STANDARD I1I

STUDENTS AND STUDENT SERVICES

STUDENT SERVICES
PURPOSE AND
ORGANIZATION

INTRODUCTION

The Student Standard describes and analyzes
personnel, policies, and procedures as well as re-
sources that support student learning at the college.
The purpose and organization section provides an
overview of the Student Services mission and staft-
ing, followed by a description of the departments
and the services provided to meet student educa-
tional objectives. An analysis of Student Programs,
Child Care, Student Media, Intercollegiate Athletics,
and Intramural Sports follows. The final section
addresses the Campus Security operations,
Bookstore, Food Services, Housing and College
Publications. The Student Standards Committee
review of Student Services was accomplished by
identifying and examining existing survey data, by
conducting interviews with instructional and student
services staff, and by further analysis based on
student interviews and student surveys to determine
campus perceptions of program effectiveness.

Student Services has established its own mission
statement consistent with the Campus and District
mission statements:

Responding individually and collaboratively

to the needs of students, staff and faculty, we:

« Use a student-centered philosophy to design,
implement and assess our practices for
successful student development

« Integrate education with personal growth

* Provide service that is respectful and
inclusive of the diverse perspectives and the
changing needs of our campus population

South Seattle Community College Student Services
provides responsive support to the learning,
development, and success of it’s diverse campus
community.

GOALS AND OBJECTIVES

Each unit within Students Services annually
identifies three to five goals that align with the
department and college mission statements. Strate-
gies towards goal attainment and measurable assess-
ment methods are identified within each unit (see
Exhibits — Evidence of Unit Goal Attainment).

Enrollment Services (Assessment, Registration,
Credential Evaluation, and Students Records),
Financial Aid, Couseling/Advising,and Career
Services areas are conveniently located within the
same building. Student Programs offices are located
in the new Jerry M. Brockey Building, designed
specifically for student programs. Services for
Students with Special Needs is located in the
adjacent Library and Learning Center, close to
tutoring, English and math labs.

Delivery of services within Student Services has
been re-engineered within the past five years in
response to South’s growing population of students
with multiple responsibilities and limited time. The
hours of service for the testing, counseling/advising,
registration, and financial aid offices have been
extended to weekend and evening walk-in hours.
The college has invested in technological resources
to provide students with online accessibility in order
to expand college services in remote locations. A web-
based application, Student Online Services provides
extended hours of service for students to access their
college records, register via the web, waitlist for a class,
check their financial aid status and/or print a transcript
in a secure environment.

PERSONNEL/STAFFING (3.A.2)

The administrator in charge of Student Services is
a Vice President who reports directly to the
President. There are two Associate Deans and one
Assistant Dean in the department as well as four
directors, two assistant directors, and five manag-
ers (see Exhibits — Organizational Chart for Student
Services). The Managers of Student Services work
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collaboratively to insure that Student Services is
effective in meeting the goals of the institution and
the department. The management team, advisors,
faculty, and staff members of Student Services play
an active role in the college community and are
represented on the Curriculum and Instruction
Committee, Instructional Council, College Coun-
cil, and President’s Cabinet in addition to partici-
pating in all college-wide initiatives.

The hiring of staff at South is carried out according
to district policy and state law. The college Human
Resources department processes incoming applica-
tions and forwards them to the appropriate unit
which then carries out the interviewing process. The
top two applicants are referred to the Vice Presi-
dent or President for final interview.

Job responsibilities are formally described in the
posted job descriptions. Specific assignments and
areas of responsibility are made known by the
immediate supervisor and colleagues during the first
weeks of employment. Job expectations are further
delineated on each employee’s evaluation as per-
formance expectations.

Evaluation occurs at different times for different
employee types. Classified staff are evaluated after
the third and fifth months of employment and
annually thereafter. For faculty (the classification
of counselors in Student Services), the three-year
tenure process is an ongoing evaluation. Once
tenured, counselors are evaluated every three years
by their supervisor. Student evaluations are included
in the tenure and post tenure process. Immediate
supervisors evaluate administrators. A self-
evaluation asks each administrator to comment on
achievement of his or her annual goals.

As shown in Table III.1 below, of the 50 staff, 13
have advanced degrees, 15 have undergraduate de-
grees, and 13 have associate degrees or certificates.
Twenty-six Student Services staff members have
over ten years of experience in their fields; 40 have
at least five year’s experience. Four members of
the Student Service management team were elected
to serve as president of their statewide professional
councils in 1999-2000.
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Table 111.1
Student Services Staff Profile

Staff Classification
Counselor/
Categories Professional | Support | Faculty
Gender
Female 18 23 1
Male 2 4 2
Terminal Degree
PhD, EdD 1
MD, JD, MSW 1
MA, MS 7 1 3
BA, BS 9 6
AA, AAS, 1 12

Certificate, etc

Years Experience in Field

none

less than 5 3 7
5-10 5 7 2
11-15 5 5
16-20 5 3 2
more than 20 1 5
Full Time/Part Time
Full-time
9/10 months 2 3
12 months 17 25
Part-time
9/10 months
12 months 1 2

All members of Student Services have appropriate
qualifications for their jobs. A structured hiring process
ensures that only those who meet the requirements of
the job are considered for employment.

Once hired, further professional development is
available to staff at all levels. For example,
Veteran’s Day has been designated as a professional
development day for classified staff. In addition,
the Career Center has designed a workshop series
to support Student Services staff in developing their
individualized long-term career plan. Faculty and
staff development opportunities on and off campus
keep faculty and staff up to date on computer appli-
cations, customer service techniques training, and
college initiatives.

Timely evaluations have become more systematic
at South over recent years, as a response to the
Employee Climate Survey of 1992 in which
employees indicated a dissatisfaction with the
timeliness of evaluations.



Analysis and Appraisal

Student Services, as well as other departments on
campus, suffers from inadequate staffing. In the
most recent employee climate survey (1999), 59
percent of respondents were dissatisfied with the
staffing levels. The college’s response to limited
staffing levels has been to finance a technology
infrastructure of online tools for students. The
anticipated gain is that user-friendly technology will
encourage students to access college information
and their educational records independently.
Student Services staff relieved of information
retrieval tasks will have more time to assist
higher-need students.

Results from the Student Services Staff Survey also
indicated that the need for additional professional
development training was a number one concern.
In response, two workshops were developed for staff
to assist them in identifying their professional
development goals. Each staff member developed,
in consultation with his or her supervisor, a 1999-
2000 professional development plan.

DEPARTMENTS/SERVICES
COUNSELING/ADVISING

The college requires academic advising for all new
students as a part of the college entry process.
Following a placement test, new students are
referred to an advisor or counselor and are informed
of the steps to enroll at South. Undecided students
are advised to take advantage of career counseling
services available in both the Counseling Center and
the Career Center.

The Counseling and Advising Department is com-
mitted to providing responsive, student-centered
services at convenient times. Students may meet
with counselors and advisors during morning,
afternoon, or evening hours with occasional Satur-
day sessions. To respond to student needs, counse-
lors offer both one-on-one career counseling and
career planning courses. (3.A.3)

Four advisors and three counselors, as well as some
faculty advisors and instructional administrators,
provide advising services for prospective and en-
rolled students. Counselors are faculty members
who have master’s degrees and provide students

with educational, career, and personal counseling
to achieve their goals. (3.A.2)

Counselors are also available to help students
select a career path, identify employment trends,
and select training for obtaining employment.
Counselors assist students in the interpretation of
assessment tools and provide assistance with
personal problems that are interfering with the suc-
cess of their educational program. Counselors and
advisors provide services for students who have
selected a program of study and need assistance with
certificate and degree requirements, program
planning, course selection, quarterly scheduling, and
college transfer information.

Three counselors and three advisors are housed in
the Student Services area. The Coordinator of
Professional/Technical Support Services provides
advising exclusively for several of the technical
programs and has an office in the technical
education building. Advisors and counselors in the
Student Services area also share the advising
responsibilities for technical programs. In addition,
the International Programs Manager advises
international students. Weekly meetings of all
counselors and advisors ensure that program
information is consistent, accurate, and up to date.
Students receive a handout at orientation and at the
receptionist’s desk that explains specific responsi-
bilities of counselors/advisors.

