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Student Affairs Department Action Plan 

 
This form provides a documentation template for annual Departmental Action Plans designed to describe unit outcomes that contribute to the College Strategic 
Plan and/or improve the educational programs and processes of Student Affairs at Valencia. Each Student Affairs Department will develop at least one department 
action plan annually. Initial information and projections describe the PLANNING PHASE of the process. At the conclusion of the project/activity time frame 
initial information and projections will be updated by completing an EVALUATION PHASE including modifications, outputs and outcomes. Both planning and 
evaluation information will be organized according to parallel criteria including: (1) a formal goal statement, (2) outcome measures, (3) collaboration with 
stakeholders, (4) evaluation methods and (5) use of results for improvement of unit performance in meeting established outcomes. The overall process will 
effectively review and document specific measures of educational effectiveness. 
--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 
DEPARTMENT:   Admissions & Records 
LEADER(S):    Lisa Stilke 
TITLE OF PLAN:   2009-2010 Unit Plan for Admissions 
START DATE:     July 1, 2009          END DATE:  June 30, 2010 
 

CRITERIA IMPLEMENTATION OF PLAN 
Initial Information and Projections 

EVALUATION OF PLAN 
Modifications, Outputs, Outcomes 

1. Goal-principal purpose and objectives 
of plan 

1. Investing in Each Other: Celebrate the 
accomplishments of Admissions & Records staff 
as a whole 

a. Staff Retreats (opportunity to 
acknowledge hard work and dedication of 
staff by providing food and drink in a 
relaxed environment where specific 
information on accomplishments is 
shared). 

b. DISC Follow-up (to show our 
commitment to the DISC program that 
staff participated in during the previous 
year) 

2. Building Pathways: Enable applicants to view the 
status of their application for admission online 
throughout the admission process. 

a. View Admissions Decision status 
(admitted, pending, etc.) 

b. View missing documents/document 
received dates (transcripts, Permanent 
Resident /U.S. Citizenship 
documentation, Florida Residency 
documentation) 

1. Completed (ongoing for the upcoming 2010/2011 
year):  The Admissions & Records staff 
celebrated their accomplishments as follows: 

a. Staff Retreat held 10/7/2009 and Staff 
Retreat held on 4/9/2010 

b. DISC Follow-up: Crucial Conversations 
Workshop held on 11/13/2009. 

 
 
 
 
 
 

2. Completed:  Enabled applicants to view the 
status of their application admission online 
throughout the admission process as follows: 

a. By logging back into their online 
application for admission, applicants are 
able to view the status of their online 
application (Pending or Admitted) 

b. By logging back into their online 
application for admission, applicants are 
able to view the status of their missing 



 
 
 
 
 
 

3. Building Pathways: Incorporate International 
Student Admissions into the Communication Plan 

a. Create International Student Admit Letter 
based on new Admission Decision Code 6 

b. Create missing documents 
communications (letters and e-mails) 
notifying applicant of outstanding items 
needed to complete admission package) 

 
 
 
 
 
 
 

4. Building Pathways and Investing in Each Other: 
Partner with International Student Services Office 
on refreshing/updating the International Student 
Services webpage 

a. Review International Student websites of 
other institutions to identify other ways to 
set up the webpage in order to make it 
more dynamic 

b. Revise content of webpage to ensure 
accuracy of data, that data provided is 
comprehensive and necessary, and that 
data is informative and interesting (for 
example: identify all of the countries 
where our current International Students 
are from) 

documents (the online application pulls 
the data from the Checklist in 
SAAADMS and SOAATRM enables the 
information to be viewed by the 
applicant in their online admission 
application). 

3. Completed:  International Student Admissions 
communications have been incorporated into the 
Admissions & Records Communication Plan as 
follows: 

a. The International Student Admit Letter 
based on the new Admission Decision 
Code 6 has been created and is in 
production since 10/2009 

b. The Missing Documents E-mail was 
created for International Applicants 
informing them of outstanding items 
needed to complete the admission 
package (example: I-94, F1 Proof of 
Insurance, Math/English Placement, 
etc.). 

4. In progress:  Partnering with International 
Student Services Office on refreshing/updating 
the International Student Services webpage is 
still in progress. 

