Title III Deliverables Separated by Responsible Person   3/30/05
Allison Rhea – sorted by date

	
	3.  SPECIFIC TASKS TO COMPLETE
	5.  METHODS INVOLVED
	6.  DELIVERABLES
	7.  TIMEFRAME 
FROM        TO
	RESPON-SIBILITY
	STATUS

	37
	Develop improved process to build academic program for degree audit process and train counselors.

Inform and train counselors/advisors on improved process of academic program degree audit.
	Create HTML/Cold Fusion forms for counselors;

Conduct database integration between SQL and Colleague; 

Integrate databases with web-based Student Portal;

Pilot test and revise.


	Mechanism to track quarterly progress toward degree or certificate completion.
	01/01/06

3/1/05
	05/01/06

7/1/05
	Russ/Marcus

Allison/Anna

Angie/Andy
	


Anna Mays – sorted by date

	
	3.  SPECIFIC TASKS TO COMPLETE
	5.  METHODS INVOLVED
	6.  DELIVERABLES
	7.  TIMEFRAME 
FROM        TO
	RESPON-SIBILITY
	STATUS

	1
	Create a general plan for web-based functions for ILP component.

(Phase 1: Student Success Plan)


	Review initial goals and scope;

Confirm all technical requirements; 

Review initial documents;

Create budget and timeline.
	Conceptual design for web-based functions of ILP.
	10/01/03
	12/01/03


	Andy/Russ with Anna/Peter Input


	Completed 12/01/03

	2
	Orient Title III Advisory Committee (College-Wide Retention Committee)


	Provide orientation and reach consensus on advisory committee’s roles and responsibilities.


	An internal group of staff, faculty, students, and administrators is in place to advise the project staff.
	10/01/03
	11/01/03


	Anna
	Completed 10/03

07/04 – College-Wide Committee updated and consulted monthly on new developments.

	3
	Define requirements for reporting and identify resources needed.

· Aggregate interdepartmentally reports for macro system.
	07/04 - Develop reporting plan in conjunction with Vice President, Title III project team, and Instructional Planning and Research (IPR).
	
	10/01/03
	12/01/03
	Anna
	Project Director’s Meeting attended 01/04.

07/04 – Submitted plan for reporting on students served trhough Student Success Plan and for College-Wide indicators with interim report and IPR Research Agenda.

	4
	Further review and validate national research and Sinclair data on risk factors and retention issues to integrate into screening questionnaire.


	Conduct literature review; 

Analyze recent developments with pilot ILP; 

Run and analyze data on Sinclair students;

Contact two and four year universities with “best practices;”

Create inventory of screening criteria.
	Inventory of risk criteria for new students.
	10/01/03
	12/01/03


	Anna / IPR


	· Completed 10/03

· Initial ILP report on impact 01/04.

· 09/04 – Updated plan for research included 2004-05 IPR Research Agenda.

	7
	Develop a plan to provide early communications to counselors, Sinclair staff and administrators, and the Board of Trustees about future changes.
	Develop messages, activities, templates, and timeline for each target population;

Pilot test communications plan;

Evaluate results of communication activities and revise plan.
	Communication plan and process for counselors, Sinclair staff, administrators, and Board.
	10/01/03
	12/01/03


	Anna/Hank
	Initial plans for ILP and Student Success Plan communicated Fall, 2003 at Fall Faculty Professional Conference, Instructional Council, Counselor’s Council and Delta Team.

	8
	Define measurable data elements that will be used to track students’ progress.

· Reports on ILP students.

· IPR Research reports.
	a. Define and determine tracking elements needed for reporting and accountability.

b. Create details of system needed for college and Title III reporting.


	A comprehensive listing of data elements needed for electronic tracking.
	10/01/03
	02/01/04

04/30/04
	a. Hank/Anna/IPR

b. Anna/IPR/Andy
	Preliminary Report

06/04 – Completed Student Success Plan reporting requirements.

