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Introduction

The following report provides an assessment of the UW-Green Bay Admissions Office, with an emphasis on the analysis of three chosen outcomes.  This self study covers the period from 2003 – 2006.  The major services we provided during that time included:

· Recruitment of new students

· Processing Admission Applications

· Developing and maintaining the admissions and recruitment modules of the PeopleSoft Student Information System

This self-study report has been prepared by the Director of Admissions, Pamela Harvey-Jacobs, in consultation with relevant staff members and the Admissions Advisory Committee.

Background Information
Mission

The Admissions Office vision statement follows:  The Admissions Office is committed to fostering respectful, professional relationships with the people we serve, within our office, and with the University community.  We invite diversity in all its forms for the benefit of campus, community, and individuals.  The staff will strive to provide counseling and information in a personal and caring manner.  These principles will guide the Admissions Office in supporting institutional priorities and achieving enrollment goals.  This statement was developed in 2005, and will be revisited at least bi-yearly.
Stakeholders

Our stakeholders remain the same as described in our Admissions Assessment Plan (Appendix A).

Staffing

The Admissions Office is staffed with 9 FTE staff members, including 4 FTE academic staff members and 5 FTE classified staff members.

Budget

The Admissions Office is funded through 102, 144, and 402 funds. The current FY budget is $442.419. Of that amount, 83% is state-funded and 17% is federally funded.  In addition, there is a publications-specific budget of $39,500 that covers publications spanning multiple offices (Undergraduate Admissions, Graduate Admissions, Dean of Students, Registrar’s Office).  Of that amount, 61% is state-funded and 39% is federally funded.

Service Provision

The Admissions Office provided the following services during the focal period.

	
	03-04
	04-05
	05-06 
	Total

	Campus visitors hosted (students only, excludes

parents and guests)
	1759
	2099
	3034
	6,892

	Applications processed
	6241
	7162
	7001
	20,404

	Information requests (e-mail, telephone)
	5567
	4791
	4433
	14,791

	High school visits, college fairs, on-campus

 groups hosted, off campus programs
	108
	135
	134
	377


Assessment Methods Used

	What
	Description
	When
	Sample

	Campus Visit Survey
	The campus visit survey is mailed to all students following their campus visit.  Students are asked to rate various aspects of their visit experience.
	On a rolling basis
	Appendix

C

	Admission Application Reports
	These reports are produced bi-weekly based on information collected from the PepoleSoft Student Information System.
	Bi weekly, on a continuous basis
	Appendix 

D

	Staff interviews and Consultant Analysis
	Interview staff members and work with a consultant to identify inefficiencies in the current system, and suggest methods to become more efficient.
	Summer 2005
	N/A


The rest of this report addresses the following:

· A review of each assessment outcome 

· Conclusions and recommendations

· Appendices

Assessment Outcomes

Outcome #1

Learning Outcome Statement: We will process applications and make admission decisions applications in a timely manner.  A letter stating missing items will be sent within 7 days of receipt of application.  A decision will be made on a completed application within 10 days.  Notification of the admission decision will be made within 15 days of the application completion date.
Assessment Methods

Data gathering:  Data was gathered from the Student Information System to determine the current processing times for each of the three specific outcome measures stated above.

Interviews the file processors:  These were done to ascertain the point(s) in the processing sequence where the flow got bogged down.  In addition, file processors offered suggestions for improvement, and tested those improvements prior to implementation.

Specific Evaluation Criteria (or, Questions to be answered) and Results
1.  What is the average processing time for an application between receipt and decision?

2. At what point(s) in the processing sequence do applications seem to “stall?”

3. What can be done to expedite the process?

Conclusions and Recommendations

In general, “turnaround time” for applications is historically good, with a notable exception being during the months of October and November due to heavy volume.  During the spring of 2005, a consultant was hired to help us analyze our work flow and to help us recognize ways in which we could become more efficient.  This resulted in significant processing changes with minor redistribution of job duties, as well as limited automation of certain processes.  Admissions’ web pages were enhanced to allow for a greater degree of student self-service especially regarding the ability to check application progress on-line.  For the key processing months of September through December application “turnaround time” dropped from 37 days to 15.5 days.  This was viewed as a successful endeavor by all involved.       
Outcome #2

Satisfaction Outcome Statement 

Prospective students and families will rate all aspects of their visit experience as “Excellent” or “Very Good” at a rate oft 90% or greater.

Assessment Methods

One method was used to assess this outcome: the Campus Visit Survey.  This survey is sent to all students after a campus visit.  

