS, PLUS:
PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES
OLDER ADULT STUDENTS WILL:
I. Have support in assessing 1. One-on-one career/life All older adults On-going all year|Gloria Davenport SAC

ERIC’

Aruitoxt provided by Eic:

. . just

enrolled

in classes.

E’Uan

:v‘g"

e« Yumas IHLl

hope of fulfilling dreams 2. Grief counseling regarding
and uncovering capabilities job and other losses
3. Be able to understand the 3. Inform and refer to
grief process and its im- comnunity resources
pact 4. Write a monthly column in
4. Have information on commun- the New Horizons, older
ity resources and services adult newsletter, "The
5. Possess a clearer picture Update.," Activity 4/5
of the aging process and 5. Give presentations and Senior Ctrs.
gerontological theories workshops in the community & other
h. Be aware of RSC as a re- (outreach) community
source for continual life 6. Pervasive throughout all facilities
development activities (workshops)
7. Enrollment in college pro- 7. An implemented Older Adult
grams and classes Scholarship ($100 per
8. Encourage and support semester & a write-up and
degrees or certificate goals plcture in Newsletter
9. Meeting of specilized needs 8. Initlate & facilitate wkshpi 8. Vary from
and i{ssues related to programs, support groups, I to 6 wks
older adults etc., such a én usua]1¥ i
ot Durable Power of Attorfiey r_segssions
Cvaluauon: for Health Care
- Asgertion Training
~  Support Group for Adult Children of Toxic Parents
~ Self-development through personality type/temperament
Progdev tan NOTE: RSC has become a leader in older

adult education in the community, so the program reaches far beyond students

OOV

LLAPS
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GOAL:

PROGRAM DEVELOPMENT WORKSHEET

NEW HORIZONS

OLDER ADULT COUNSELING AND FEDUCATION

TO ENCOURAGE, SUPPORT AND FACILITATE LIFE-LONG LEARNING AND TRANSITIONING AMONG

PAGE 2

OLDER ADULTS OW WELL AS EDUCATING THE COMMUNITY AND RSC

STAFF REGARDING OLDER ADULT ISSUES AND NEEDS

PERSONS
COMMUNITY ARD RSC ACTIVITY. POPULATION DATETTIMES RESPONSIBLE | LOCATION NOTES
ADMINISTRnTION/FACULTY/STAFF
EDUCATION
Coordination and awareness Initiate and conduct RSC Throughout the Cloria Davenport SAC
of older adult programs at in-house Older Adult semester &
RSC Coordinating Committee Community
Assessment of nlder adult Plan and conduct community
needs needs assessment meeting
regarding prospective
older students
Attunement and knowledge Attend conferences, work-
of current legislation, shops, seminars
trends, public policy, and Member Orange Co. Aging ROUNDTABLE MTGS: ROUNDTABLE
theories regarding aging Network. (monthly "Round- 4th Tuesday Orange
and gerontology table" meetings) 7:30 a.m. Senior Ctr.
Member CCEOA (Community
Colleges Educators of
Older Adults)
Give speeches throughout
Orange Co. on successful
aging, RSC services, etc.
Read Journals & articles
Evaluation: regarding aglng
——
Jo
Propdey b
Y
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PROGRAM DEVELOPMENT WORKSHEET

PAGE 1
NEW HORIZONS
RE-ENTRY PROGRAM
GOAL: _ 710 EASE AND FACILITATE THE TRANSITION AND SUCCESS OF RE-ENTRY STUDENTS INTO AN ACADEMIC SYSTEM
PERSONS
STUDENT/STA¥F OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES
STUDENTS WILL: WELCOME RACK
1. Begin a support network Telephone encouragement, Re~-entry and older WELCOME BACK WELCOME BACK SAC & OC
2. Have knowledge of RSC re- welcome letters, packets, new student Friday before Gloria Davenport
sources, services, and one-day program with lunch and open reglstration|Ruth Babeshoff
practices matriculation, plus folliow-up in the fall Sunshine Vidal
3. Have opportunity for orien- telephone, letter, and per- Shirley Stoabs
tation, assessment, advise- sonal counseling Staff from
ment, and registration all .} New Horizons
on same day Testing
l. Form a support group COLLEGE SURVIVAL COLLEGE SURVIVAL
2. Visit campus resources and 6 weeks, 12 hour Workshop Re—~entry and new First 6 weeks of |[Gloria Davenport SAC
services (no cost, no credit) older students each semester Classroom &
3. Be acquainted with college total campus
forms and policies For content, sec Qutcomes 1 apt., 2 hrs.
4. Learn tips on study and per wecek
coping skills, time manage-
ment, classroom survival
5. Assess personality type/temp
and learning style
6. Be acquainted with college
schedule, catalog, student
planuing guide
7. Learn steps for developing
own educational plan
Evajuaton:
Frogder.bn
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PROGRAM DEVELOPMENT WORKSHEET

ORANGE ADULT LEARNING CENTER

GOAL: _ To ORGANIZE AND ADMINISTER A PROGRAM TO BOLSTER CLASS ENROLLMENT/ATTENDANCE IN THE HIGH SCHOOL SUBJECTS PROGRAM AT THE ORANGE CAMPUS

STUDENT/STAFF OUTCOMES

PERSONS
ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES

O

ERIC

Aruitoxt provided by Eic:

Adiation__

1. To increase enrollment in
High School Subjects
Program at the Orange
Campus

1. Inservice new students on
optional Orange Campus
attendance site

2. Discuss concurrent enroll-
ment: high school and
college credit opportuni-
ties

3, Post signs in Counseling
Office

4, Highlight Orange Campus in
student handbook

5. Frequent communication with
Orange Campus instructor
a. Services available
b. Course sequence for
completion of a diploma
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PROGRAM DEVELOPMENT WORKSHEET

Rebuild or develop a new
life

Have better self-understandin]

and clarity of personal and
career goals, values and
needs

Have tools for self-develop-
ment and personal empowerment
Have acceptance of self

More retention i{n classes

Have information on changes,
trends regarding re-entry
students

ment

Assertive self-development,
3 unit class

Interpretation of assess-
ments, instruments, e.g.:
personality type/tempera-
ment and learning style

Memo to instructors offering
counseling with "at risk"
students

Collaboration with other
sources

Attend conferences, wkshps
Membership in POWER
(Professional Organization
for Women in Education &