During their initial advising session, students meet
with a counselor or advisor in 30-minute appoint-
ments to discuss their career goals, the results of
their placement test, and which classes will meet
the requirements of their program. The 1996
Student Services Staff Survey indicated that 81
percent of students rated their counselor/advisor as
knowledgeable about the college’s programs of
study. Between the 1993 and 1996 Student Services
Staff Survey, student satisfaction increased from
71 percent to 77 percent in counselor helpfulness
with program selection. (3.A.3)

Advisors and counselors are available throughout
the quarter, some on a drop-in basis, to see students
with advising issues. Low-scholarship students are
sent a letter to advise them of their probationary
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status and/or request that they see an advisor or
counselor to discuss academic support and refer-
rals to campus services (tutoring center, writing
center, math labs). A hold (computer block) is
placed on the probationary student’s registration for
the upcoming quarter to insure that the student
follows through with the advising appointment. A
copy of the low-scholarship letter is also sent to the
instructional Associate Dean to insure that the student
receives adequate support in the upcoming quarter.
Academic standards of progress are published in both
the quarterly schedule and district catalog. (3.A.1)

In addition to the general advising responsibilities,
advisors are assigned special areas of expertise such
as e-mail advising. In January 1998, e-mail advis-
ing was inaugurated with promotion in the quar-
terly schedule. Virtually any advising service
available to students in person is available through
AdvisorSouth@sccd.ctc.edu. In addition to the
“AdvisorSouth” option, students may receive
advising on-line by responding to South’s web site
and typing in their questions. (3.A.1)

Additional advisor responsibilities include the
coordination of the College Transfer Center. The
Center is responsible for bringing university
representatives to campus and providing
information about transfer to students in private
appointments, class sessions, and workshops
around campus. The coordinator also produces a
quarterly transfer newsletter and coordinates the
Fall College Transfer Fair and the Evening Fair.

Another advisor handles advising issues unique to
English as a Second Language students (ESL). This
person gives orientations to new ESL students in
their English classes, helps low-level ESL students
make the transition to college credit classes, and
acts as a liaison between the students and instruc-
tors when problems arise. The manager of the
Advising Center manages the Running Start
program and the Information Center.

Analysis and Appraisal

Recognizing that enrolling in college can appear
very confusing to new students, an effort was made
in 1998 to clarify the process, resulting in a hand-
out entitled New Student Enrollment Checklist.
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This handout clearly outlines each step and provides
important phone numbers for new students. The
process for new student enrollment is clearly stated
during testing and is published in the quarterly
schedule. Counseling/Advising has implemented
a system of increased student contact whereby stu-
dents must check-in with an advisor or counselor at
least three times during their program of study. To
ensure completion of graduation requirements, stu-
dents meet with an advisor/counselor before their
first quarter, and after two quarters in order to make
a long-term plan, and before their final quarter.

A survey of former Associate of Arts graduates, from
1995 to 1998, the Student Alumni Outcomes Sur-
vey, rated the college’s advising service at 3.67 on
a scale from 1 (very dissatisfied) to 5 (very satis-
fied). The national average is 3.66. Strategies have
been implemented with the goal of increasing
South’s rating well beyond the national average.

Although e-mail advising has enabled the college
to respond to a different audience, the college web
pages have been underutilized for Student Services
and advising in particular. With the hiring of a tem-
porary webmaster and plans to hire a permanent
webmaster, Student Services web pages are being
updated. The new advising pages will include in-
formation on counseling/advising responsibilities,
currently provided as a written handout.

ENROLLMENT SERVICES
ADMISSIONS (3.D.1)

Anyone eighteen or older or who is a high school
graduate or who has a G.E.D. may attend South
Seattle Community College. However, an under-
age application waiver is available for consideration.
The college also offers a free high school comple-
tion program for students nineteen years of age or
older. Special programs at the college (Running
Start, International Students Program) have separate
admissions guidelines based on state and national
regulations that apply to the program or population
served.

REGISTRATION

Students register for classes by phone, web, or in-
person depending upon their particular preference.
Registration appointment times are assigned based



upon the number of credits earned. The variety of
registration options supported by the college and
the length of time allowed for students to use regis-
tration technology to refine their class schedule
(through the first week) are unique to South Seattle.
A new class waitlisting feature has been added to
the student enrollment system that ensures equitable
policies for registering for popular classes. Students
who choose to register in person rarely have lines
longer than five students.

Analysis and Appraisal

The college has continued to support a sophisticated
array of student services technology introduced to
the staff and students in rapid succession over the
past five years. Student Services Online (web reg-
istration and access to personal college records) and
Touchtone (telephone) registration are dependable
and user friendly. An electronic online admissions
application and college response are being piloted
in the summer 2000. The hiring of a webmaster is
anticipated to improve student access to the tech-
nology by utilizing online registration instructions
and creating user-friendly links to information about
the college. Student focus groups, survey questions,
and classroom presentations provide valuable
information to staff in reducing roadblocks to using
technology and encouraging easy access.

PLACEMENT (3.D.3)

Appropriate policies and procedures guide the place-
ment of students in courses and programs based
upon students’ academic and technical skills. Gen-
erally, these skills are assessed using results from
standardized math and English tests administered
on campus (COMPASS [Computerized Placement
and Assessment Support System], ASSET [Assess-
ment Skills for Successful Entry and Transfers], and
SLEP [Secondary Level English Proficiency]) or
the satisfactory completion of course prerequisites.

The college utilizes an enrollment software system
that checks to determine if the student has either
the appropriate test score to be admitted into a class
or has taken a course prerequisite. Students who
are blocked from enrollment are required to obtain
an instructor’s permission or provide a transcript
from an accredited college-level institution indicat-
ing previous courses in written English and math-

ematics. Students registering for 5 credits or less
in a vocational course, fine arts studio, or perfor-
mance course are not required to take an assess-
ment test. If a student believes test scores fail to
accurately reflect his or her skills, the student,
advisor, or faculty member may request additional
testing, including a writing sample. In the 1996
Student Services Survey, student satisfaction
indicated 64 percent of students were satisfied with
English placement and 59 percent of the students
were satisfied with math placement following
completion of the ASSET or SLEP tests. In addition,
the General Studies Program conducts additional
testing to determine into which Adult Basic
Education or English as a Second Language course
a student should be placed.

Analysis and Appraisal

The use of a computerized requisite checking sys-
tem at registration has helped encourage dialogue
among staff and faculty regarding program admis-
sion practices and enforced entry standards.
Requisite checking and assessment cut-off scores
are reviewed and updated annually. The counse-
lors, advisors, and the assessment director meet
regularly with program deans and faculty to discuss
student success issues tied to assessment testing and
course sequencing. These exchanges serve as a
further check and balance of the system.

Faculty, more than any other group of personnel at
South Seattle Community College, know whether
students have been placed appropriately and
whether the placement process ensures a reason-
able probability of success. The majority of faculty
members who participated in a recent study were
“very satisfied,” “satisfied,” or “neutral” (i.e., “nei-
ther satisfied nor dissatisfied”) about “the accuracy
of student assessment and placement process.”

During spring 1999, faculty members responded to
the South Seattle Community College Climate Sur-
vey, which was adapted from the CESTA and PACE
by George Baker. Item 54 on this study measured
the extent to which faculty were satisfied with “the
accuracy of student assessment and placement
process.” Seventy-one percent (71%) of the
full-time faculty who responded and 77 percent of
the part-time faculty who responded indicated they
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were “very satisfied,” “satisfied,” or not dissatis-
fied (i.e., “neither satisfied nor dissatisfied”) with
“the accuracy of student assessment and placement
process.”

ACADEMIC RECORDS (3.C)

Academic records are maintained in a secured,
fireproof room within the Robert Smith Building.
Access to the record room is restricted to autho-
rized personnel, who have a legitimate need to
access student files. Within the record room, student
files are prepared and maintained. These files are
purged and reachieved based on the state policy for
records retention.

The Seattle Community College District catalog
addresses credit requirements for each certificate
and degree program. Instructor course syllabi
distributed to students each quarter outline the
criterion by which the instructor will evaluate stu-
dent performance. Instructor Briefcase, a web-based
software system for submitting grades was made
available to faculty in 1999. The new secure system
is PIN (Personal Identification Number) protected
and allows faculty to input their grades directly into
the Student Management System (SMS) providing
added security and reducing the handling of grade
reports by staff. (3.B.5)

Prior Learning
The college has new written procedures to evaluate

and determine credits for prior student learning. The
policies were developed by a college-wide commit-
tee of instructional and student services deans and
faculty. The committee used statewide community
college standards for prior learning assessment in
developing South Seattle’s model (see Exhibits —
Application for Prior Knowledge Credit). Evalua-
tion occurs within the instructional unit by faculty
or instructional deans who are content specialists.
Faculty determines the method of evaluation
(examination, portfolio, or demonstrated practical
application) and set the criteria by which the student
is assessed.

Incoming Transcript Evaluation

In compliance with policy, student transcripts
distinguish noncredit coursework with a below
“100” level designation. Student performance in
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apprenticeship classes, ABE and ESL classes are
evaluated and noted on the transcript with an “S”
for satisfactory or “NC” for No Credit.

