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Program (Academic Year(s))


Pennsylvania State System of Higher Education

Academic Program Review Summary Form

Board Of Governors Policy 1986-04-A
Report for Program for Academic Year(s) 

For guidelines, data, and other information on preparing the report, see
www.lhup.edu/planning-and-assessment/program/program.htm
	University
	Lock Haven University
	Degrees Offered
	N/A


	Division/Unit
	Registrar’s Office
	Program
	Program


	Date of Last Major Review
	3/2008
	Completion Date of Current Review
	6/2009


I.
Composition of Review Team 

	Chair: 
	

	External Review Team Members: 
	

	Campus Review Team Members: 
	


II.
Program Data 

Insert other relevant program data related to the program review in the blank rows.

	
	Insert Appropriate Academic Years Below

	
	Prior Year 

	Prior Year


	Prior Year


	Prior Year


	Year
2009

	Student Enrollment (Annualized FTE)
	
	
	
	
	N/A

	Program Budget / Cost 
(personnel, operating, equipment)
	
	
	
	
	Budget

$39,400.00
Expenditure

As of 6/26/2009
$33,192


Either reflect the portion of the department’s budget (personnel, operating, and equipment) associated with this program, or reflect the Common Cost Accounting instructional costs associated with this program. [Data available at www.lhup.edu/ir/program/summary.htm.]

You may enter here any notes or comments on the above information you feel are necessary.
	Accreditation Status (if any):
	N/A

	Accrediting Agency:
	N/A

	Effective Date:
	N/A


Program Context

How This Program Relates to and Supports the University’s Mission and Strategic Plan

The purpose of the Registrar’s Office is to provide accurate academic data in a timely fashion to the students, faculty, staff and alumni. Specifically, it is to generate accurate records of student enrollment and achievement and to oversee the enforcement of academic policies. 
The Registrar’s Office is the official source of records for students pursuing degrees and the only source authorized to issue transcripts, certify enrollment and attendance, and award degrees. The Registrar’s Office has a very important mission in the operation of the University. 

Registrar's Office relates to and supports the University's mission and strategic plan by consistently seeking to improve on processes and resources and to keep up-to-date with current trends, requirements, and demands.  Some examples include reviewing degree audit accuracy, new student scheduling process, developing new student reference materials, acquiring software to assist in office responsibilities, and participating in professional development opportunities.

External or Environmental Factors Affecting the Program
Increased enrollment means there are more students to service.  While the staff complement does not increase, the Registrar's Office staff must perform at the same efficiency in accomplishing its responsibilities.

The rapid changes in technology are sometimes difficult with which to keep up to date.
As new programs, i.e. collaboratives, high school student enrollments, distance education, etc, become more popular, we must find ways to accommodate them.

Many times concentrating on the daily tasks and routine processes take time from exploring new possibilities. 
Budget constraints limit the ability to take advantage of technology/software that could assist with responsibilities.

The need to have support from IT staff limits our ability to restructure processes, implement new processes, etc. because of IT’s limited staff. 

Demand for This Program and its Graduates (Current and Anticipated)

N/A
III.
Progress Since Last Review

This should be a status report of actions taken since the last review, if applicable. 
Other Program Outcomes

	Action Item
	Steps Taken/Progress Reported
	Date

	Increased awareness in FERPA
	Although not well attended a FERPA session was provided during the Spring University Days
	01/07/2009

	Review degree audits
	Provide d.a information to chairs, receive feedback, update, d.a., review again with chairs
	On going

	Staff professional development
	Registrar and Assistant Registrar attended NE & Central PA Registrar’s meetings
	10/21/2008
3/10/2009

	Customer Service
	The office completed a change in the office layout for better customer service and confidentiality.
	

	
	
	


IV.
Outcomes Assessment (PASSHE Board of Governors Policy 1997-01)

Student Learning Outcomes (list goals and outcomes)

See attached Learning Outcomes Assessment Worksheets.   N/A
Program Outcomes (list goals and outcomes)

See attached Program Outcomes Assessment Worksheets.
  N/A
V.
Strengths

The Registrar’s Office strength is the quality of service our staff provides to faculty/staff and students. We have a staff that can be counted upon to perform work at a high level of quality. We have experienced and friendly personnel that desire to meet the needs of students and faculty. Our staff has a willingness to work with other offices to improve processes and to build communications. 
Below are statistics taken by the Registrar’s Office in a four week period during the spring 2009 semester. 
The Statistics listed below will show the amount of traffic our received during a two week period in 2009 (Feb. 3 – Feb. 13)

· Total # of Transcript Requests =  732

· Counter Activity = 139

· Request to Resume Study Form =  8
· # of Grade Changes =  33

· # of Online Grade Changes = 7

· # of Credit by Exam = 4
· # of Substitution/Waivers = 66

· # of Transfer Credits Posted = 5

· # of Transfer Credits Evaluated = 15

· # of Transfer Credit Approval Forms Reviewed = 7

· # of Curriculum Changes = 10

· # of External Experiences =  17

· # of Withdrawals/No Shows = 14

There were a couple of problems that our office had to deal with during this time period. The office had to deal with the following: 

· Request for late adds = 2

· # of Drops from class lists =  6
As we reviewed the couple of problems that the office had to deal with we decided that there is no simple solution because some students don’t pay attention to notices about deadlines unless we could firmly say “NO” to all late add requests, with support and no exceptions. Students should pay attention to notices and deadlines to correct their schedules; faculty should report these sooner, at the time requested.
The Statistics listed below will show the amount of traffic our received during a two week period in 2009 (April 6 – April 17)
· Total # of Transcript Requests =  750