Re~entry
e

Yesting Ctr

Career Plann
Center

ipg

PAGE 2
NEW HORIZONS
RE-ENTRY PROGRAM
CE()[\IJ: TO EASE_AND FACIL1TATE THE TRANSITION AND SUCCESS OF RE-ENTRY STUDENTS INTO AN _ACADEMIC SYSTEM
PERSONS

STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NO1ES
STUDENTS WILL/CAN

Krow how to utilize the col- One-on-one personal, trans- | All re-entry and On-going Gloria Davenport [New Horizons

lege system and services itional, and career/life’ older adults Office

Enhance self-esteem, confi- planning and in-depth

dence and assertion/stress counseling

management and coping skills One-on-one academic advise- Classrooms

LLvaluation:
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PROGRAM DEVELOPMENT WORKSHEET

ORANGE ADULT LEARNING CENTER

GOAL: "1EaM MEETING" - CONTINUED

PAGE 2

STUDENT/STAFF OUTCOMES

ACTIVITY

POPULATION

DATE/TIMES

PERSONS
RESPONSIBELE

LOCATION

NOTES

2. To encourage and acknowledge
academic excellence

3. To evalcate existing programs
and recommend procedures to
enhance efficiency

2.

2. Educational contacts

Support for Phoenix House

Students

1.ALC Counselor and Phoenix
House Counselor work
closely to ensure success
of residents enrolled in
program.

Students receive letters of
praise for good grades or
fulfilling educational
contracts

Students are informed of
scholarship availability

. Revised student handbook for

1991~92 school year

Coordinated activities and
revised curriculum to
asgist blind students

. Revised numerous forms (e.g.

4. Writing Skills Sample

b. Notification of subject(s
form

El{fC‘ ll (! 9]
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GOAL:

“"TEAM MEETING"

PROGRAM DEVELOPMENT WORKSHEET

ORANGE ADULT LEARNING CENTER

~ CONTINUED

PAGE 3

STUDENT/STAFF OUTCOMES

ACTIVITY

POPULATION

DATE/TIMES

PERSONS
RESPONSIBLE

LOCATION

NOTES

. Compiled roster of students

nearing graduation to moni-

tor progress and encourage

completion of credits

a. Educational contract

b. Progress letters

c. Post tentative graduation
list in classroom

. Proposed research project to

be coordinated with Research

Department of RSC

a. Predictors of success for
students enrolled in HSS
program

b. Barriers affecting
students completion of
program

c. Relationship between
number of credits needed
and successful completion
of program

d. Measure success rate of
LD students entering HSS

e. In ructiona% strategies
their ef ei
student retent on

Fall 1991

Julie Slark/
ALC Staff

aluanon:
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PROGRAM DEVELOPMENT WORKSHEET PAGE 4

ORANGE ADULT LEARNING CENTER

GOAL:  "TEAM MEETING — CONTINUED

==

PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES

5. Counselor coordinated with
Carolyn Motokane to develop
resource directory for CE
students

7. Counselor to conduct Pilot Test Counselor ALC Teachers
"How to Get through High Winter 1992 Lounge
School Subjects: Nitty
Gritty" inservice to encour-
age assertive behaviors
to assist students through
the HSS program

T Hinidon: T T
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PROGRAM DEVELOPMENT WORKSHEET

ORANGE ADULT LEARNING CENTER

PAGE 1

(}()/\Id: TO DEVELOP REGISTRATION PROCEDURES - RELATING TQ ENROITMENT, ASSFSSMFNT AND PLACEMENT

STUDENT/STAFF OUTCOMES

ACTIVITY

POPULATION

DATE/TIMES

PERSONS

RESPONSIBLE

LOCATION

NOTES

To establish registration
procedures to effect appropriate
placement of students Ln high
school subjects or ABE programs.

Students will phone for
counselor appointments

Students will provide un-
official transcripts of high
school coursework for
evaluation

Students will receive an
orlentation to ALC programs

WRAT word recognition test
will be administered to
screen students reading below
8.0 grade equivalent. Refer
students to reading program

Credit evaluation form will
be explained to students

Students will be enrolled in
morning, evening or both
sessions either attending ALC
or Orange Campus

Students will sign Attendance
Policy

Counselor will record each

Tentative enrollees-
Age 18+

Open entry/Open
exit

Counselor

AT.C Counse!ling
Office

S Tton
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GOAL:

TO ENSURE EASY ACCESS AND

PROGRAM DEVELOPMENT WORKSHEET

NEW HORIZONS

SINGLE PARENT/HOMEMAKER/DISPLACED HOMEMAKER

RETENTTON OF SINGLE PARENTS/HOMEMAKERS/AND DISPLACED HOMEMAKERS TN VOCATTONAIL. PROGRAMS

Horizons
a) Personal/Career Counseling
b) Academic Advisement
c) Book Loan
d) Tutoring
e) Seminars/Workshops
f) Community Resource
Referrals
g) Personal Job Search
Assistance
Learn educational options/
majors available at Rancho
Sauntiago College
3. Learn additional resources
available at RSC
a) Financial Afd
b) E.C.P.S.
c) Child Development Ctr.
d) CARE
4. Network with other SF/DH/H
students on campus
| 5. Ensure student success

ro

encouraging them to con-
tinue in higher education
Information letter will be
sent to new students who
indicated on the student
survey that they were
interested in services
available for single
parents

Welcome Back Letter sent
each seme:ter to continuing
students

Co~Advisor in Single Parent
Club

Presentation of Single
Parent Survival Kit Series
One-One and group
counseling

Presentations to consumer
education/home-ec students

ACTIVITY:
L, #7
Alice Hernandez

ACTIVITY:
#2 through #6
Sunshine Vidal

PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES
l. Learn programs and services 1. Outreach Presentation to Single Parents Continuous OUTCOMES: #1 - 5 | RSC
availlable for Single Parents) local community-based Displaced Homemakers Sunshine Vidal community
Homemakers and Displaced organizations and teen Homemakers and based organ-
Homemakers through New parent program participants{ Vocational Students Alice Hernandez izations

Cvajuation:
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PROGRAM DEVELOPMENT WORKSHEET

NEW HORIZONS - ADVANCE

GOAL: _PrOVIDE FOLLOW-UP COUNSELING FOR VOCATIONAL EDUCATION STUDENTS UNDER ACADEMIC PROBATION

satisfactory level
- Maintain satisfactory G.P.A.
- Student retention

~ Learn helpful resources that
would help increase GPA:
- Tutoring
~ Personal/Academic Counsel
- Book Loan
-~ Financial Aid
- EOPS

profile for probaticnary
vocational education students,
implement a communication/
contact plan as appropriate,
provide counseling services
and follow-up

Refueio Quintana

PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES
- Increase G.P.A. to - Establish high-risk factors/ - Vocational Ed. Fall/Spring Edna Jimenez New Horizons
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PROGRAM DEVELOPMENT WORKSHEET

International Students

(}()f%l . 2. To continue awareness and knowledge of cross-cultural issues via conferences, publications, seminars, and personal contact.

PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES
l. Awareness of the Counseling Training International Ongoing Int'l. Student RSC
Above Conference & Workshops Student Counselors Counselors
2. Awareness of the Class Activity (CSNIL. 116) Students Each Semester Int'l. Student RSC
Above Counselors
J. Awareness of the Cultural announcements of Students Ongoing Int’l. Student RSC
Above activities that promote Counselors
awareness (CSL 116 &
individual knowledge)
4. Awareness of the Share publications (periodi- Students/Counselors Ongoing Int'l. Student RSC
Above cals, books, speciai videos, Counselors
etCa.a)
valuauon: )
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GOAL: _s.

PROGRAM DEVELOPMENT WORKSHEET

International Students

To improve communication within International Student program and the other related facultyv,

and Student Services

(3.3, Transfer Center)

PERSONS
STUDENT/STAFF OQUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES
Exchange knowledge & understand- Announce & make other depart— Faculty/Counselors Ongoing International RSC
ing of International Students ments aware of our need and Counselors
on campus to facilitate willingness to communicate
teacher-student-counselor
communication
Support & foster Faculty- Academic instructors be Iinvitd Faculty/Counselors Ongoning International RSC
International ftudent ed to International Student Counselors
relationships events
{mprove Student Services Maintain by weekly meeting International Ongpeing Dean of RSC
Student Otffice & Counseling and
Counselors Counselors
Increase F-1 student Advanced class schedule plan- Students Each semester Doan of RSC
population at Orange Campus uing and sequencing of class- Counseling and
es Counscelors
cvaluanon:
1 . 44
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GOAL:

PROGRAM DEVELCPMENT WORKSHEET

JTPA TRAINING PROGRAMS

For students enrolled in JTPA Vocational Trainine Pronrams to complete classroom training at Rancho Santiago Communi ty

College,

aet a fulltime job and remain

employed for at

least

1 months.

STUDENT OUTCOMES

ACTIVITY

POPULATION

DATE/TIMES

PERBONS
RESPONSIBLE

LOCATION

NOTES

1. JTPA elecible students will
complete vocational trainina
programs in:

a) Office Technoloay
b) ilursing Assistant

L5

Students will reccive
assistance with books, bus
tickets, child care, uniforrs
etc.

[N

Students will learn principled
of job huntina.

. Students will aet a full

time iob.

S, Students will remain emplayed

JTPA elecible students will
attend classroom training
at Rancho Santiago College

JTPA Counselor will meet
with students, detcrmine
the.r needs and provide them
with assistance.

Plan workshoos

JTPA Counselor will inves-
tioate job market, provide
job leads, make appointments
with prosnective employers.

Counselor will monitor em-

Economically
impacted or
laid off in-
dividuals

All students
enrolled
throuah JTPA

ALl JTPA
students

All students
who finish
vocational
Classroom
Trainino

Students who

Reoularly
scheduled
class times

Appointments
and contacts
With JTPA
Counselor

Regularly
Scheduled
Wworkshops

JAppointments
land (ontacts
vith Counselor
pr Job Deve-
loper

Monitored by

JTPA Counselor
RSCCD
Classroom Ins-
tructors

JTPA Counselor

JTPA Counselor

JTPA Counselor
Job Developer

JTPA Counselor

RSCCD Santa
Ana Campus

Assessment &
Employment
Center

for at least 3 months. oloved student for 3 months became em- llob Developer |Job Developer
and will provide employment ployed
assistance if students be-
during thi
ggp$od9ncmoloyed uring i
EVALUATION: .
122
I~
PROGDEV . BH

ERIC 121

Aruitoxt provided by Eic:

REST GUPY AVALLABLE




PROGRAM DEVELUOPMENT WORKSHEET

LINKAGES ASSESSMENT BATTERY - OC

GOAL: Provides aptitude, interest, personality and values assessment and interpretation to assist students in their educatiomal and career planning.

Career Center Staff on new
Micro Skills.

PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES
1. Understand their aptitude, 1. Meet with Jim Bears and 1. Students at Orange| 1. Assessment datesl. Kathy Green 1. Orange 1. A supply of SC,
interest, personality and Emery Fillmore: Campus primarily & & times: Emery Fillmore Campus MB & VS will be
values. -Obtain room assigmment students from Santd Jan 23 - Ap.30 Leena Renaldi B-103 A.M. available in the
—~Establish agsessment and Ana Cawpus upon -Agsessment (Except: 0C Career Center
interpretation schedules request Administration 2126 & 3/4{ _pggessments will
Wed 12:30-9pm in B-209) be scored and a
2. Learn the process of Career 2. Create P/R materials & maps ~DAT: }"1':30?" sumary report
Life Planning enabling the from SAC to OC 5:30-9pm Wed P.M. prepared by A &
students to develup a focused -SC,,MB, & VS: A-206 EC
educational and career plan. 1:30-7pm
3. Agsessment, Scoring, Summary ~Assessment Assessment| .Thig service is
Report Preparation & Inter- Interpretation Interpret.| gubject to staff
pretation Thur. 9--1lam Thur.A.H. availability.
: 9-11 A-206
4. Imstall Micro Skills on OC *Meeting with
Career Center E.Fillmore &
J.Bears —-?date?
5. Ingervice OC Counselors
Assessment Interpretation of -Install Micro
new DAT Linkages Summary skills 1/27/92
Report.
6. Inservice OC Counselors &

svaluauon:
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PROGRAM DEVELOPMENT WORKSHEET

NEW HORIZONS
NON-TRADITIONAL/GENDER EQUITY

(3()f\14: INFUSE PROVEN: TECHNIQUES FOR RECRUITING AND RETAINING NON-TRADITIONAL VOCATIONAL STUDENTS CREATING GENDER BATANCE PROGRAMS

traditional students
through New Horizons
a) Personal/career 2.
counseling
b) Academic advancement
c) Book loan 3.
d) Tutoring
e) Seminars/workshops
f) Personal job search
assistance 4.
2. Learn advantages of choos-
ing non-traditional career 5,
3. Learn non-traditional
majors offered at RSC
4. Network with other non-
traditional students
5. Ensure student success 6.