The Credential Evaluation Office receives all
incoming applications for evaluation of transfer
student transcripts. Each student receives a letter
of explanation after the coursework has been evalu-
ated. The credential evaluator evaluates coursework
for the Associate of Arts degree utilizing standards
established by the state advisory group and the
Inter-College Relations Commission. Tools for
evaluation include online college catalogs available
through the world wide web, hard copy catalogs,
and standard transfer agreements with other
colleges. In evaluating vocational credit, the cre-
dential evaluator works closely with the instruc-
tional faculty and the division deans to determine
coursework commonality between institutions.

Transfer credit is accepted from regionally accred-
ited institutions identified in the Accredited Institu-
tions of Post Secondary Education directory,
American Council on Education. International stu-
dents transfer credits are evaluated using original
transcripts and formal guidelines and publications.
In the event that the international student
coursework cannot be verified, the student is
referred to an evaluation agency specializing in for-
eign transcript evaluation services.

An Articulation Committee was formed at the
college in the summer of 1998. The committee
members include the Vice President for Instruction,
faculty, registrar, and credential evaluator. The
committee meets as needed to evaluate articulation
proposals.

CONFIDENTIALITY AND THE

SECURITY OF COLLEGE RECORDS

3.C.6)

The college registrar has responsibility for inform-
ing the faculty, students, and staff about confidenti-
ality and The Family Educational Rights and
Privacy Act of 1974 (FERPA). (3.D.5) FERPA
guidelines are posted to the college’s public infor-
mation folders for staff reference, and the part-time
faculty handbook addresses FERPA rights of
students. The Seattle Community College catalog



further describes FERPA under Student Rights and
Responsibilities in the college catalog. A statement
regarding student’s right to have Directory
Information withheld appears in every quarterly
schedule of course offerings and a handout is made
available to students.

Access to the SMS requires a password and is fur-
ther restricted by user levels of access, such as “look-
only” or “change record” based upon the department
administrator’s recommendation and final review
by the college registrar. A user name traces any
transaction or change to the student information
system back to a specific college staff member.
SMS users are reviewed annually by department
administrators to insure that the access level is
appropriate to the job responsibilities and that the
SMS user list is current.

ANALYSIS AND APPRAISAL

Prior Learning Policies

In 1999, the college prior learning policies and prac-
tices (credit by exam and credit for work experi-
ence) were reviewed by a team of instruction and
student services administrators, faculty, and coun-
selors. The prior learning process was reviewed in
response to the need to train new faculty and ad-
ministrators in Professional/Technical Programs,
and due to student feedback that the process was
confusing. Written procedures were revised and one
form was created to serve as a guide for students
and faculty on prior learning assessment procedures.

College Level and Non-Credt Coursework

As part of the self-study process, the Students
Standards committee also reviewed the current quar-
terly schedule and made recommendations to further
distinguish between college-level credit and non-
credit coursework. Recommended changes were
implemented in the quarterly schedule for fall of
1999 in the Continuing Education section, now
identified more clearly with a “noncredit” notation.
The college is in compliance with the Northwest
Association of Schools and Colleges guidelines for
credit quantification of student learning. Noncredit
classes do not appear on student transcripts.

Transfer Credit Evaluation

The current system of evaluating incoming credits
is student-centered and timely. Students receive
first-quarter feedback on the transferability of
credits taken at other institutions and the credits are
noted in an automated student degree audit system.
An evaluation of transfer-in credits can be requested
before a student is admitted to the college. The col-
lege follows American Association of Collegiate
Registrars and Admissions Officers guidelines for
posting transfer-in credits on the transcript
separately from credits earned in residence. The
college’s Alumni (Survey 95-98) reported a
satisfaction level (3.91) higher than the national
norm (3.81) for the policies and practices of
evaluating transfer-in credit.

Security of Student Records

The Records Room was recently inspected for fire
safety by Campus Services and is up to code. Within
the records room, official college forms and the
school seal are kept in a locked cabinet. Transcript
information is maintained on the SMS database,
which is backed up on a daily basis. The Computer
Information System, the computer consortium for
the community and technical colleges, maintains a
master off-campus file.

To ensure that all staff and faculty are current on
student privacy laws and FERPA regulations, the
Registrar conducts staff training sessions through-
out the year. At least 1 session is open to all staff
and faculty annually. Specialized training sessions
focus on curriculum content that faculty, counse-
lors, or work-study students need to know about
FERPA regulations. New staff and faculty are given
FERPA information attached to their user ID that
gives them access to the SMS system and part-time
faculty are given a handbook that includes a sec-
tion on FERPA. FERPA handouts are distributed
to students at orientation, registration, and by mail.

IDENTIFYING NEEDS OF THE
STUDENT POPULATION (3.B.1)
Demographic information is collected through
student enrollment forms completed at the point of
enrollment (see Exhibits — Student Characteristics
Summary). Additional data concerning students
self-identified needs for support services is gath-
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ered when students take their assessment tests. Data
entered into the Student Management System (SMS)
are used by the State Board for Higher Education
to determine need for funding of student services.

To more accurately determine the demographic
balance of students at the main campus and the
nearby Duwamish Industrial Education and
Apprenticeship Center, the college reports the data
from both campuses together and separately.
Information is also gathered from student focus
groups, surveys, and student questionnaires admin-
istered annually. This supplemental information is
analyzed and used to plan student support services
and programs. College departments use the data to
evaluate the current services for ethnic minorities,
students with disabilities, veterans, low-income stu-
dents, single parents, and first-generation college
students to assess what is working and identify ad-
ditional needs.

As aresult of South’s diversity and first-generation
and income-eligible student population, South
Seattle is one of the few colleges in the northwest
that has received all three of the Department of
Education’s TRIO grants: Upward Bound, Student
Success Services, and Talent Search. All of these
grants are designed to identify low-income and
first-generation college students and to support their
successful completion of high school and college.

The college staff, faculty, and administration en-
courage students to be responsible for their own
education by setting goals, creating an academic
plan, and working diligently to complete their pro-
gram. Identifying and serving students’ learning
and special needs as part of the counseling/advis-
ing process is encouraged at South Seattle Com-
munity College. Students who identify special
needs are referred to the Special Student Services
office for assistance. Faculty and staff at the college
receive training in services available to students with
special needs and in making sensitive referrals for
these services. All students are encouraged to see a
counselor or advisor every quarter to schedule
classes and discuss their progress.
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Analysis and Appraisal

The college responds to the special needs of students
by offering a variety of supplemental learning
environments. The Tutor Center, Writing Center,
and Disabled Student Services Offices have been
in operation since 1991. New this year is the Math
Study and Tutoring center, which provides drop-in
tutoring for all levels of math and science. In
addition, Student Services offers assistance through
the Career Center, Financial Aid office, advising
services, and Student Success Services. A
mentoring program has been in place since 1990.
The program pair’s new students with staff and stu-
dent mentors who help them adjust to college life.

The college community is committed to being
responsive in serving its diverse student population.
The 1999 Alumni Outcomes Survey results indi-
cate that on a scale of one to five in which five is
strongly agree, and one is strongly disagree, the
response to the statement: “this college is equally
supportive of all racial/ethnic groups” the average
student response was 4.02 compared to the national
average of 3.75.

In response to the 1999 Community College Student
Experience Questionnaire, (CCSEQ) survey
question “to what extent is SSCC a comfortable
environment for all students, free of harassment of
an kind,” 91.7 percent of the Caucasians responded
very comfortable or comfortable, as did 62.5 percent
of African Americans, 83.3 percent of Hispanics,
and 85.8 percent of Asian Americans. It is appar-
ent that more efforts need to be made to increase
the sense of comfort among African American
students (see Exhibits — CCSEQ). Also retention
rates among African Americans is 54 percent at the
end of three quarters compared to 63 percent for
Caucasians.

The college has created a centralized Information
Center where knowledgeable staff can assist
students with department referrals as well as
consumer information required through Student
Right to Know legislation.



CAREER INFORMATION AND
EMPLOYMENT CENTER (3.B.1)

The Career Information and Employment Center
services support the college’s Mission statement,
which states that we will provide learning experi-
ences that will prepare students for their goals for
career and life. The Career Information and
Employment Center provides resources to address
goal setting and career exploration during the
students’ first few quarters at the college. Staff
provides assistance in identifying survival jobs
students may need in order to stay in school and
job search preparation and coaching for finding a
career position upon graduation.