2. Outcome Measures-how plan will be 
reviewed and measured outcomes 

1. Celebrate Staff 
a. Schedule staff retreats to occur 

throughout the coming year; take 
attendance and solicit feedback via 
evaluation forms from staff who attend 

b. Schedule DISC follow-up with Human 

1. Celebrate Staff 
a. 10/7/2009 Staff Retreat: Formal feedback 

was not solicited.  Some TDS staff sent 
e-mails to the coordinators thanking them 
for the retreat and expressing how much 
fun they had.  4/9/2010 Staff Retreat: 



Resources and take attendance and solicit 
feedback via evaluation forms from staff 
who attend 

 
 
 
 
 
 
 

2. Applicant Status 
a. Count number of times applicant logs into 

online application after it has been 
submitted (to see if they are utilizing the 
feature to view where they are in the 
process) 

b. Identify in a report how many times an 
applicant visits the Answer Center or 
contacts Admissions & Records (via 
telephone or e-mail) regarding their 
admission process (number of contacts 
should be reduced if applicant is able to 
see their status online via received dates) 

 
 
 
 
 

3. International Student Communication Plan 
a. Create Decision Code 6 Admit Letter and 

procedures for Admissions & Records 
staff to generate and mail the letters (track 
number of letters staff member mails out; 
look at number of times student contacts 
us about I-20 issuance since we will be 
directing the student to contact the 
International Student Services Office 
regarding their I-20; we should not 
receive many communications from 
students about their I-20 if the letter is 
doing its job). 

b. Create e-mails/letters addressing missing 

Formal feedback was solicited (please 
see attached for details): TDS staff 
indicated that they enjoyed the retreat 
because it was a fun learning experience. 

b. DISC Follow-up: Crucial Conversations 
Workshop held on 11/13/2009.  
Evaluation of the workshop indicated the 
staff felt it was beneficial and would help 
them communicate with each other and 
act as more of a team. 

2. Applicant Status 
a. A report has not yet been created to 

identify the number of times an applicant 
returns to their online application for 
admission after it has been submitted. 

b. A report has not yet been created to 
identify the number of visits an applicant 
makes to an Answer Center regarding 
their admission process.  The number of 
e-mails sent to Admissions Help is also 
not measured at this time (many of the e-
mails in Admissions Help are from 
applicants who need their online 
application for admission login 
information reset followed by e-mails 
regarding Florida Residency and e-mails 
regarding missing transcripts-both 
college and high school). 

3. International Student Communication Plan 
a. Decision Code 6 Admit Letter and 

procedures for Admissions &Records 
staff to generate and mail the letters have 
been completed.  A report has not yet 
been created to track the number of times 
a student has contacted us about I-20 
issuance issues. 

b. Missing Documents Letter and E-mails 
have been created and are in production.  
A report has not yet been created to track 
how many times the applicant is sent the 
letter/e-mail (this can be accomplished 
via GUIMAIL perhaps). 



documents; track how many times the 
applicant is sent the letter/e-mail to 
determine how quickly they are 
responding to our requests for admissions 
documents (how effective are the 
communications). 

4. International Student Services Webpage 
a. Compare our webpage with the webpages 

of other institutions (both before and after 
our changes) 

b. Identify number of times we are contacted 
by prospective students regarding 
admission to Valencia (to determine if 
information on webpage is 
sufficient/pertinent/well-written). 

 
 
 
 
 
 

4. International Student Services Webpage 
a. Comparison of the Valencia International 

Student Services webpage with the 
webpages of other institutions is 
ongoing. 

b. A report has not yet been created to 
identify the number of times we are 
contacted by prospective international 
students to determine if the webpage is 
informative enough. 

3. Collaboration with 
Stakeholders-individuals and groups 
involved in the planning and 
implementation 

1. Celebrate Staff: Admissions & Records staff, 
Human Resources staff, Leadership Valencia 
staff, Valencia Enterprises staff 

2. Applicant Status: Admissions & Records, Office 
of Information Technology 

3. International Student Communication Plan: 
Admissions & Records Office, International 
Student Services Office, and Office of 
Information Technology. 

4. International Student Services Webpage: 
Admissions & Records and International Student 
Services 

 

4. Evaluation-process employed to 
evaluate effectiveness 

1. Celebrate Staff 
a. Measure level of staff satisfaction with 

department after each retreat 
b. Measure level of staff satisfaction/feeling 

of effectiveness of DISC after DISC 
follow-up 

2. Applicant Status 
a. Utilize technology to capture hits on 

online application webpage 
b. Utilize reports that identify number of 

times applicant visits or contacts Valencia 
regarding the Admission process 

3. International Student Communication Plan 
a. Track number of letters staff member 

 



mails out; look at number of times student 
contacts us about I-20 issuance since we 
will be directing the student to contact the 
International Student Services Office 
regarding their I-20; we should not 
receive many communications from 
students about their I-20 if the letter is 
doing its job. 

b. Track how many times the applicant is 
sent the letter/e-mail to determine how 
quickly they are responding to our 
requests for admissions documents. 

4. International Student Services Webpage 
a. Count hits on webpage and compare to 

number of times we are contacted by 
prospective International Students about 
admission. 

5. Use of Results-how plan will/has 
impacted learning environment of VCC 
and improvement of the educational 
programs and/or processes 

  

 
 
 
 

 