to students enrolled in
non-traditional courses
Informational letter on
non-traditional careers willl
be sent to undecided majors
Presentation of topical
workshops (i.e.: Women in
math, science and
engineering)

Individual counseling and
academic advancement
Adelante Mujer Hispana
(aspirational conference

for high school Latinos
featuring non-traditional
role models)

Identification of gender
imbalanced programs at.RSC
Once imbalanced programs ard
identified, work in part-
nership with department
faculty to recruit non-
traditional students for
those programs

(all campuses

PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES
l. Learn programs and services | 1, Information letter and Non-Traditional Various Sunshine vidal RSC
available for non- career brief will be sent Students

tvaluaton:
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PROGRAM DEVELOPMENT WORKSHEET

PAGE 1
ORANGE ADULT LEARNING CENTER
(}()/\IAZ TO DEVELOP A CAREER/LIFE PLANNING COURSE FOR THE CONTINUING EDUCATION HIGH SCHOOL SUBJECTS CURRICULUM
PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES
1. To introduce students to 1. Enroll students in course in| High School Semester/ Counselors and ALC Open entry/open exit
objectives, guidelines and need of life skills credit Subjects Students A.M. Session High School programming
requirements of a career/ or elective credit Instructors
life planning course to
meet high school subjects
requirements
2. To develop and organize 2. Review career books and Nov. - Jan. Counselor/
instructional materials for other resource materials Instructor
each of four course com- 2. Select reading materials
ponents b. Write up worksheet
c. Develop study-gulde
d. Construct learning
modules
3. To enable students to 3. Prepare assessment packets ALC Counselor/

assess vocationally related
interests, skills, values
and personality traits

and schedule testing & sub-

sequent interpretation con-

ferences with students

a. Self-directed search

b. Myers-Briggs Temperameny
Inventory

c. Values scales

d. Interest inventories

AEC Counselor

O

ERIC
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PROGRAM DEVELOPMENT WORKSHEET PAGE 2

ORANGE ADULT LEARNING CENTER

(}()/\Id: TO DEVELOP A CAREER/LIFE PLANNING COURSE FOR THE CONTINUING EDUCATION HIGH SCHOOL SUBJECTS CURRICULUM
PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE LOCATION NOTES
4. To establish evaluation and 4, Decide grading options:

grading criteria for the Credit/Non Credit and/or

course letter grade

To lmplement the project 5. Submit project to High Spring 1991

in Spring 1991 School and Curriculum

Committees

a. Duplication of all
instructional materials
and collating them into
binders for distribu-
tion

b. Piloting of newly
revised course during
spring term

alanon:

5 o Loy
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PROGRAM DEVELOPMENT WORKSHEET

registration for OUSD Petition
Students (grades 1l and 12) in
need of courses for graduation.

.

counselor availability

Students will bring 'Petition
for Courses Form" signed by
counselor, parent and student

Students will be assigned
classes

Students will purchase
textbooks and materials

Students will receive 5
credits after successfully
completing coursework and
attending class a minimum of
24 hours

0USD Counselor
and RSC
Instructors

High School

PAGE 2
ORANGE ADIIIT ILEARNING CENTER
(]()/\[4: TQ DEYELOP REGISTRATION PROCEMIRES ~ PFTITION STIMENTS
PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE LOCATION NOTTLS
To establish special quarterly 1. Students will phone for OUSD Students Quarterly ALC Counselor, Villa Park

ERIC 151
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PROGRAM DEVELOPMENT WORKSHEET

PAGE |
ORANGE CAMPUS
GOAL: T0 DEVELOP AND ORGANIZE COUSELING CENTER PROGRAMS, ACTIVITIES. PHYSICAL FACILITIES. AND RESOURCES AS THEY RELATE TO ALl
COUNSELING FUNCTIONS INCLUDING TRANSFER CENTER ACTIVITIES.
PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES
1. All teaching staff will 1. Develop a staff newsletter | 1. All full-time Completed end of |E. Fillmore Counseling
know: 2. Develop a counseling instructors at semester R. Babeshoff Transfer
a. The location of the information poster and the Orange Campus Center
Counseling Center place in each room Orange Campus
b. Program serices offered
in the Counseling Center
c. Resource staff available
in the Counseling Center
Evaluation: Poster done Oct.10. 1991 and delivered to all classrooms.
T
N ) IEP
ERIC 153 )
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PROGRAM DEVELOPMENT WORKSHEET

PAGE 2
ORANGE CAMPUS
GOAL: To ORCANIZE AND ADMINISTER STAFF DEVELOPMENT PROGRAMS FOR COUNSELORS AND SUPPORT STAFF
PERSONS

STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE LOCATION NOTES

1.0 Counseling and Support Stafff 1.0 Contact Orange Counseling} 1.0 Orange Campus 1.0 Nov. 5th 1.0 Fillmore 1.0 A-215

wills staff and set staff Dev- Counselors 4=5:30pm Babeshoff Conference

know about and understand ment date 2-Full-time Betty Cotton

RSC Dance Program

room, Orange

Q"\
U!

ERIC I

Aruitoxt provided by Eic:

3-Part-time Fire Tech Rep.| Campus
1.1 Contact Fire Tech. & Crim- l-student service Criminal Jus-
1.1 Know and understand IGETC inal Justice Counselor & specialist tice Rep.
confirm presentation at
1.2 Know and understand Fire Nov. 5th meeting.
Tech. and Criminal Justice
Programs as they relate to 1.2 Set up files containing
students materials relating to var-
rious educational programs
1.3 Know all assessment including IGETC, Nursing,
procedures at the Orange Teaching, Fire Tech, Dance
Campus and Criminal Justice
1.3 Meet with Counselors and
support staff and review
assessment procedures for
Placement Testing and
Career Assessment
F-vitTuantion:
b I el
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PROGRAM DEVELOPMENT WORKSHEET

ORANGE CAMPUS

PAGE 3

(}()[\IJ: TO EXPAND AND MAINTAIN A MATRICULATION PROGRAM FOR AREA HIGH SCHOOLS AND FOR ORANGE CAMPIIS STUDENTS WHO INTEND TQ TRANSFER TO 4 FOUR-YEAR COLLEGE