Two career specialists are qualified to help students
explore different careers and to identify their inter-
ests, skills, abilities, and values. Both are certified
to interpret the Strong Interest Inventory and the
Myers Briggs Type Indicator. Career counselors
work individually with students to help them to
discover and articulate the skills, preferred work
environment, and values that they would like to
give expression to in a career. The Career Center is
equipped with 12 computer stations that students
use for Internet exploration, career exploration, and
preparation of resumes and cover letters. The Career
Center staff has book-marked hundreds of web sites
that provide information about employers, free
assessments, descriptions of skills necessary to
succeed, and clues to organizational culture.

The Career Center has 45 career-related videos and
a library of 120 volumes of the most popular career
literature. In addition, the Vocational Biography
series is updated semiannually and provides easy
to read descriptions of hundreds of less common
occupations.

The Career Center receives over 300 jobs per month
by fax, mail, and e-mail. The job announcements
are categorized by field and posted either in note-
books or behind a glass case. Career Center staff
coordinate closely with vocational faculty. They
forward relevant job leads to faculty and make 10-
15 classroom presentations per quarter to inform
students about the career development process and
the resources available. Annually, Career Center
staff organize a Career Fair to bring employers onto

campus to discuss with students expectations of jobs
in their field as well as to receive resumes of inter-
ested students. In August of 1999, the college was
selected to be a Pilot Affiliate WorkSource Site by
a King County partnership of business, government,
organized labor and community based organiza-
tions. The Career Center has been relocated to an
expanded space to accommodate community service
partners, and career resources to serve the general
public as well as students. Community partners will
enter into a resource sharing agreement, paying rent
for space and contributing staff time to serve
customers.

Analysis and Appraisal

The Student Services Survey indicated a 9.89 per-
cent (or 8 percentage points) increase in student
satisfaction from 1993 (81%) to 1996 (89%) to the
following question. ‘“Provides information helpful
in finding employment.” Eighty-two percent (82%)
percent would recommend Career Center services
to other students.

A customer satisfaction survey conducted randomly
in 1999 indicated that among the 85 students, who
completed the survey, only 4 percent expressed that
they were dissatisfied or did not get what they came
for. A large percentage of students utilizing Career
Center Services are repeat users indicating that once
students access the services of the Career Center,
they return and are satisfied with the services they
receive.

The Career Center staff is committed to increasing
its marketing efforts to reach a greater percentage
of the student population. A staff representative has
been assigned to link closely with Computing
Technology a growing instructional program at the
college. Career Center staff is currently working
with English as a Second Language instructors to
develop competencies for using the Career Center
that will be a required part of their coursework. To
improve job placement information for vocational
students, the Career Center staff organizes a
vocationally targeted Career Fair each quarter
designed to provide job search information for
students with well-defined career interests in
specific programs.
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ORIENTATION (3.D.9)

Orientation is an important part of each student’s
college experience and Student Services staff is
committed to increasing the number of students who
participate. Although attendance has increased over
previous years, it is difficult to reach a majority of
students who are often overextended with work,
family, and community commitments. Conse-
quently, the college orients new students to the
college and its programs in a variety of formats and
settings. Following the required placement test,
Students generally meet with an advisor or counse-
lor for program information and scheduling. Two
peer advisors conduct campus tours twice weekly
for new students and provide a student’s perspec-
tive to the enrollment process.

All registered new students receive an invitation in
the mail and a follow-up reminder call to attend one
of two quarterly general orientations during the
week before the quarter starts. This two-hour event,
offered both day and evening, includes information
on campus resources, the culture of college, regis-
tration, safety, time management, and requirements
for transferring to a four-year school presented by
administrators, current students, and faculty.
Orientation is followed by the opportunity to meet
with personnel from specific departments, includ-
ing special population advisors, and a campus tour.
Fall quarter attendance at orientation over the past
three years (1997-2000) has averaged about 133
students; winter quarter 40 students; and spring
quarter 52 students. In the 1996-97 academic year,
only a total of 74 students attended for all three-
quarters combined indicating that the mailing and
follow-up calls to students adopted in the last three
years have encouraged student attendance.

New international students receive a comprehen-
sive week long orientation. Beginning with activi-
ties to acquaint new students with each other, the
sessions cover enrollment services, campus safety,
immigration information, intercultural communica-
tion, and culture shock awareness, as well as an
activity to acquaint students with Seattle, usually
hosted by the International Student Club. In addi-
tion, a two-credit class (HDC 200 Orientation to
Success in the American College) provides
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international students with knowledge and skills to
enhance their success at college.

Some orientations are given to subsets of students
once the quarter is underway. New English as a
Second Language students learn about campus
resources, procedures, and deadlines from an advi-
sor who visits their classrooms. Transfer students
receive transfer information in sessions outside of
class hours mid-quarter.

In addition to the orientations available prior to the
beginning of the quarter, several courses are in place
designed to aid students in getting the most out of
their college education. In Fall 1999, a Freshman
Seminar was created by two faculty members who
offered the course as coordinated studies and added
information of benefit to new students, such as study
skills and familiarity with campus resources. Avail-
able to eligible students, the federally funded
Orientation to College Success is a three-credit
orientation class that has increased the success rates
of students who take it. EGR110 Engineering
Orientation helps identify skills necessary for the
field of engineering and also brings in guest speak-
ers to acquaint them with career options in the field.
The library offers several workshops to orient
students to its resources and databases.

Analysis and Appraisal

Previous surveys of students and staff have disclosed
that student preferences cover a variety of formats,
such as general orientation sessions, advising
appointments, class visits, and school newspaper
articles. South Seattle has tried to cover all these
bases, although, inevitably, some students do not
obtain sufficient college information to support their
first quarter.

An orientation class for credit was created in fall
1999. This class allows staff to cover more thor-
oughly topics such as time management, cross-
cultural communication, career planning, and
college resources. The students who chose to take
this class reported satisfaction at learning about the
college resources early enough in their academic
career for them to utilize the services.



In general, students attending orientation in all its
forms report extremely high satisfaction with the
various formats and information received. The
college’s continuing challenge is to provide crucial
information to a diverse audience of new students.
Comprehensive information on-line has become
more important as younger, more computer-literate
students research colleges and distance learning
opportunities by Internet. To serve this population
of online users, the college is updating its student
services web pages in the summer of 2000.

FINANCIAL AID (3.D.6)

The U.S. Department of Education requires students
who receive financial aid to possess a high school
diploma, pass the General Educational Development
(GED) test, or pass an approved standardized test
to demonstrate the “ability to benefit” from the
instruction available and commensurate with the
expectations of a given institution. (3.D.3) The
Assessment Services Office and Financial Aid
Office work together to ensure that students who
receive financial aid satisfy the “ability to benefit”
requirement.

South Seattle Community College serves one of the
lowest income neighborhoods of the City of Seattle.
As aresult, a very high percentage of students apply
for and receive some form of financial assistance
to attend the college. The Financial Aid Office has
developed clear and concise written policies and
procedures to make the student’s journey through
the financial aid process as simple and understand-
able as possible within a very complex array of
programs and regulatory requirements. (3.D.7)

South Seattle participates in all five of the federal,
state, and local grant programs and in both the
federal and state work-study programs (see Exhibits
— Statistics on Financial Aid Types). In addition,
the Financial Aid Office informs students of available
scholarships and assists them with free scholarship
searches. Students with funding from agencies are
assisted with tuition and fee payments and the purchase
of books and supplies. Students in short-term training
programs are assisted through the state’s Worker
Retraining and Work-Based Learning programs.
Referrals to private student loans are made to students
who desire a loan option. (3.D.8)

The availability of financial aid is communicated
to students in numerous ways. A consumer infor-
mation document entitled; “The Financial Aid
Guide” is given to every financial aid applicant
when s/he picks up the application. This document
describes all of the financial aid programs avail-
able to a student, the process for applying for the
aid, and the requirements for maintaining eligibil-
ity from quarter to quarter. In addition, the Finan-
cial Aid Office has available on a continual basis at
its front counter the Federal Student Guide (a docu-
ment that describes Scholarship Resources) and the
New Student Enrollment Checklist (see Exhibits).
Information regarding financial aid availability is
also contained in the college catalog and the quar-
terly class schedules. Upon request, the financial
aid staff make oral presentations to high schools,
community groups, and educational fairs. At least
one knowledgeable employee is available at all
times to answer questions and assist students with
the Financial Aid application process.

The college does not participate in any of the regu-
lar student loan programs. By 1985 the default rate
for the Perkins Loan Program had exceeded 50 per-
cent, and by 1993 the default rate for the Stafford
Loan Program had exceeded 35 percent for the three
previous years. Since high default rates jeopardize
an institution’s eligibility to participate in all the
other aid programs, the college made the decision
to focus its aid programs on grants, work-study,
scholarships, and third party agency funding. Stu-
dents who have a strong desire to obtain a loan are
referred to three private student loan organizations.