	10
	Hire new project staff  (Counselor, Web Developer, Programmer Analyst)
	Advertise for new hires;

Establish selection committee; 

Hire according to established procedures (with equal access regarding gender, race, national origin, color, disability, and age);

Provide orientation to new hires.
	New staff are employed and ready to begin work on project activity.
	11/01/03
	05/01/04
	a. Karen/Anna - Counselor

b. Andy/Russ -0000Web Developer, Programmer Analyst, and Database Administrator (Consultant Services)
	a. Karen 2/17/04

· New counselor position has been posted as of 2/17/04.

· New counselor hired 6/28/04.

b.   Web Developer was hired on 2/9/2004.  Orientation has been provided.
Programmer Analyst position has not been hired but responsibilities are being fulfilled by a contract employee.
Database Administrator position was cut as a result of funding by Title III.



	16
	Organize technology team (for Phases II - IV)
	Define responsibilities;

Develop communication and reporting structure.
	Organizational structure for technology team.
	12/01/03
	12/01/04
	Andy / Anna


	· The team is in place using existing reporting structures within the Systems Development and Maintenance Department.  Oversight is through the Director of that department with dotted-line responsibilities to the Project Director.

· New Director of Systems Development & Maintenance, Michael Burns, 09/20/04.

	17
	Work with Sinclair’s Public Information and Publication Offices to develop a communications plan with messages, activities, templates, and timelines to inform internal and external constituencies about new support system for new students.
	Develop press releases, printed materials, media messages, and community presentations.
	Communication plan and processes for general public, students, faculty, and staff.
	12/01/03
	09/30/08
	Anna


	Press releases about receipt of grant award completed in 9/03.  Follow-up release planned for after mid-year report.  Sinclair Foundation newsletter article planned (including research and ILP student interviews).

07/04 – Internal communication planned quarterly.

	33
	Ensure that all employees have the information necessary to successfully implement the new ILP system.
	Based on training plans developed earlier, hold training for all counselors, faculty, Financial Aid, and other staff involved in the ILP process.
	Staff with knowledge and other resources needed to implement the ILP component.
	09/01/04
	12/01/04
	Anna


	Initial and quarterly training has been scheduled for all Student Success Services staff.  Presentation made to President’s Leadership Council 3/1/04.

	34
	Develop a plan to provide early communications to faculty about future changes and solicit their input.


	Develop e-mail messages, presentations, paper and web-based materials to support communication plan; 

Pilot test communications plan;

Evaluate results of communication activities and revise plan.
	Communication plan and processes for DEV faculty.
	09/01/04
	01/01/05


	Anna
	Full time and part-time faculty training has been held on Early Alert process (Fall and Winter, 2003-04).  Development of Version 2.0 has included integration of DEV faculty and counselors (and input from current Early Alert process)

	36b

27
	Define the requirements for an expanded degree audit process to assess student’s progress toward goal and get buy-in from Instruction.
	
	
	04/01/04
	06/01/05
	Anna

College-Wide Retention Committee
	· Web-based Academic Program Management and Academic Program Data Integrity sub-committees have been charged and are implementing action plans.

	37
	Develop improved process to build academic program for degree audit process and train counselors.

Inform and train counselors/advisors on improved process of academic program degree audit.
	Create HTML/Cold Fusion forms for counselors;

Conduct database integration between SQL and Colleague; 

Integrate databases with web-based Student Portal;

Pilot test and revise.