STUDENT/STAFF OUTCOMES

ACTIVITY

POPULATION

DATE/TIMES

PERSONS
RESPONSIBLE

LOCATION

NOTES

1.0

2.0

Students transfering and

who are Undecided about a

major will:

a) know about educational/
career resources

b) know the processes
involved in selecting
a major

c) know how to use various
educational resources thn
selecting a major

Students who intend to tran-o
sfer will be able to;
complete application
proceedures, learn admissiof
requirements, know what
majors are impacted &
understand G.Ed. requirement]s
of RSC and the college they
are transfering to

1.0 Set dates for workshop.

1.0

Students Undecided
Major and studentd

who intend to
transfer

1.0 Oct. 24th
Nov. 7th

2.0 1:00-3:00
5:30-7:00

Kathy Green

1.0 Ruth Babeshof]

f Orange
Campus
Rm. A-210

valuaton: _
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PROGRAM DEVELOPMENT WORKSHEET

programs/seminars,...ect.

1.1 Staff development

program
2.0 Increase the number of 2.0 Send memos to all Orange 2.0 Orange Campus 2.0 All year
students who begin/complete Campus staff regarding students
a Student Educational Plan. counseling services avail-
able.

2.1 Increase number of appointt
ment ‘times available

2.2 Ask all counselors to
complete Ed. Plan for each
student.

PAGE 4
ORANGE CAMPUS
(}()[XJ;: TO EXPAND THE ORANGE CAMPUS RETENTION PROGRAM
PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE LOCATION NOTES
1.0 Increase the total number 1.0 Staff development program |1.0 Orange Campus 1.0 Nov. 5th 1.0 Fillmore Orange Campus
of student counselor to agree on appointment Students 4-5:30pm Babeshoff Conference
contacts. procedures, i.e.: drop in Judy StrothejRoom A-2
times/procedures other Susan Trachsql

Eyvaluation:
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PROGRAM DEVELOPMENT WORKSHEET

PAGE 5
ORANGE CAMPUS -
(}()(\I : TO EXPAND THE ORANGE CAMPUS PLACEMENT TESTING PROGRAM AND EDUCATIONAL AND CAREER ASSESSMENT PROGRAM CAPABILITY
PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE LOCATION NOTES
1.0 Counselors and support 1.0 Organize a filing/storage |All counselors and Oct/Nov,1991 Emery Fillmore Orange Campus
staff involved in assessmenf system for: support personel Ruth Babeshoff Counseling/
will: a. Placement testing Transfer
a. Know about & understand b. Values inventories Center
assesement procedures c. Aptitude tests
that will result in d. Interest inventories
testing inventories
being administered and
scored properly
2.0 Meet with counselors and

support staff and agree
on all assessment pro-
ceedures.

aluation:
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PROGRAM DEVELOPMENT WORKSHEET

PAGE 6
ORARGE CAMPUS
GO[\I ,. STUDENT RETENTION/MATRICULATION - PRE-COLLEGIATE BASIC SKILLS CLASSROOM PRESERTATIORS
PERSONS
STUDENT OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE LOCATION NOTES
1. To learn what services the Students will hear s presen-{ Students in Each class as Ruth Babeshoff In each Each counselor is
Orange Campus Counseling and tation conducted by an Pre—-Collegiate listed in sche- [English N60 respective responsible for
Career Center has to offer: Orange Campus Counselor in | Basic Skilis dule. (Both day |Reading N80 classroom. making contact with
- Hours their classroom. Classes: and evening Reading K90 instructor to set
- Location Students will receive: English K60 classes) uvp presentation.
~ Services - A bandout regarding the Math NO5 Emery Fillmore
~ Counelors' Names Orange Campus Counseling | Reading N80 Math NO5 Presentation ROT to
~ Phone Number and Career Center Reading N90 exceed 15 minutes.
(See blue bandout) —~ A matrix of Educational Xeroxing and
2. To learn the Educatiomnal Programs and Options Assembly of
Options and Academic and ~ ASB "Student Handbook" Packets
Vocational Majors available ~ Student Survey Bopnie Meiss
| at BSC. (See pink handout) Students will complete Jillian James
3. To receive the Associated Student Survey and return Christy Stanley
Student Body "Student it immediately Nena Baldizon
Handbook"” and become
familiar with its contents..
- Special mention of ser-
vices listed on pages 9
and 10 and the graduation
checklist on page 1l.
4. To personally meet an Orange
Campus Counselor and receive
an invitation to make a
counseling appointment.
5. To complete a Student Survey
Evaluation:
1 2N /:
[ S g {

‘ Q. 3 BORS
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PROGRAM DEVELOPMENT WORKSHEET

7. To receive a phome call 1f
the student has not made an
appointment within two veeks
(after receipt of letter).

Student Services Matriculation
Specialist will maintain a list
of students who received a
follow-up letter, monitor
counseling appointments made,
and conduct follow-up phone
calls.

Follow-up phone
calls to be con—
ducted two weeks
after students
receive follow-—
up letter.

Student Services
Matriculation
Specialist

PAGE 7
___ ORANGE CAMPUS =
GOAL: _ STUDENT RETENTION/MATRICULATION - PRE-COLLEGIATE BASIC SKILLS CLASSROOM PRESENTATIONS
PERSONS
STUDENT OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE LOCATION NOTES
6. To recelve a follow-up Counselor will send a folow-up | Students in Follow-up letter | Orange Campus Orange Campus
letter which includes: letter to students encouraging Pre~Collegiate to be dome no Counselors
- encouragement to schedule | them to make an appointment and| Basic Skills later than one .
a counseling appointment. provide them with information Classes: week after class-
- information about the about the services they wanted English N60 room visitation.
specific services the to know more about. Math NOS
student wanted to know Reading N80
more about. Reading NS0

svaluaton:
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PROGRAM DEVELOPMENT WORKSHEET