South Seattle Community College is in compliance
with the U.S. Department of Education’s guidelines
regarding eligibility criteria for individuals who can
receive awards. The Assessment Services Office
uses COMPASS (Computerized Placement and As-
sessment Support System), ASSET (Assessment
Skills for Successful Entry and Transfers), and SLEP
(Secondary Level English Proficiency); all approved
standardized tests to demonstrate ““ability to benefit.”

The Financial Aid Office Director budgets aid dol-
lars to ensure the availability of funds for all new
and eligible students throughout the full academic
year. Summer quarter financial aid is funded from
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left over funds and distributed on a priority basis
set by the Office of Instruction. This allows prior-
ity support for students whose programs require
summer attendance. In recent years, however, funds
have been sufficient to assist all students who want
to attend during the summer.

The college has demonstrated its commitment to
financial aid programs by providing sufficient staff,
equipment, technology, and a positive working
environment. The staff are well trained and have a
long-term commitment to the office where the
average years of experience is twelve years among
the six employees.

The Financial Aid Office assesses each student’s
need and coordinates appropriate fund sources to
insure student aid is not over-awarded. An added
benefit of coordinating all funds to students through
the aid office is the smooth disbursement system in
place to pay for tuition, fees, books, and supplies
and the generation of checks.

Technology for the financial aid operation is pro-
vided through the state community college comput-
ing consortium, which purchases the software and
provides interfaces to ensure proper internal con-
trol of funds and accurate calculation of awards to
students. The consortium also provides consultants
to assist the college with technology problems as
they arise.

There has been a significant drop in the number of
financial aid applicants and recipients as the num-
ber of students entering regular college programs
over the past five years has dropped from 2,930 to
2,537. The drop in aid dollars expended has been
less dramatic since there are annual increases in each
program to adjust for inflation. The number of re-
cipients and their relative need determines the dol-
lars available. The Financial Aid office has been
able to maintain our 50/50 gift-aid/self-help-aid ra-
tio in the financial aid packages offered to all stu-
dents throughout each academic year.

The Financial Aid Office staff maintain a philoso-
phy that emphasizes students’ needs while comply-
ing with the law and protecting federal aid dollars
from fraud and abuse. All financial aid applica-
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tions have to meet a test of “reasonableness” be-
fore an application can be evaluated and awarded.
The Financial Aid Appeals Committee operates with
a similar philosophy, that is, granting students an-
other chance by reinstating aid when there are docu-
mented” extenuating circumstances” for failure to
complete credits and requiring students without such
circumstances to earn their way back on financial
aid by completing at least one quarter of self-paid
tuition.

Office policies and procedures are reviewed and
updated collectively by the staff. The goal has been
to communicate a complex process in the simplest,
shortest possible way, and to provide ongoing sup-
port to students throughout the application process.
Students are then able to move from applicant to
recipient with the least number of roadblocks and
with the least amount of aggravation. In recent years,
the college and the Department of Education have
been able to incorporate various uses of technology
to better communicate with students and to assist
them in the application process.

Analysis and Appraisal

The college has provided adequate hardware and
consultant support to meet the department’s require-
ments. Most importantly, the college has commit-
ted resources to employ a highly skilled technology
person in the Financial Aid Office. The financial
aid software was purchased in the mid-80s for the
community colleges statewide and is outdated. The
state computing consortium staff has been research-
ing new software but has not been able to find a
software package within available dollars.

The Financial Aid Office operating budget is mini-
mal. Staff training opportunities are limited to two
instate meetings each year. However, Financial Aid
staff are encouraged to apply for professional
development funding available through the district,
the college, and the SSCC Foundation to extend the
training dollars.

The office is adequately staffed with six employees
having two to twenty-one years of experience
(average of fourteen years). Employees are well
trained, skilled in their assigned tasks, and dedicated
to helping students. In the last couple of years, there



has been inadequate support from Accounting. The
district office currently has only one accounting
technician doing the financial aid accounting for
three large colleges and one small vocational institute.
There has not been a professional accountant oversee-
ing financial aid fiscal services or someone to call upon
for problem-solving assistance.

The Financial Aid Office has had strong support
from senior management. Both the President and
the Vice President for Student Services understand
department needs and ensure that the Financial Aid
office is adequately supported.

The Financial Aid Office has been able to maintain
a stable flow of dollars to needy students attending
this college. In spite of limited operating dollars,
the office is adequately staffed and provides qual-
ity services to the students it serves. There was a
4.5 percent increase in student satisfaction between
the 1993 and 1996 Student Services Survey con-
cerning the four questions relating to Financial Aid.

BUDGETS (3.A.4)

The college adheres to the state funding model, that
which allocates 12 percent of the college’s budget
be allocated to student services. However, because
Washington State’s allocation to community col-
leges is inadequate, funding for Student Services is
also inadequate. The Washington State economy is
now very strong, however Initiative 601 limits state
spending to a percentage of the state inflation rate.
The college is still recovering from funding cuts in
the early 90s. Nevertheless, Student Services staff
has learned to cope with the shortage of staff and
resources in a number of ways. Staff have partici-
pated and been successful in writing grants. The
college has received two Title III grants in the past
ten years with activities that provided student ser-
vice enhancement. Currently the college has 3
grant-funded programs under the TRIO program.
In addition, the college is preparing for the future
by funding technology as a way of alleviating staff-
ing shortages. While the savings in staff time has
not yet been realized (over two-thirds of the
college’s students still register in-person), it is an-
ticipated that over time the services available to stu-
dents through online technology will help offset low
staffing levels.

A new budget process has been developed to equi-
tably distribute funds available. During 1998-99,
the president of the college appointed an Institu-
tional Effectiveness Committee to develop a docu-
ment that would set the direction of the institution
for the next five years. In the fall of 1998, each
Student Services unit set goals for the biennium. In
developing the goals, departments were asked to
relate each goal and objective to one of the institu-
tional goals. The President stated that budget
allocation decisions would reflect priorities set forth
in the Institutional Goals document.

Analysis and Appraisal

There has been significant improvement in the
campus-wide budget process that now allocates
resources on the basis of identified needs and insti-
tutional priorities. In the spring of 1999 a climate
survey administered to staff indicated an increase
in satisfaction from 1995 to 1999 in the extent to
which institutional priorities are reflected in decision
making (see Exhibits - Climate Survey). The same
climate survey also shows an increase in satisfac-
tion with the extent to which the organization of
the college reflects institutional priorities.

Student Services has had the benefit of funds to
make some remodeling enhancements to the Student
Services area and purchase modularized office
furniture for staff within Student Services. In
addition, the college hired an outreach person and
created an information desk based on the college’s
mission and goals.

STUDENT PROGRAMS (3.D.15)
Student Programs is the administrative component
of Student Services that provides supervision, man-
agement, professional support, and guidance to the
United Student Association (USA) the governing
student body, the bookstore, art gallery, child care
center, intercollegiate and intramural athletics, and
the games room. The USA provides a system for
representing student interests and viewpoints in the
college governance system and provides funding for
the various student activities through the service and
activity fees collected as part of tuition. In addition
to the USA president and vice president, 16 senators
serve on the USA.
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Standing committees of the USA (academic, activi-
ties, child care, community service, finance, and rec-
reational/intramural), along with the other student
clubs and organizations, are the vehicles through
which programs and activities of the senate are
developed. The committees allow for an efficient
way to deal with issues that are of interest and
concern to students and provide educational expe-
riences through exposure to and participation in
educational, cultural, intellectual, recreational,
cultural, leadership, and governance activities.

The USA creates, publishes, and distributes a yearly
student handbook. (3.D.5) Information about
grading policy, sexual harassment, and student com-
plaints/grievance policies and procedures are includ-
ing in the handbook. (3.D.4) The student newspaper
(The Sentinel) also includes a yearly issue on how
to file a formal and informal student complaint. The
handbook and The Sentinel also provide informa-
tion on student conduct and misconduct policy. The
college distributes a catalog in addition to individual
low scholarship and misconduct letters, which
describe the readmission policy and contact person,
the Vice President for Student Services.

Analysis and Appraisal

Student programs and activities have grown
significantly over the past several years. (see Exhibit
- Student Activities Attendance). This is due in large
part to the direction and assistance provided by the
program staff. The 1996 Student Services Survey
showed an 11.5 percent (9 percentage points)
increase in satisfaction (from 78% to 87%) in
response to the statement that, “student programs
provide wide access to social, cultural, education
and community activities for students.” By work-
ing closely with the members of student govern-
ment, clubs and organizations, and faculty, staff have
increased both the number and variety of events
offered to students as well as the college community.