	Mechanism to track quarterly progress toward degree or certificate completion.
	01/01/06

3/1/05
	05/01/06

7/1/05
	Russ/Marcus

Allison/Anna

Angie/Andy
	

	40
	Research best practices for college-wide, first year student success experiences.
	Review relevant literature;

Conduct benchmarking visits at other institutions.
	Inventory of best practices for success experiences.
	Year 2

08/05


	Year 3

10/05


	Anna
	

	41
	Establish work group for first year success experiences.
	Identify and recruit key participants representing faculty, students, staff, administration, and Institutional Planning and Research.
	Work group established for success experience component.
	Year 3

10/05


	11/05


	Anna
	

	42
	Create vision for college-wide success experiences.
	Draft goal and objectives;

Share with constituencies and solicit input;

Revise goals based on input.
	Sinclair administration and faculty approve a general concept plan for success experiences. 
	Year 3

10/05


	12/05
	Anna
	

	43
	Develop an operational plan for success experiences/learning communities.
	Create objectives, activities, and timeline;

Develop policies and procedures for learning communities;

Investigate way to integrate learning communities into associate degree requirements.
	An operational plan for learning communities is published college-wide.
	Year 3

01/06


	03/06


	Anna
	

	44
	Create and implement marketing strategy for learning communities.
	Work with Director of Public Information at Sinclair to develop communications plan messages for target groups.
	A general awareness of learning community experiences.
	Year 3

02/06


	03/06


	Anna
	


Karen Witt – sorted by date

	
	3.  SPECIFIC TASKS TO COMPLETE
	5.  METHODS INVOLVED
	6.  DELIVERABLES
	7.   TIMEFRAME
FROM        TO
	RESPON-SIBILITY
	STATUS

	5
	Develop case management assignment system.


	Determine process for making best matches of students and counselors;

Develop process for sharing student data among counselors.
	Administration protocols for case management system; (process assigning students to counselors).
	10/01/03
	02/01/04
	Karen

2/17/04

3/30/05
	· Utilizing ILP master calendar on MS Outlook to schedule student/counselor appointments.

· Caseload report generated from ILP website used to “even-out” counselor’s caseload level.

· Utilizing R17 to assign counselor to student for reporting/tracking purposes. Version 2 will allow for assigning counselor to student at time appointment is scheduled. 
· Counselor assignment screen developed in 2.0.  Program aids assign students immediately after completing placement testing who screen for ILP.

	9
	Conduct initial training for counselors and update training quarterly.
	Develop learning goals and training schedule;

Create materials and evaluation plan for staff and trainers;

Duplicate and assemble materials;

Offer training sessions for all current and new counselors.
	Training plan, processes, and materials to introduce standardized approach to interventions.
	10/01/03
	09/30/08
	Karen

2/17/04
	The following training sessions were conducted

· ILP Process training

· ILP Web site training

· Financial Aid training, which included information on the application process, on-line FAFSA applications, and information on standards of satisfactory progress.

· Academic advising training with six academic divisions

· Web advisor training

· Training for R17 and Financial Aid screens
· Training completed for all staff on version 2.0

· Training on how to use the Counseling Action Plan was completed for all staff

	12
	Create processes to support self-directed actions by students.


	a. Determine and validate criteria for transition to self-directed paradigm;
Develop processes for transition;

b. Identify supporting resources needed on web-site Student Success Plan (counseling strategies for self-directed student).
	Transition plan for successful students.

Requirements gathering.
	11/01/03
	02/01/04
	a. Karen

2/17/04

b. Peter/Russ
	a. Karen 2/17/04

Transition criteria have been established from ILP Counselor to Academic Divisions.  The students have met the following:

· Maintained an average 2.0 GPA or better and passed all DEV classes.

· Has declared a major or decided on career goal.

· Discuss issues that might have resulted in W’s, I’s, or Z’s and/or poor grades.

· Childcare and/or transportation issues resolved.

· Regular attendance in classes (early alert).

· ILP plan completed and reviewed.
· In version 2.0 a transition screen has been developed.  The counselors review the criteria and transition the student and the student is removed from the counselor’s caseload.  

· A “transition” letter has been created as a word document which can be personalized for each student.  The letter is sent as soon as the student has been transitioned.
.