DOMAIN
EDUCATION
RSC_PSYCHOLOGICAL SERVICES PROGRAM CAREER
SOCIAL\PERSONAL
GOAL: ORGANIZE AND ADMINISTER A PSYCHOLOGICAL SERVICES PROGRAM FOR RANCHO SANTIAGO COMMUNITY COLLEGE STUDENTS AND STAFF
STUDENT/STAFF PERSONS
OUTCOMES ACTIVITY POPULATION | DATE/TIMES | RESPONSIBLE | LOCATION NOTES
STUDENTS STUDENTS STUDENTS STUCFNTS STUDENTS STAFF
Students will be aware of Prepare poster and 1.0 All students | 1.0 Beginiing of | 1.0 J. Earl .0 RSC
psychological services flyers and distribute each Counseling
available to their: Schedule seminars, academic Center and
a) Classes workshops, and classes year Student
b) Personal Counseling College catalog Health and
c) Seminars Semester Schedule Wellness
d) Written Materials Public Service - Center
Publication
Students will demonstrate Set up Counseling 2.0 Self 2.0 As reguired 2.0 J. EBarl and .0 Counseling
improved skills relating Sessions referred to meet Interns Center
to: a) Personal Counseling student student
a) Interpersonal b) Small Group needs
Relationships Counseling
b) Self Assessment/ c) Assessment Sessions
Self Understanding e Myers/Briggs
e Strong Campbell
e Values Inventory
STAFF STAFF STAFF STAFF STAFr STAFF
staff will be aware of Set up Staff Development 3.0 All Staff 3.0 See 2.0 3.0 J. Earl 3.0 RSC
psychological services Programs 3.1 all staff or | 3.1 See 2.0 3.1 J. Earl Counseling
available to students and Flyers/memos to staff Counseling Center and
know referral procedures Staff Student
Health and
Train Graduate Level Set up series of 4.0 Interns 4.0 Fall ‘92 4.0 J. Earl Wellness
Interns in Personal training sessions Center
Counseling Techniques
Schedule Personal 4.1 Interns 4.1 Schedule as 4.1 J. Earl
Counpeling Sessions and needed
Group Counseling
Sessions
Monitor and evaluate 4.2 Interns 4.2 Schedule as 4.2 J. Earl
interns’ Progress Report appropriate
to Graduate Advisor
Evaluation: P r
140
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PROGRAM DEVELOPMENT WORKSHEET

PAGE 1
TRANSFER CENTER
(;()/\ldﬁ INCREASF, STUDENT AWARENESS OF TRANSFER AS A FUNCTION OF THE EDUCATIONAL PROCESS
PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES
1.0 Students will know: 1.0 Set up class visitation 1.0 Selected students| Fall semester: J. Acuna SA Campus
a. Transfer Center func- schedule for fall semester who intend to September L. Guzman Room
tions in English 061, 101, 102, transfer to four-| October Room o
! b. Transfer application ESL 110 year college. November Room
! deadlines
c. Application fee waivers| 1.1 Contact instructor to
d. Counselor appointment inform of class visitation
e. Certiffication requests
t. Transfer requirements
¢. Financial aid deadlines
2.0 Students will know: 2.0 Set up class visitation 2.0 Selected students| Spring semester |J. Acuna SA Campus
a. Trawsfer Center func- for spring semester in: who intend to I. Guzman Room
tions ) Math 050, 080 transfer to a
h. Transter application Engineering 148 four-year college
deadlines Business 112
c. Application fee waivers
d. Counsclor appointment
e. Cortification requests
{. Transfer requirements
v Financial aid deadlines
Codnanon: Number_ ol _classes -

Student comments -

Instructor comments -~

Q ;
[E l(:‘ Completed application college/financial aid forms -

(e
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PROGRAM DEVELOPMENT WORKSHEET

PAGE 2
TRANSFER CENTER
GOAL: INCREASE STUDENT AWARENESS OF TRANSFER AS A FUNCTION OF THE EDUCATIONAL PROCESS
) PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE LOCATION NOTES
| 3.0 Students will know about 3.0 Mail out information to 3.0 Selected stud- October, 1991 J. Acuna SA Campus
transfer opportunities matriculated students who ents who have April, 1992 I. Guzman
have declared transfer declared transfen
as their goal. as their goal.
3.1 Post transfer information
on bulletin boards and
appropriate classrooms.
3.2 Secure, from transfer
institutions, information
for posting.
oo T
4 -
loc
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PROGRAM DEVELOPMENT WORKSHEET PAGE 3

TRANSFER CENTER

INCREASE STUDENT AWARENESS OF TRANSFER AS A FUNCTION OF THE EDUCATIONAL PROCESS

GOAL:

PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE LOCATION NOTES
4.0 Rancho Santiago College 4.0 Provide campus tours to 4.0 Selected stu- 4.0 Fall Semester| 4.0 Transfer Ctr.
studerts will be provided selected universities. dents who have September Specialist
university experiences in declared trans- October schedules and
the following areas: 4.1 Host university represen- fer as their arranges
a. Programs and services tatives on campus. goal.
available at selected
universities. 4.2 Transfer Center Specialist
b. Location of facilitiaes schedules and arranges
and resources that re- tours for staff.
late to majors and 4.3 Spring Semestgr
extra curricular 4.3 Select Student Services February
activities. staff, counselors and March
¢. Orientation dates and faculty to conduct tours. April
registration proce-
dures. 4.4 Transfer Center Specialist
facilitates the scheduling
of appointments through
the Counseiing Center.
4.5 Host University Day at 4.5 October 4.5 Transfer
Rancho Santiago College Ctr. Spec.
schedules &
4.6 Host S.C.H.E.C. mini-fairs arranges.

4.6 Same as 4.5

saluation:
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- PROGRAM DEVELOPMENT WORKSHEET

clal. aid workshops pro-
vided by the Financial Aid
Of fice

February
March

Specialists/
Counselors

PAGE 4
TRANSFER CENTER
GOAL: INCREASE STUDENT AWARENESS OF TRANSFER AS A FUNCTION OF THE EDUCATIONAL PROCESS
PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES
1.0 Provide immedinte transfer 1.0 Identify potential trans- | l.0 Transfer-ready 1.0 September 1.0 Transfer SA Campus
information to transfer- fer (30 - 45 units of students Center
ready students coursework with 2.0 GPA) Specialists/
Counselors
1.1 Send letter advising 1.1 October 1.1 Transfer Ctr}SA Campus
students to make appoint- Specialists/|Orange Campus|
ment with counselor and Counselors
attend a Transfer Center
workshop
1.2 Provide transfer applica- 1.2 October 1.2 Transfer Ctr
tion workshops for CSU November Specialists/
and UC bound students Cousnelors
1.3 Advise students of finan- 1.3 January 1.3 Transfer Ctr

1.4 Follow up on problem 1.4 Throughout 1.4 Transfer Ctr{SA Campus
applications year as Specialists/
needed Counselors
saltation: -
e - e 150
e e — - = - —— U \J
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PROGRAM DEVELOPMENT WORKSHEET

