	Peralta Community College District

UNIT PLAN TEMPLATE (09-25-2008) Student Services


This presents the common elements to be addressed by each discipline/department in unit planning. Depending on College preferences, these common elements may be formatted or addressed differently. 
I. OVERVIEW
	
	Date Submitted:
	10/18/2008

	Program/

Department
	
Financial Aid Office
	 Administrator:
	

	Department

Chair/

Coordinator
	

Alice Freeman

	Mission/
History

Service provided

Brief, one paragraph 

	 Merritt College Financial Aid Office ensures that all students have the opportunity to complete their college education by providing information regarding Federal and State educational grants, work study, and student loans available to them. Central to our mission is assisting students who have the abilities and willingness to benefit from post-secondary education, but have limited recourses and are eligible for federal grants. We are committed to serving our students by providing various services to assist with the Financial Aid application process, online and financial aid out-reach workshops and effective customer service.




II. EVALUATION AND PLANNING 
	Quantitative Assessments
	Narrative

	 Include service area data such as number of students served by program. Include data and recommendations from program review.


	At Present Merritt has printed about 1500 Financial Aid Checks, this is due to a number of internal and external challenges. The most apparent problem seems to be the introduction of the new REGENT system which has not worked properly and has hampered the distribution of checks to out students.


	
	


	Qualitative Assessments
	Narrative

	Community and college relevance

Present evidence of community need based on Advisory Committee input, McIntyre Environmental Scan, Student surveys  
	Student’s feedback has been dismal during the 2008 financial aid period. Even though Merritt has given out more checks than the other Peralta colleges the repercussions of students not having funds has been felt in all of student services and in the classroom.


Identify strengths, weaknesses, opportunities, and limitations (from the Action Plans)

Strength
We have up-to-date Hardware, Computers, Printers, Copy machine. We are able to collaborate within the office to resolve issues. We assist students in creating email accounts.
Weaknesses
Insufficient Permanent Staff, Dependability on students. Presently our greatest weakness is our inability to navigate within the new REGENT system. 
Opportunities
Having a new Financial Aid System that will allow the Financial Aid Office to better serve ours students in a more timely manner. 

Limitations
No flexible for staff to share job duties.
	College strategic plan relevance
	


Action Plan Steps 
Please describe your plan for responding to the above data. 
	ACTION PLAN  --  Include overall plans/goals and specific action steps. 
1. Developing financial aid newsletters at least 2 times within the Academic year.
2. Develop a criteria for students to submit a legible essay with their Financial Aid Petition
3. All Financial Aid students will complete a survey for the 90 units limit before the FA orientation.

4. Increasing the FA in and out-reach visitation by 10% from prior Academic Year.




Additional Planned Educational Activities
	Health/safety/legal issues:


	.    

	Student Retention and Success


	

	Progress on Student Learning

Outcomes.  ( SLO % Complete)


	90 units Survey

Currently working on Financial Aid Newsletter



	Other

	   


III.
RESOURCE NEEDS

Personnel Needs
	FT/PT ratio

      FT 

      FT
      PT

      
	Current
	If filled
	If not filled
	
	# FTE faculty assigned)
	

	
	Financial Aid Staff Assistant  
Financial Aid Specialist
Academic Counselor 
	
	     X
	
	
	

	Narrative: are PT faculty or staff available?  Can FT faculty or staff be reassigned to this program? Implications if not filled 

	Long lines and students will not be serves in an efficient and effective manner.


Equipment/Material/Supply/ Classified/Student Assistant Needs:
Please describe any needs in the above categories. 
Heavy duties printer for large job printing because of the new Financial Aid System.

Facilities Needs (Items that should be included in our Facilities Master Plan) for Measure A funding:

Please describe any facilities needs. 
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