The college serves a culturally and racially diverse
population, which includes international students,
refugees, and at-risk, as well as academically ad-
vanced high schools students. It is in this setting
that the richness of the programs and activities are
developed.
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In order to offer expanded staff support to activities
and programs, the college is contacting local four-
year college internship offices to advertise the
opportunity for graduate interns pursuing advanced
degrees in student development, higher education,
recreation and the like, who will benefit from an
internship or practicum.

PRESCHOOL AND CHILD CARE CENTER
The South Seattle Community College Preschool
and Child Care Center is a cooperative enterprise
started in 1975 by students and administration.
It is a state certified, nonprofit child care center
organized to care for the children of college students
and employees at the college and to provide them
with a preschool experience including a variety of
activities, play, rest and general guidance. Funding
for the center is provided by the college, the USA
and parent fees.

The center is staffed with trained early childhood
professionals. The manager handles the overall
management and supervision of the center. The lead
teachers plan and implement developmentally
appropriate curriculum for the children. Program
aids, volunteers and work-study students assist in
the classroom, on the playground, and at meals.

In 1990, the child care facility was remodeled to
expand service from 25 children to 44. Spaces for
employees were dedicated at this time. In 1992 child
care services were further expanded by opening a
new building which can accommodate 60 children
aged thirty months to nine years old. The building
was designed with children in mind. Located at the
south end of campus, the center boasts a large
classroom space, a teacher/parent resource room,
an indoor activity room, a kitchen and an outdoor
playground which sports climbing structures, bike
path, gardening area, and covered patio area.

The program provides flexible scheduling options
for parents. The child’s preschool schedule revolves
around his/her parent’s campus schedule (class time,
study time, and/or work time). Daily curriculum is
planned according to the individual needs and in-
terests of the children enrolled. Activities are offered
to stimulate and challenge children, as well as offer



them an opportunity to choose for themselves and
to gain socialization skills.

Parents are welcome to visit and participate in their
child’s classroom activities, center events, and
parent education opportunities that are offered
throughout the year.

The goals of the program include:

» Promote visibility and awareness of the child
care program on campus

» Provide parents with current, applicable &
diverse resources on parenting & family issues

» Promote a sense of belonging for all enrolled
families

» Provide a developmentally appropriate
preschool program for children while parents
pursue their educational and professional goals

» Maintain low child care rates for affordability
and accessibility

Analysis and Appraisal

The 2000-2001 school year marks the twenty-fifth
anniversary of the preschool and child care center
on campus. As the college look to the future it will
face with a changing student population, technol-
ogy growth, short-term training options, and
expanded hours for class offerings. The Child Care
program will continue to work as partners with the
college to meet these challenges. The program will
continue to grow and improve while striving to
maintain the goal of quality child care services.

STUDENT MEDIA

Student Media (The Sentinel) is governed by the
guidelines established by the Publications Board,
which was established in 1985. This board was
formed in response to the district policy on Student
Leadership Programs and Activities, 360.35.2,3 and
4, Board of Publications.

The Board of Publications is composed of “two-
thirds students and one-third faculty/staff/adminis-
trators, who have powers set forth in these
regulations, and a non-voting faculty member.”
Student government appoints student representa-
tives and the faculty; the campus president appoints
staff and administrative members as well as a rep-
resentative from industry (non-voting).

The guidelines set forth the policies and procedures
for the publication of the student newspaper “con-
sistent with the limitations provided in Seattle Com-
munity College District policies and procedures, and
state and federal laws.” Those documents are filed
with the student government organization, the des-
ignated student services officer and director, and
student newspaper.

South Seattle Community College District Proce-
dures 360.35.4, states, ““ student newspapers shall
be free from censorship and advance approval of
copy by the Board, the college administration,
faculty advisor, or another person or entity.”

A faculty member serves as the advisor to the pa-
per, which is published every two weeks during the
academic year. The advisor usually teaches the basic
journalism courses (JRN101 and 102).

The Publications Board meets twice a quarter. Its
primary responsibilities are to ensure that the stated
policies and procedures are followed, to approve
the budget and to hire the advisor and editor.

Analysis and Appraisal

The paper, written and published by students, serves
as the primary voice of student issues and concerns
on campus. It provides students and others writers
and contributors with the opportunity to learn about
the print media and all that it entails. The current
faculty advisor plans to recruit diverse student writ-
ers to better represent the college student body. In
addition to articles and editorials written by Senti-
nel staff, the paper affords students, faculty and staff
with an opportunity to submit articles, short stories
and poems for publication. The paper is widely
distributed on campus, in the district and in the com-
munity. About 10 percent of the operating budget
are raised through ad revenue. The general feed-
back and comments from faculty and staff regard-
ing the Sentinel has been very positive (see Exhibit
— Student Publication).
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ATHLETICS

Intercollegiate Athletics (3.E)

Without intercollegiate athletics, the Seattle Commu-
nity Colleges were experiencing difficulty attracting
students interested in sports. In January of 1999, the
Board of Trustees approved the request by the district
colleges to join the Northwest Athletic Association of
Community Colleges (NWAACC). As of fall 1999,
South has a male and female soccer program and North
has a basketball program. Both programs are recog-
nized as district teams by NWAACC.

The Intercollegiate Athletic program reflects the
college’s commitment to student-centered programs
that support personal development and learning and
promote student success. The Recreation Coordi-
nator handles the day-to-day operations and is one
of the assistant coaches for the men’s soccer team.

The student-athletes must follow all of the same
overall requirements and procedures with respect
to admissions, academic standards, and degree
requirements as their fellow students. In addition,
there are also NWAACC eligibility requirements
relating to transfer students, credit load, and grade
point average that must be followed. Practices and
competitions are scheduled during the late after-
noons and evenings, and none are held during final
exam week to avoid interference with school.

There is no priority funding for student athletes or
special awards. In the area of financial aid, student
athletes are eligible to compete for 16 scholarships—
eight for each team—in the amount of $200 per quar-
ter. The awarding of such scholarships is based upon
the recommendations of the respective coaches and
Athletic Director. These scholarships are processed
by the Office of Financial Aid and follow the prac-
tices of the NWAACC.

Since the decision to join the NWAACC was made
by the district and agreed upon by the colleges with
the support of the USA, it was determined that the
student government would pay for two years of the
program in its entirety from funds in its contingency
account. The student budget is subject to all of the
institution’s generally accepted practices of docu-
mentation and audit.
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In keeping with Title 1X the college treats the
women’s athletics exactly the same as the men’s
program. There are no distinctions in opportuni-
ties, financial aid, student services, equipment, or
access to facilities.

Recreational and Intramural Sports (3.D.15)
Recreational and intramural sports are under the
direction of the Recreation Coordinator who works
directly with the Recreation and Intramural Com-
mittee of the United Student Association (USA).
Annually, they plan, organize, develop, budget,
implement, and evaluate the various sports and
recreational activities that will be offered.

On campus facilities include a Fitness Center with
a weight room, a games room for pool, ping pong
and video games; and outdoor courts for tennis,
basketball, and volleyball. All of these facilities
are available for individual students and club teams.
There is an intramural sports program for men and
women in basketball, soccer, volleyball, and softball.
They compete with teams from North and Central as
well as teams from area community colleges.

Because the college does not have a physical
education facility, fields for soccer and softball and
gyms for basketball and volleyball must be rented
from Seattle Parks and Recreation and from vari-
ous community centers. The SSCC Foundation is
managing a fund raising campaign to build a state-
of-the-art soccer field. As of summer quarter 2000,
$450,000 has been raised toward this effort.

Other recreational activities are offered year-round
through the student organizations, including ski trips,
camping, bicycling, kayaking, and mountain climb-
ing outings. Event scheduling is varied by day of the
week; evening and day events are offered as well, to
insure that students have the opportunity to attend.

Analysis and Appraisal

The college has successfully collected $450,000 in
donations from the City of Seattle, King County
Parks Department and private donations. The new
soccer field is expected to be available for play fall
quarter 2001.




An additional challenge has been to coordinate the
awarding of student scholarships between the finan-
cial aid offices at three separate campuses. Proce-
dures have been developed between the campuses
to improve the communication and processing of
scholarship awards.

The Associate Dean of Student Programs, coaching
staff and Recreation Coordinator are completing
end-of-the-year evaluation of the 1999-2000 season
and drafting new operating procedures that are more
effective and efficient. A sports committee will be
appointed to assist and provide oversight for the
development of the document.