PAGE 5
TRANSFER CENTER
(]( )f\[,Z INCREASE STUDENT AWARENESS OF TRANSFER AS A FUNCTION OF THE EDUCATIONAL PROCESS
PERSONS
STUDENT/STAFF OUTCOMES ACTIVITY PCPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES
1.0 Students will learn about: | 2.0 Provide tours to selected 2.0 Transfer-ready 2.0 Throughout |2.0 J. Acuna SA Campus
a. Academic programs four-year schools students and the year I. Guzman
b. Student support serviceg other interested
¢. Campus environment students
3.0 Students will know about 3.0 Send letter to students 3.0 Transfer-ready 3.0 November,'9!|3.0 J. Acuna SA Campus
federal, state, and local advising them of federal, students and I. Guzman
financial aid programs state, and local financial other selected
ald programs students
Thonen T T T
_—— - 4=
106
O v T T
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PROGRAM DEVELOPMENT WORKSHEET PAGE 6

TRANSFER CENTER

q10OAL: INCREASE STUDENT AWARENESS OF TRANSFER AS A FUNCTION OF THE EDUCATIONAL PROCESS
PERSONS
STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES | RESPONSIBLE | LOCATION NOTES
1.0 Establish an Advisory 1.0 Solicit volunteers for an |1.0 Transfer Center 1.0 September '91|1.0 J. Acuna SA Campus
Committee in accordance on-campus Advisory Com-— Coordinators, I. Guzman
with the Council structure mittee from: Transfer Center
a. Academic Senate Specilalists and
b. Classified Advisory other committee
c¢. Academic Division members
d. Counseling
e. Student Services
1.1 Schedule Meetings as 1.1 Same as 1.0 1.1 Throughout 1.1 J. Acuna
appropriate the year I. Guzman
1.2 Identify and focus on 1.2 Same as 1.0 1.2 September,
concerns of mutual November
interest and April
meetings
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PAGE 7
TRANSFER CENTER
C3O)AL: _ INCREASE STUDENT AWARENESS OF TRANSFER AS A FUNCTION OF THE EDDCATIONAL PROCESS
PERSONS
STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES
2.0 Establish an external 2.0 Solicit volunteers for a |2.0 Transfer Center |2.0 September '91[2.0 Transfer Ctr.| SA Campus
Transfer Advisory Sub- Transfer Cowmunity Advis- Specialists and Coordinator
Committee to advise on ory Committee from: other committee
community concerns a. Four-year schools - members
public and private
b. Coumunity groups
¢. Unified schools
2.1 Schedule meetings as 2.1 Transfer Center 2.1 October '9l {2.1 Transfer Ctr.| SA Campus
appropriate with purpose Specialists and February '92 Counselor
of sharing informations other committee
and concerns of mutual members
interest
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PAGE 8
TRANSFER CENTER
730)Al.; _ INCREASE _STUDENT AWARENESS OF TRANSFER AS A FUNCTION OF THE FDUCATIONAL PROCESS
PERSONS
STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES | RESPONSIBLE | LOCATION NOTES
1.0 végﬁlhe staff ;Eportunities 1.0 Attend tours with students 1.0 Counseling staff} 1.0 All year 1.0 Transfer SA Campus
te winit university campuses as needed Center
Counselors
1.1 Schedule tours during flex
time as needed
2.0 Schedule periodic presenta- 2.0 Counseling and 2.0 Fall Sem. 2.0 Transfer SA Campus
tions for counselors' appropriate 5 presentations Center
transfer processes, support staff Counselors
transfer requiXements,
certification and
University California core,
scholarships and financial
aid, and other problems
encountered when trans-
fering
2.1 Spring Sem.
5 presentations
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PROGRAM DEVELOPMENT WORKSHEET

PAGE 9
TRANSFER CENTER
GOAL: INCREASE STUDENT AWARENESS OF TRANSFER AS A FUNCTION OF THE EDUCATIONAL PROCESS
PERSONS
STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES
3.0 Counseling staff will 3.0 Write a staff development | 3.0 Counselors and 3.0 September 3.0 Transfer SA Campus
become familiar with a proposal to fund the Faculty Center
variety of college and Visitation Program Counselors
university programs and
campuses
3.1 Survey Counselors and 3.1 Beginning of 3.1 Same as 3.0 3.1 Transfer SA Campus
faculty for interest in academic year Center Crange Campug
participating Counselors
3.2 Match Counselors and 3.2 October '91 3.2 Same as 3.0| 3.2 Transfer SA Campus
faculty with campuses Center
Counselors
3.3 Arrange visitations to 3.3 October '91 3.3 Transfer SA Campus
services and departments Center
Counselors
3.4 Counselors and faculty 3.4 Fall and Spring 3.4 Transfer SA Campus
will report back to their Semester Center Orange Campug
staff on visitation Counselors
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TRANSFER CENTER
QOAL: INCREASE STUDENT AWARENESS OF TRANSFER AS_A FUNCTION OF THE EDUCATIONAL PROCESS
PERSONS
STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES
4.6 Counseling Staff 4.0 Develop a Transfer Needs 4.0 Counselors and 4.0 September '91|4.0 Transfer SA Campus
and faculty will know Assessment for academle staff and depart- Center
appropriate: departments ment staff Counselors
a. Transfer procedures to
the CSU/UC and area
private colleges
b. Resource people at
their own college site
and at area universi-
ties and colleges
4.1 Arrange times to meet with | 4.1 Department and 4.1 October '91 | 4.1 Transfer SA Campus
department and divisions divisions Center
to discuss transfer issues Specialists
4.2 Plan seminars/classes for | 4.2 Faculty and 4.2 September '91f 4.2 Transfer SA Campus
faculty and staff during staff Center Orange Campus
flex time Counselors
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TRANSFER CENTER
~
3OAL: INCREASE STUDENT AWARENESS OF TRANSFER AS A FUNCTION OF THE EDUCATIONAL PROCESS
PERSONS
STAFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES

5.0 Provide department/ 5.0 Organize a system that willl 5.0 Counseling Dept.} 5.0 September 5.0 Transfer SA Campus

division with catalogs result in colleges and Divisions at and remain- Center Orange Campus

from selected four-vear universities supplying Orange and der of the Counselors

colleges catalogs for department Santa Ana Campus year as

and divisions at Orange needed

doanon
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TRANSFER CENTER
GOAL: INCREASE STUDENT AWARENESS OF TRANSFER AS A FUNCTICN OF THE FDUCATIONAL PROCESS
PERSONS
STAFF QUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES
i.6 ldentify a minimum of 100 1.0 Use Early Decision records| 1.0 One hundred (100} 1.0 May and 1.0 Transfer SA Campus
under-represented students and computer checks to under~represented September of Center
each academic vear identify and invite students each year Counselors/

under-represented students Specialists
to participate in Transfer
Center Programs

2.0 Issue survey code for each| 2.0 Same as 1.0 2.0 September 2.0 Same as 1.0
student

2.1 Send student letters 2.1 Same as 1.0 2.1 October,
advising them of add/drop December, '91
periods, financial aid, March and
and other relevant April,'92
information.