	13
	Review and continually update inventory of problems and interventions to support students who need extra help.

· Align with DEV Early Alert process.
	a. Identify aggressive interventions;
Identify behaviors that require new interventions;
Develop processes for instituting new student interventions;

b. Identify supporting links needed on web-site Student Success Plan to implement interventions.
	Aggressive intervention plan for non-successful students.
	11/01/03
	11/01/04
	a. Karen

2/17/04

b. Peter
	a. Establishment of weekly ILP staff meetings

· ILP counselors and other staff involved in the ILP process meet weekly to discuss issues and improvements to the process and interventions to promote the success of the student.

· Examples include follow-up phone calls to students, communication in the form of reminder cards for appointments, registration dates and withdrawal from courses.

	15
	Review template and tools that comprise the Individual Learning Plan.

· CAP and ILP
	Review data interpretation plan;

Review a process to create an educational “road map” based on assessment results, student behaviors, reasons for and results of behaviors, and student motivation and self-image.
	Individualized Learning Plan (paper version).
	11/01/03
	01/01/04
	Karen

2/17/04
	Create Individualized Learning Plan (paper version)

· Paper version of ILP was created and currently used by staff to gather information on the student in the development of their ILP.  This is being edited and revised.

· This information is entered into the student’s electronic file, which includes demographic information, educational goals, financial information and a journal, which is updated by the counselor.

· The information gained from the student’s assessments (LASSI and MBTI) are also included in the ILP.
· An electronic action plan has been created to address barriers or concern is now a part of the intervention plan.  Students select challenges as part of the student intake process.  These concerns are addressed in the first appointment and information concerning this is automatically downloaded from the Counseling Guide with a date assigned.  During the next appointments the counselor reviews the action taken and if completed indicates this by selecting the complete button.

	10
	Hire new project staff  (Counselor, Web Developer, Programmer Analyst)
	Advertise for new hires;

Establish selection committee; 

Hire according to established procedures (with equal access regarding gender, race, national origin, color, disability, and age);

Provide orientation to new hires.
	New staff are employed and ready to begin work on project activity.
	11/01/03
	05/01/04
	Karen/Anna - Counselor

Andy/Russ - Web Developer, Programmer Analyst, and Database Administrator (Consultant Services)
	a.   Karen 2/17/04

· New counselor position has been posted as of 2/17/04.

· New counselor hired 6/28/04.

b.   Web Developer was hired on 2/9/2004.  Orientation has been provided.
Programmer Analyst position has not been hired but responsibilities are being fulfilled by a contract employee.
Database Administrator position was cut as a result of funding by Title III.

	19
	Develop plan to transition staff to new case management approach.
	Review training for contacts.

Review transition criteria and define process.

Review Call Center database for use by generalists;

Differentiate between generalist and specialist levels of treatment;

Develop process for sharing and updating Financial Aid and academic advising info. to counselors;

Define process for external users.

User cohort in Colleague

Develop criteria for referral to specialists;

Develop formula for determining when new and returning students enter ILP system.
	Protocols for matching students to generalist and specialists. 
	01/01/04
	04/01/04
	Karen

Karen/Debbie
	Training has been completed for 2.0.  

Transition plan (See Item 12)

A plan has been developed for transitioning a student who needs special services to another department an example is a referral  to Disability Services.

Meetings are scheduled to learn about new programs in academic areas and new financial aid information.

Co-horts can now be assigned using the Counselor Assignment screen.

Former students who have credits in a transcript are assigned as a CAP student and receive the same or additional services as a new student.

	28
	Develop a paper-based plan to help students learn to use and view/update their Individual Learning Plans.

Version II – View

Version III - Update
	Formulate student plan;

Create script and standard questions for counselors’ use;

Develop set of instructions for students (to do list).

Provide training to counselors regarding standardized orientation.
	Development of student plan for use of ILP after transition.
	05/01/04
	09/01/04
	Karen


	Plans are incorporated in Version II for students to view their ILPs.

	30
	Develop training for other college personnel (academic counselors, faculty, and staff) to ensure that staff have the knowledge necessary to appropriately access and use Student Success Plan/ILP in student information.