Specific Evaluation Criteria and Results
1. Do respondents rate the ease of arranging their visit to be Excellent or Very Good at a rate of 90% or greater?
2.  Do respondents rate their presenter’s knowledge about UW-Green Bay to be Excellent or Very Good at a rate of 90% or greater?
3. Do respondents rate the completeness of the presentation as Excellent or Very Good at a rate of 90% or greater?
4. Do respondents rate their campus tour as Excellent or Very Good at a rate of 90% or greater?
Conclusions and Recommendations.
Survey data indicates that campus visitors have a high level of satisfaction with their UW-Green Bay campus visit experience.  However, minor downward trends are instructive, and will allow us to address consistency in regard to content of campus visit presentations, and also to allow us to work with the Ambassador organization to ensure a high quality tour experience for our visitors.  
	
	03-04
	04-05
	05-06
	Average

	1.  Percentage of respondents rating the ease of arranging their visit as Excellent of Very Good
	98%
	97%
	97%
	97%

	2.  Percentage of respondents rating their presenter’s knowledge about UW-Green Bay to be Excellent or Very Good
	94%
	94%
	95%
	94%

	3.  Percentage of respondents rating the completeness of their presentation as Excellent or Very Good
	92%
	93%
	91%
	92%

	4.  Percentage of respondents rating their campus tour as Excellent or Very Good
	92%

	90%
	89%
	90%


Survey data will continue to be monitored to ensure that satisfaction rates do not decline.
Outcome #3

Service Outcome Statement: Our application pool will be diverse, thus yielding a diverse student body.
Assessment Methods

One method was used to assess this outcome: Admissions application data as retrieved from reports produced and circulated on a monthly basis.

Specific Evaluation Criteria and Results
Are applications from students of color increasing every year?  The chart below contains comparative data from the entering classes of 2003, 2004 and 2005:

	
	2003
	2004
	2005
	Three Year Change

	Applications
	420
	454
	541
	+29%

	Admissions
	262
	279
	302
	+15%


Conclusions and Recommendations

Recruitment efforts for multicultural students are effective, and continue to lead to yearly improvements in the numbers of students of color who apply and are admitted to UW-Green Bay.  These efforts will be continued into the future, with a goal of continuous improvement.
Conclusions

Conclusions as they pertain to the Assessment Plan

· Lessons learned from the ongoing assessment process:  We learned, in general, that our measurable outcomes reach our stated goals.  Students report a high rate of satisfaction with their campus visit experience, improved processes have allowed Admissions to provide better application processing services to students, and our applications and admissions of students of color have been steadily increasing.  It is clear to us that we must actively and intentionally focus on service improvement and assessment as student expectations change, and as technology changes.  Our environment is such that services must adapt to societal and technical changes if we are to remain a highly-achieving service provider.
· Possible changes to the assessment plan:  In the future, it will be helpful for us to assess whether our recruitment methods continue to be appropriate for our changing student demographic.  This could be accomplished through a survey instrument, as well as focus groups.  
· Changes to assessment methods:  Plans are underway to replace our paper-based campus visit survey with a web-based survey.  We believe that we will achieve a much higher response rate if we use an instrument that is more familiar and friendly to our tech-savvy audience.   
Conclusions as they pertain to services and activities

Slight downward trends in evaluation of the campus visit experience will be addressed.  Methods to improve the campus visit experience might include more extensive staff/intern training regarding the actual informational presentation, more careful supervision of our Admissions Interns (who have become our primary presenters during campus visits), and more standardization of material covered during the presentation.  In addition, we will work with the Ambassadors’ student coordinators and adviser to ensure proper training and emphasis regarding the importance of the tour experience for our guests. 

We will continue to monitor technical advances that will allow us to streamline our application file processing.  This may include enhanced usage of document imaging and workflow functions.  In addition, further capabilities are being explored within the Student Information System that will allow students to cancel their admission on-line, and will also allow us to systematically collect information regarding their reasons for cancelling.
Finally, with the renovation/redesign of the Student Services Building, we will evaluate possible complimentary functions between staff members within Enrollment Services.  Planned adjacencies should allow us to take advantage of the various ebb and flow cycles of different offices by cross-training and overlapping of certain job functions.  These changes should allow us to further improve our application turnaround time.

Appendices

The following Appendices are intended to supplement this self-study report. Additional information, including raw assessment data, is available upon request.

· Appendix A:  Admissions Office Vision Statement
· Appendix B:  Assessment Plan
· Appendix C:  Sample Campus Visit Survey
· Appendix D:  Sample Admissions Application Report