2.2 Check mid-term and final 2.2 Same as 1.0
grade reports on these
students.

2.3 Contact and counsel stud- | 2.3 Same as 1.0
ents who are in danger of
failing

2.4 Develop an Ed. Plan for 2.4 Same as 1.0
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TRANSFER CENTER

C;C)f\[,: INCRFASE STUDENT AWARENESS OF TRANSFER AS A FUNCTION OF THE EDUCATIONAL PROCESS
PERSONS
STUDENT/STAFF QUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE | LOCATION NOTES
3.0 Students will know about 3.0 Send out Transfer 3.0 Under-represented | 3.0 Throughout 3.0 Transfer SA Campus
and apply for university . Newsletter students school year Center
and for college scholar- Counselors/
ships and grants 3.1 Sponsor field trips to 3.1 Same as 3.0 3.1 Same as 3.0 Specialists
selected universities 3.1 Transfer Ctr{See Schedule
Counselors
3.2 Sponsor over-night field 3.2 Same as 3.0 3.2 Same as 3.0 3.2 Same as 3.1 |See Schedule
trips to university/
colleges
3.3 Present scholarship/finan~| 3.3 Same as 3.0 3.3 Same as 3.0 |3.3 Same as 3.1 |See Schedule
cial aid workshops
4.0 Under-represented students | 4.0 Identify those under- 4.0 Same as 3.0 4.0 Each 4.0 Same as 3.0 |SA Campus
who drop out will be con- represented students who semester
tacted and urged to dropped out
re-enter collepe
4.1 Contact those students & [4.1 Same as 3.0 4.1 Same as 4.0 |4.1 Same as 3.C |SA Campus
find out why they dropped
out
4.2 Same as 4.0 |4.2 Same as 3.1 |SA Campus
4.2 Set up an Ed. Plan that 4.2 Same as 3.0
will encourage them to
re-enter college
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PAGE 14
TRANSFER CENTER
GOAL INCRFASE STUDENT AWARENESS OF TRANSFER AS A FUNCTION OF THE EDUCATIONAL PROCESS
PERSONS
STAFIFF OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE LOCATION NOTES

1.0 Establishment of a compre~ | 1.0 Order catalogs from CSU, 1.0 Summer 1991 Transfer Center | SA Campus

heunsive catalog file for UC and private schools Specialists

reference that includes

printed computer and micro-

fiche data.

1.1 Update micro-fiche cata- 1.1 Fall 1991 Transfer Center
logs as needed Specialists
1.2 Purchase micro-fiche

7.0 Establish a librarv of 2.0 Order a variety of books 2.0 Summer Transfer Center

catalogs available to which are considered As Needed Specilalists

students standard references
3.0 Establish a data link 3.0 Load "ASSIST" on to the 3.0 Summer Transfer Center

utilizing "ASSIST" for three (3) computers in Specialists

student use the Transfer Center
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PROGRAM DEVELOPMENT WORKSHEET

STAFF OUTCOMES

4.0 Establish a file of
supplementary materials

PAGE 15
TRANSFER CENTER
GOAL.:  INCREASE STUDENT AWARENESS OF TRANSFER AS A FUNCTION OF THE EDUCATIONAL PROCESS
PERSONS
ACTIVITY POPULATION - DATE/TIMES RESPONSIBLE | LOCATION NOTES
4.0 Order supplemental infor- |4.0 Counselors/ 4.0 Summer 4.0 Transfer SA Campus
mation from CSU and UC Support Staff Center
systems and selected Specialists

highlighting admissions
criteria, majors, programs,
flnancial afd and centact
people

5.0 kastablish aud maintaln a
current file dealing with
tour-vear co'lege admis-
wion progroms and schelar-
Chipe
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private schools

5.0 Solicit current informa- 5.0 Counselors/ 5.0 Fall
tion from four-year Support Staff
colleges and universities

5.0 Transfer
Center
Specialists

SA Campus
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‘ PROGRAM DEVEI‘NT WORKSHEET .

GOAL:
STUDENT/ STAFF PERSONS
OUTCOMES ACTIVITY POPULATION DATE/TIMES RESPONSIBLE LOCATION NOTES
EVALUATION:
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EVALUATION WORKSHEET EXAMPLE

EARLY DECISION PROGRAM - ORANGE CAMPUS

(Program Name)

GOAL: ORGANIZE AND MAINTAIN A MATRICULATION PROGRAM FOR AREA HIGH SCHOOLS

EVALUATION DATA:

Placement Testing
Area High Schools

Orange High School

El Modena High School

Canyon High School

villa Park High School

Foothill High School
Total

Make Up Testing-5/12/92

Total Tested

120
90
35
48

10

303

343

Early Decision 6-3-92
Number of Projected Students to be Enrolled:

Orange High School 90
El Modena High School 90
Canyon High School 30
villa Park High School 40
Foothill High School 15
Other Schools _20

Projected Total Students 285

SUMMARY STATEMENT/RECOMMENDATIONS:

1. Recommend that posters describing this program be placed in the career centers of area
high schools on or at the beginning of the school year.

2. With the number of students participating in the Early Decision Program increasing each
year, recommend two additional counselors be involved plus four additional student

assistants.
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EVALUATION WORKSHEET

(Program Name)

GOAL:

EVALUATION DATA:

SUMMARY STATEMENT/RECOMMENDATIONS:
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SUMMARY
. EVALUATION WORKSHEET

(Specialty Area/Campus)
DOMAIN GCAL:

PROGRAM GOAL: MET NOT MET RECOMMENDATION

A\PROGDEV\EVALWKSH.SUM
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