Funding for the soccer program has been commit-
ted through 2001. To continue the program, alter-
native sources are being discussed. The most
significant one is a student fee. With the support
and endorsement of the USA, it is anticipated that
there will be a positive response to the Student
Referendum for a $3 fee to support Recreation,
Intramural and Intercollegiate Sports.

Without a physical education facility, which the
State of Washington is unlikely to fund in the next
ten years, the college is focusing on outdoor sports
activities and also plans to update the equipment in
the fitness center. Over the course of summer
quarter 2000, the intercollegiate activities program
is developing goals, objectives, and policies as well
as written athletic position job descriptions.

SECURITY (3.B.4)

The campus security staff is comprised of one
manager, four full-time and two part-time security
officers. This team provides security presence and
response on the 89-acre main campus and the
9-acre Duwamish Industrial Education and Appren-
ticeship Center (Duwamish) during operating hours.
Security officers are highly visible, friendly and
interact on a regular basis with the campus com-
munity. They are available at all times during op-
erating hours via cellular telephone. The cellular
telephone number is posted on all office telephones
and in the classrooms. There are seven emergency
telephones around the campus that ring directly to
the cellular telephone. In addition to responding to
reported incidences, campus security officers lock

up buildings, check building alarms, and monitor
parking. Campus security officers will also escort
students and staff across campus upon request.

The Security Manager is present at New Student
and New Faculty Orientations each quarter to an-
swer questions about personal safety, security and
parking. Incompliance with the 1991 Student Right
to Know Act, South publishes a district-wide bro-
chure titled “Think Safety” (Exhibit- Brochure:
Think Safety) that provides a summary of criminal
activity on campus and at Duwamish. This brochure
also provides basic security and safety information,
emergency phone numbers and counseling referrals.
Students and staff are informed about security issues
on a regular basis through the student newspaper
and campus newsletter.

The Security and Plant Operations Managers
perform a quarterly campus walk-through to
determine areas for improvement to safety and
security. Questions about safety and security are
included in most student and staff surveys, focus
groups and public forums. The college also has a
Campus Safety Committee that meets monthly to
discuss safety concerns.

Analysis and Appraisal

Based on the statistical data, the college is provid-
ing adequate security (see Exhibit — Think Safety:
Crime Statistics). However, survey results indicate
that certain groups of students do not feel secure on
campus. Student surveys and focus groups results
indicate that while day students’ perception of safety
is in keeping with the college’s statistics, evening
students report feeling much less secure on cam-
pus. They cite limited lighting, lack of visible
security staff, dense foliage and the spread-out cam-
pus as features that promote a sense of insecurity.
Incident reports demonstrate that evening students
are not at a greater risk than day students, but the
perception of insecurity is an issue that impacts
student learning, and sense of well being, and is
taken seriously by the college’s security and campus
services officers.

Information and recommendations about perceived
and real security and safety issues taken from
student surveys, incident reports and staff walks-
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through result in continual improvement of campus
safety and security. Recent examples of improve-
ments made based on these recommendations
include: increased lighting in specific corridors and
open areas, the installation of security cameras in
the two main parking lots, dramatic pruning of
shrubbery and trees and broader publication of the
security cellular telephone number including
printing it on the back of student Identification cards.
In 1999, the security staff was increased from three
to four full-time officers in response to requests for
greater coverage and extended operating hours.

The current Safety Committee is a working com-
mittee comprised of members of the security and
campus services staff and the college community
and chaired by the Safety/Security Manager. This
body acts as a clearinghouse for security and safety
issues from students, staff and faculty and forwards
recommendations to Administrative Services for
evaluation and action.

THE BOOKSTORE (3.D.18)

The Bookstore is an essential component of the
college and contributes to the intellectual climate
by providing new and used textbooks (both whole-
sale and retail), as well as stationery, school sup-
plies, snacks, soft goods, and sundry items for
students, faculty, staff, and community members.

In September 1995, the district entered into a five-
year agreement with Wallace Books to operate the
bookstores at the three college campuses. The col-
leges, in return, receive a commission of 9.2 percent
based on gross annual sales up to $3 million; there-
after, the percentage increases (a new two-year
agreement has recently been finalized.) In addi-
tion, Wallace’s established an annual $6,000 text-
book scholarship that is allocated among the three
campuses. Wallace is responsible for all of the ac-
counting and fiscal operations including audits. In
preparation for the end of the five-year contract in
August 2000, a Bookstore Management Review
Committee was formed to make a recommendation.
Their report and recommended action is available
in the (see Exhibits - Bookstore Recommendation).

The Bookstore moved to the Jerry M. Brockey Stu-
dent Center when the building opened in May of
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1995. The change in location resulted in a 300
square foot increase in its sales floor space. When
Wallace assumed overall management in Septem-
ber, the sales floor was renovated (new shelving,
better lighting) and this past year, new point-of-sale
(POS) equipment was installed. These changes have
resulted in a more user-friendly environment; a vast
improvement from its previous location.

The store offers a full range of services: all required
and recommended texts; current trade, academic,
and technical literature; a comprehensive selection
of reference aids; general school stationery supplies;
and imprinted apparel, memorabilia, college
insignia and related items. Textbooks, trade jour-
nals, and general interest publications, account for
78 percent of sales; gifts and sundry items, 7 percent;
food and candy, 6 percent; school supplies, 6 per-
cent; and, electronics, 3 percent.

The manager of the bookstore reports to the
Regional Manager of Wallace’s and to the Vice
President for Administrative Services and is respon-
sible for the day-to-day management and supervi-
sion of the store. All of the state employees were
retained at the time of the takeover. There are two
full-time employees and four part-time employees.

The Bookstore Advisory Committee, appointed by
the President, consists of students, faculty, staff and
administrators who meet with the manager of the
bookstore and a representative from Wallace on a
quarterly basis. The purpose of the committee is to
provide a forum for a timely review of policies and
procedures that impact the clientele. Topics of dis-
cussion include: customer service, product mix,
book ordering processes, returns and buy backs,
along with special promotions to reflect the diverse
needs of the campus community.

Analysis and Appraisal

The change in management and operation of the
bookstore has made a significant difference in the
quality of service to students, faculty, staff, and the
community. Timely notices about deadlines and
aggressive outreach by the manager to the faculty,
deans, and secretaries has resulted in fewer problems
with book orders. Regular communication with the
Bookstore Advisory Committee has minimized




problems and has provided ideas for special pro-
motions for campus events.

In response to changing student needs, the Book-
store has extended its hours from 7:45 a.m. to 7:00
p-m. on Monday through Thursday, and until 3 p.m.
on Friday, and has extended hours, including
Saturdays, before and after rush week each quarter.

A new configuration on the arrangement of the cash
registers is expected to reduce lines during peak
times. Inaddition, an expanded product mix, with
an emphasis on electronics and computer disks, is
planned. Finally, invitations and caps and gowns
for graduation will revert back to the Bookstore.

By working with the campus community, the
Bookstore is committed to tailoring its products,
goods and services to fit the needs and interests of
the campus community.

FOOD SERVICES (3.D.14)

The college is widely recognized for its excellent
Culinary Arts program and the outstanding, mul-
tiple food service outlets available for students, staff,
and visitors to the campus. A food court area with
stations includes a full meal cafeteria line, deli, grill
area, salad bar, and beverage stations. Adjacent to
the food court area are two waited-service dining
rooms and an espresso cart. Outside the Food
Science building are retail Pastry Shop in the
Cascade Court building and a snack bar in the Jerry
M. Brockey Center building. There is also a vending
machine bank in the Jerry M. Brockey Center, as
well as numerous beverage and snack vending
machines at locations throughout the campus.

The majority of food sales on campus are under the
auspices of the Culinary Arts instructional program.
Approximately 80 percent of food sales are gener-
ated in food outlets operated by Culinary Arts stu-
dents, under the direction of faculty and support
staff. All permanent faculty and staff are hospital-
ity industry professionals meeting and exceeding
all regulatory certification and licensing mandates.
All students in the program are required to obtain a
Food and Beverage Workers Service Permit.

Analysis and Appraisal

Sanitation inspections are conducted twice a year
by inspectors of the State Department of Health.
Inspection reports are uniformly excellent, with
written complimentary comments as to the state of
cleanliness and good food handling practices in
place in the food service operation.

Special attention is given to nutritional needs,
specific cultural cuisine requests, vegetarian selec-
tions and other specialty items to meet the needs of
the clients as well as provide Culinary Arts students
with well-rounded exposure to industry standards
and commercial trends. Proper cooking techniques
are utilized throughout the production stations,
resulting in high nutrient value in the various food
products. Since 80 percent of the food services are
produced as part of the instructional program and
students are graded on the outcome, greater atten-
tion is paid to consistency and maintenance of high
standards than would exist in the industry.