· Faculty and student access.
	Develop learning outcomes and training schedule; 

Create materials and evaluation plan that supports learning outcomes for staff and trainers;

Duplicate and assemble materials;

Offer training sessions.
	Training plan and processes;

Training materials for staff;

Training materials for trainers.
	06/01/04
	09/01/04
	Karen / Peter
	Training for counselors and the advisors and faculty in the Development Studies has been completed in how to use the Early Alert system in 2.0

	35
	Develop a plan to provide students with information to engage them in the ILP process and Student Success Plan website.

Same as ILP on-call process.

· Triggers and communications.


	Develop plan with messages, activities, templates, and timeline;

Pilot test communications with students;

Evaluate activities and revise.
	Communication plan and processes for students.
	10/01/04
	01/01/05
	Karen / Peter
	The following is the beginning of a communication plan for the ILP process that was developed as part of the counselor training plan

· Communication first begins with the initial appointment.  A list of the students is given to the call center the night prior to the appointment and the student is called to remind them of their appointment.

· Calls or cards are sent to student as reminders of important dates and to schedule appointments to select classes.


Peter Bolmida – sorted by date

	
	3.  SPECIFIC TASKS TO COMPLETE
	5.  METHODS INVOLVED
	6.  DELIVERABLES
	7.  TIMEFRAME 
FROM        TO
	RESPON-SIBILITY
	STATUS

	1
	Create a general plan for web-based functions for ILP component.

(Phase 1: Student Success Plan)
	Review initial goals and scope;

Confirm all technical requirements; 

Review initial documents;

Create budget and timeline.
	Conceptual design for web-based functions of ILP.
	10/01/03
	12/01/03


	Andy/Russ 
with Anna/Peter Input


	Completed 12/01/03

	6
	Revise and implement interview approach and screening process. 
	Revise standardized interview questions and intake process;

Analyze protocols for responding to interview outcomes;

Revise interviews and intake process as needed. 

Develop referral intake process for identified students. (07/04)
	Standard interview protocol and screening process is implemented.
	10/01/03
	06/01/04
	Peter


	· Completed standardized intake and interview process. Will make final changes after completion of Assessment Intake move

· 07/04 – Completed.
· 3/30/05 -- Currently cross-training AI staff and ILP program aids on exit process to avoid duplication and improve efficiency. 

	12
	Create processes to support self-directed actions by students.


	Determine and validate criteria for transition to self-directed paradigm;
Develop processes for transition;

Identify supporting resources needed on web-site Student Success Plan (counseling strategies for self-directed student).
	Transition plan for successful students.

Requirements gathering.
	11/01/03
	02/01/04
	Karen

Peter/Russ
	a. Karen 2/17/04

Transition criteria have been established from ILP Counselor to Academic Divisions.  The students have met the following:

· Maintained an average 2.0 GPA or better and passed all DEV classes.

· Has declared a major or decided on career goal.

· Discuss issues that might have resulted in W’s, I’s, or Z’s and/or poor grades.

· Childcare and/or transportation issues resolved.

· Regular attendance in classes (early alert).

· ILP plan completed and reviewed.

b. In process as part of phase 1.5 of the system development.  Anticipated completion is mid-April.
c. 3/30/05 Need to outline access issues for students – ie- what they will have access to

	13
	Review and continually update inventory of problems and interventions to support students who need extra help.

· Align with DEV Early Alert process.
	a. Identify aggressive interventions;
Identify behaviors that require new interventions;
Develop processes for instituting new student interventions;

b. Identify supporting links needed on web-site Student Success Plan to implement interventions.
	Aggressive intervention plan for non-successful students.
	11/01/03
	11/01/04
	a. Karen

2/17/04

b. Peter
	a. Establishment of weekly ILP staff meetings

· ILP counselors and other staff involved in the ILP process meet weekly to discuss issues and improvements to the process and interventions to promote the success of the student.