· Counter Activity = 343

· Request to Resume Study Form =  14

· # of Grade Changes =  10

· # of Online Grade Changes = 0

· # of Change of Majors = 116

· # of Credit by Exam = 7
· # of Substitution/Waivers = 54

· # of Transfer Credits Posted = 446 sh
· # of Transfer Credits Evaluated = 25
· # of Transfer Credit Approval Forms Reviewed = 16
· # of Curriculum Changes = 10

· # of External Experiences =  17

· # of Withdrawals/No Shows = 8

These statistics show the high volume of work the staff performed during the two week period.  During this time the staff maintained a high level of customer service for faculty/staff and students. 

2007/2008/2009 Phone Statistics: 

Totals number of all calls consisting of incoming, outgoing, internal and external. These statistics were taken from all phone numbers in the Registrar’s Office.

Month

07’ Year

08’ Year

09’ Year

Jan.




2673


3218                                                          Feb. 




1893


1720                                          March




1805


1609                                         April




2343


2354                                                    May




2811                               3191                                              June             



2637                                                                             July 




2996              




   August    

4683       

4016





     Sept. 

2224   


1868                   



       Oct. 

1963    


1612             




      Nov.    

2475     


1739                       



       Dec. 

1870      

2024
These phone statistics gives our office a view on the amount of calls our office fields each month. 

Technology is a useful means for providing information to students/faculty and staff. Our office has used technology to increase the effectiveness of our service and provide our students with better customer service. Faculty/staff and students are able to access information via the web. Current students are also able to register for classes online. The data collected during the two week period showed how effective technology has been in our daily processes. For instance, the  # of Online Grade Changes totaled 7

The Registrar’s Office involvement in University Days workshop and participation in the University Curriculum Committee is valuable for interaction with all department chairs and deans. 

The Registrar’s Office consistently seeks to improve on processes and resources and to keep up-to- date with current trends, requirements, and demands.
VI.
Areas in Need of Improvement
Course Scheduling– The Registrar and Assistant Registrar are in a Course Planning committee. The purpose of the committee is to improve our registration process which includes working with department chairpersons and deans to ensure accurate course offerings per department.

The Registrar’s Office developed a pre-registration process that will allow us to get a better view       on the number of seats needed for the following semester.  Additional reports are being developed to help in this endeavor.

Degree Audit Accuracy – Ensure degree audit provide accurate information. Representatives of    the Registrar’s Office meet with department chairperson to ensure accuracy. The Office also requested updated checklist from each department. Updating degree audits will be a daily task.
This is an on-going area of improvement.
Adobe Reader – Change online forms from word document to Adobe Reader for better viewing    and usage.

Staff Professional Development – Encourage the staff to participate in professional development   opportunities.
As a result of the PASSHE common SIS (SAP) no longer being implemented, will now focus on possible reporting improvements to Jenzabar. This is especially important in the area of course needs and minors. However, most improvements require IT assistance which is limited. (They are backlogged with request.)
VII.
Action Plan

Student Learning Outcomes: N/A
Other Program Outcomes 
	Goals
	Action Plan
	Steps To Be Taken
	Date

	Document imaging software
	Present request to Academic VP
	Academic VP determines feasibility of request
	03/2008

	Room scheduling software
	Present request to Academic VP
	Academic VP determine feasibility of request
	03/2008

	Increased awareness in FERPA
	Notify customers

	Email to faculty/staff/students about importance of FERPA and the website containing the information
	Start of fall 08’

semester and the beginning of each

semester thereafter

	Review degree audits
	Ask department chairs for review of audits
	Provide d.a information to chairs, receive feedback, update, d.a., review again with chairs
	Spring 09’ and on-going



	Staff professional development
	Encourage staff to participate in professional dev.

opportunities
	Seek professional development opportunities, esp. local opportunities
	On-going


Resources

Please comment on what additional resources you need and why. Please relate requests specifically to demonstrated findings about student learning. Include evidence that indicates the planned use of resources will be the most effective way to address the need.
1.  With increased enrollment, Registrar's Office staff has remained steady.  An additional part-time person, responsible for transcript and enrollment verification request processing, would permit current staff to concentrate on academic record maintenance and semester processes to ensure data accuracy and integrity.

2.  Facilities scheduling software would assist in classroom assignments using an optimization tool to more efficiently schedule academic space.  The software can also be used campus-wide for other facilities scheduling needs.

3.  Document management system would benefit the Registrar's Office as well as the entire campus in sharing documents between (and within) office and alleviating storage issue.

4. Additional IT staff to assist with implementation of improved services.
VIII.
Comments

Comments by Dean or Provost
IX.
Actions Planned by the University

 FORMCHECKBOX 

Continue Program
 FORMCHECKBOX 

Continue Program and Revise as Indicated

 FORMCHECKBOX 

Place in Moratorium
 FORMCHECKBOX 

Interim Review

 FORMCHECKBOX 

Discontinue Program
 FORMCHECKBOX 

Reorganization

 FORMCHECKBOX 

Pursue Accreditation
 FORMCHECKBOX 

Other (Please explain below)


Department Chair 
Date


Program Coordinator 
Date


Program Review Chair 
Date


Provost or Vice President 
Date
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