The variety, and high quality levels of food selec-
tions, has resulted in a high level of satisfaction for
the majority of customers who utilized the college’s
food service outlets. However, in a survey of stu-
dents taken in 1998, 11 percent of students indi-
cated they were dissatisfied with evening food ser-
vice and 31 percent indicated they were neutral on
this topic. Responding to the question “what food
services would you most prefer in the evenings,”
48 percent indicated they would prefer a hot buffet
and 17 percent requested a grill. In the comment
section of this same survey, students requested
lighter fare and more ethnic options on the menu.
In response to student and staff surveys, the college
has expanded the variety of cuisine offerings and
expanded evening food services.

HOUSING (3.D.12)

The college does not operate on-campus or off-cam-
pus student housing. A brochure listing visitor hous-
ing services, roommate referral services, property
management companies, housing web sites, tem-
porary housing options and transportation options
is provided to all students requesting information
on housing options in the service area and displayed
across campus. A bulletin board located in the
student center is utilized for posting room rentals.
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A housing arrangement with Seattle University
provides another option for International Students
who may need housing.

POLICIES

Appropriate policies and procedures for Student
Services are established. The five-member South
Seattle Community College District Board of
Trustees, individual policies have been updated and
approved by the Board in 1999.

Information about the college mission, admission
requirements, rights and responsibilities, academic
regulations, financial aid, degree requirements,
course descriptions, tuition, fees, refund policy,
conduct and grievance policies, academic honesty,
government, organizations, services is published in
the Seattle Community College District catalog and
the South Seattle Community College quarterly
class schedule. (3.B.5)

The district catalog includes information that ap-
plies to all three colleges as well as course listings
and credit information for each college. The indi-
vidual college section includes information on the
enrollment process, tuition and fees, financial aid,
grades and credit policies, graduation requirements,
degree requirements, college transfer agreements,
and student rights and responsibilities. A summary
of specific college information is provided at the
beginning of each college section in the catalog.
This section includes information on student
services and programs, special student services,
administration and faculty information, transporta-
tion and parking options, student government and
the student learning outcomes. Credit requirements
for each degree and certificate offered at the campus
are included in this section of the catalog.

The district catalog is published and distributed bi-
annually by the Siegel Center (District Office). Each
college provides the information for its section of
the catalog. All new students are given a catalog at
no charge at new student orientation or through the
campus bookstore. Students and members of the
public may purchase catalogs through the Siegel
Center or at each campus. The cost of a catalog
is $4.00.
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The college’s quarterly class schedule provides stu-
dents with information specific to South Seattle
Community College. Important dates, registration
information, orientations, and specific program
information, certifications, special events and
directory information are included in the class
schedule. The college Mission Statement and
Student Learning Outcomes are also included. The
class schedule provides students with detailed
course descriptions and prerequisites for courses
offered each quarter and clearly denotes credit and
noncredit options.

Ongoing evaluations are an integral part of the
college’s Mission Statement and Institutional Goals:
“the college engages in continuous self-assessment
and responsible management of its resources.” The
Vice President for Student Services and the Institu-
tional Effectiveness Office have produced a num-
ber of methods for evaluating the quality and impact
of Student Services.

The Community College Student Experience
Questionnaire, (CCSEQ) survey was administered
at South in 1991, 1996, and 1999. In 1993 and 1996
Student Satisfaction Surveys were administered to
arandom sample of classes-551 students responded
in 1993 and 381 in 1996. A comparison of the results
is in the exhibits. Focus groups have also been a
part of the evaluation process, as well as exit
surveys, which were administered to all graduates
spring 1999 and 2000.

Analysis and Appraisal

Established Student Services polices and procedures
are available in the office of Vice President for
Student Services (located in RSB 057 and on the
Seattle Community Colleges’ Web site. (On the date
of this draft, the Web site’s policies and procedures
for Student Services were outdated.)

PUBLICATIONS (3.B.5)

The district catalog information is updated and
evaluated every two years. Many individuals from
across the three colleges that comprise the Seattle
Community College District take part in reviewing
the document to ensure that it is accurate and well
organized.



Since the district-wide catalog is published only
every two years, some critical information is dupli-
cated and customized in each college’s quarterly
class schedule. Information about enrollment and
degree requirements, refund policies, tuition and
fees, and course descriptions and requirements are
reviewed and updated quarterly to provide the stu-
dent with the most accurate information available.
The quarterly class schedule also serves as a direc-
tory of special services, orientations, open houses
and activities that help students meet their educa-
tional goals and enjoy their time on campus.

The quarterly class schedule is readily available to
all students seven to ten days prior to the returning
student enrollment period and throughout the quar-
ter. Copies are made available in public areas across
campus as well as off-site at community centers,
public libraries and other facilities. The quarterly
schedule is also carrier-sort mailed to all residences
in the college service area (designated by zip code)
so all current students and potential students living
in the service area receive a copy at home.

Analysis and Appraisal

Students and faculty have requested that the class
schedule be available as much as one month prior
to the beginning of enrollment. However, there is a
concern that if the college reduced the schedule
production time, the instructional units would have
insufficient time to finalize course offerings. A task
force has been created to review the schedule pro-
duction process and to make recommendations to
improve the user-friendliness, accuracy and effec-
tiveness of the schedule while keeping production
costs to a minimum. One of the anticipated out-
comes is finding a software program to shorten
production time.

In 1998, the college introduced its first annualized
schedule to help students better plan their time. The
response to this document was positive in spite of
some inaccuracies. The Public Information Office
is currently working with student and instructional
services to improve the accuracy of the document
and provide for distribution in a more timely and
effective manner.

As a growing number of current and potential
students rely on the Internet for information, the
college is working to consistently provide and
maintain information on its Web site. Due to lim-
ited resources and expertise, the current Web site is
both outdated and inaccurate. In order to respond
to the evolving need for improved Web resources,
the college has funded a web manager position in
the Public Information Office. The primary goal
for this new position will be to completely redesign
and update the web site with particular attention to
creating and maintaining a current and accessible
online quarterly class schedule.

WELLNESS (3.D.12)

Professional health care, psychological health care,
and health education are not available to students
at the college. Currently, counselors, advisors and
administrators refer students to health care individu-
als or agencies that are equipped to handle such
problems. Health care providers are not available
on campus. Security personnel are all trained in
CPR (Cardiopulminary Resuscitation) and First Aid.

In 1998 a group of Student Services staff formed a
committee to discuss the feasibility of starting a
wellness center on the campus. Each of the 6
members representing five areas of Student Services
observed a need for health care related information
and resources for the students with whom they came
in contact. The group brought the issue of develop-
ing a wellness center to the College Council. They
were asked to develop a proposal that was com-
pleted and presented to the President’s Cabinet in
the spring of 1999. Although there has been wide-
spread college support for the proposal, the current
budget could not support the allocation of resources
in this direction.

Analysis and Appraisal

Beginning in the spring of 2000, the college will
have access to a new database system called Social
On-line Services. The database will provide up-to-
date information about all social services in West
Seattle and will allow college personnel to make
immediate referrals through its e-mail system.
While not a replacement for a wellness center, the
database system will provide immediate access to
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healthcare resources in this immediate area, dramati-
cally improving the existing referral system.

FUTURE DIRECTIONS

UNIFORMITY OF TECHNOLOGY

Student Services has acquired the technological
infrastructure to allow all currently enrolled students
to register by Touchtone (automated telephone
registration) or by web technology (Student Online
Services). A remaining challenge will be to insure
that regardless of the mode of registration a com-
plete array of services is available to the student.
For example, the software programming currently
exists for students who register by telephone or
in-person to waitlist for a class. However, this
waitlist software programming is not yet in place
for students who register via the web. The neces-
sary programming to achieve this goal has been
assigned to Computer Information Services, a
statewide consortium to support community
college technology systems.

STUDENT SERVICES SUPPORT

TO DISTANCE EDUCATION STUDENTS
Enrollment Services is collaborating with a web
design team comprised of faculty, advanced students
and a graphic designer to make better instructional
use of the student services web pages. The new
web pages will support students in distant locations
in getting started at the college and provide resource
staff to contact if they have access difficulties. A
student services distance education team was cre-
ated in 1999-2000, which meets quarterly to coor-
dinate and enhance support services for distance
education students.

CREATION OF ANEW

ADMISSIONS DEPARTMENT

A new admissions unit has been created with one
full-time staff and four part-time staff. The func-
tion of this office will be to enhance services to
prospective students from the first point of contact
through enrollment. By tracking communication
with the student and developing a personalized
response to requests for information and assistance,
the staff will assist the students in making an
informed decision about attending the college.
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