· Examples include follow-up phone calls to students, communication in the form of reminder cards for appointments, registration dates and withdrawal from courses.

b.   3/30/05 -- These meetings are on-going- SAP will be updated as new “other issues” are identifified

	14
	Review standardized intervention plan for counselors and more recommendations for Phase II.

· Update and continue development of reference guide and interventions.
	Review problems identified during research phase;

Link problems with referral tracking codes;

Build knowledge base (paper version) for counselor intervention options;

Pilot test as required.
	Standardized inventory of problems associated with nonsuccess of students;

Standardized protocol for interventions aimed at helping students succeed.
	11/01/03
	02/01/04
	Peter / IT
	

	20
	Review web-based forms for counselors based on standardized inventory of problems and interventions created earlier.

Version 1.5
	Create HTML/Cold Fusion forms for counselors;

Pilot test and revise.
	Identification and specifications for web-based forms that support counselor interventions.


	01/01/04
	02/01/04
	Peter 


	

	21
	Evaluate and analyze current paper-based screening mechanisms.  Analyze possible web-based applications.

(Phase III)
	Develop and pilot test forms using HTML and Cold Fusion.

 
	Paper  forms for specifying and pilot testing web-based screening instrument.
	01/01/04
	02/01/04
	Peter / IT
	Activity has been changed with internal processes.

	25
	Analyze the need for a system to automatically score screening when student completes it and implementations for consideration of on-line application.

Version III – if new selection criteria needed to integrate with Colleague..
	Prepare specification for the process to: 

· Input questionnaire data into both SQL and Colleague;

· Score/weigh questions with Cold Fusion programming;

· Database integration to move scores from current database to Colleague and/or SQL;

· Conduct process testing and upgrades.
	Specifications for a system to score screening upon completion by the student.
	09/01/04

03/01/04
	11/01/04

05/01/04
	Peter
	Has been eliminated by integrated internal processes.

	30
	Develop training for other college personnel (academic counselors, faculty, staff) to ensure that staff have the knowledge necessary to appropriately access and use Student Success Plan/ILP in student information.

· Faculty and student access.
	Develop learning outcomes and training schedule; 

Create materials and evaluation plan that supports learning outcomes for staff and trainers;

Duplicate and assemble materials;

Offer training sessions.
	Training plan and processes;

Training materials for staff;

Training materials for trainers.
	06/01/04
	09/01/04
	Karen / Peter
	3/30/05 -- Training complete for all users including Early Alert 

	32
	Create documents for use in training for DEV Early Alert.

· Communication network.
	Document technical support content and create hardcopy;

Document development of support web site (Photoshop artwork, HTML, JavaScript, CSS, Cold Fusion templates).
	Training plan and materials for web-based component of Early Alert.
	09/01/04
	12/01/04
	Peter


	3/30/05 - Completed

	35
	Develop a plan to provide students with information to engage them in the ILP process and Student Success Plan website.

Same as ILP on-call process.

· Triggers and communications.


	Develop plan with messages, activities, templates, and timeline;

Pilot test communications with students;

Evaluate activities and revise.
	Communication plan and processes for students.
	10/01/04
	01/01/05
	Karen / Peter
	The following is the beginning of a communication plan for the ILP process that was developed as part of the counselor training plan

· Communication first begins with the initial appointment.  A list of the students is given to the call center the night prior to the appointment and the student is called to remind them of their appointment.

· Calls or cards are sent to student as reminders of important dates and to schedule appointments to select classes.  Triggers of selected information will notify counselors of changes in student status.
· 3/30/05 -- This process is in place.

	36
	Integrate communication activities in Student Success Plan website.

· Communication network pertinent “links” based on student’s needs.

· Student journaling.

Phase III
	Upload content for student messages 
	Student access to critical, individualized information on an “as needed” basis. 
	10/01/04
	01/01/05
	Russ / Peter
	


New issues – V2 priority fixes have been identified and are being worked on
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