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I. Background Information

The Office of Student Support & Success Systems (SS&SS) mission is to provide programs that support the teachings/learning and opportunities for students to define and reach their educational and career goals. For example, students can find assistance with course selection, choosing a major, connecting with other students, and an environment where they can achieve personal growth, all with the support from the Office of SS&SS. The Office of Student Support & Success Systems not only provides service to students, support for faculty and staff is provided as well. One of these services is the Professional Development Committee. The committee’s primary function is to offer valuable resources and training for all SS&SS employees through workshops and committee work. By continually evaluating the services provided by the professional development committee, it was determined that a few changes needed to take place. One suggestion called for the revision and posting of the SS&SS New Member Orientation Checklist and an additional suggestion recommended the development of online training modules for new and current employees. 
II. Project Conception & Purpose



The SS&SS Professional Development Committee monthly meetings yields great workshops in which employees can participate in, advancing their skills.  Each semester the committee task themselves with projects which will enhance the training efforts for employees. This year the two major projects are revising the new member checklist and getting it put online on the forms inventory page, as well as developing training modules for employees to refer to for refreshers and updates. In order for revisions to be made the committee determined the functions of each area. Under SS&SS, there are four areas in which employees are categorized which are Counselor, Professional Technical employee, Classified employee and Dean. Each category of employee possesses unique job functions as it relates to their role iat ACC, and then there are concepts in which all employees in the categories under SS&SS share. Dissecting the checklist is fairly simple for all new employees because it’s divided into four groups which are: Core Concepts of ACC, Core Concepts of Orientation to Student Support & Success Systems (SS&SS), Orientation to Major Area of Responsibility and The Mentoring Section. 

The core concepts of the checklist are extremely important for a successful career at ACC. New employees will receive this information from a variety of hosts which include, the institutional orientation hosted by Human Resources, the New Employee handbook, supervisor(s), colleagues, updates and professional development.  Minor changes such as word deletion or addition were made to the checklist. The next step in getting the New Member Orientation checklist onto the Forms Inventory webpage was to get the approval from the Deans, Directors and Managers (DDM) meeting.  Once the DDM submitted the changes the Professional Development Committee, it reviewed and made additional modifications. The final draft was forwarded to Dr. Kathleen Christensen, Vice-President of SS&SS and was approved. Currently, as required by the new form request, a purpose and administrative directions have been developed. Once the wording is approved by Dr. Luella Tate, processor holder for the SS&SS Professional Development Committee, the final draft and new forms request will be submitted. The deadline to have the SS&SS New Member Orientation Checklist on the Forms Inventory is June 1st, 2009. 

III. Long Term Plans/Goals

In addition, creating an online training module is the second project. The online training module will consist of interactive sessions, web links, and scenarios addressing the core concepts on the checklist. New and current employees can find helpful links, such as the ACC Employee Service and FAQs URL on the Information Technology webpage and other healthily enriched resources. Other examples will be an online interactive video asking the viewer for the correct response to an advising issue, or admission concern. The purpose is to have a training webpage where employees can continually sharpen skills and stay abreast of changes affecting SS&SS. Many SS&SS employees are frontline employees, so being prepared not only ensure correct information being given on the behalf of ACC but people are provided great customer service. I have contacted Terry Mouchayleh, Program Development and Program Evaluation Director, to assist with the development. I am scheduled to meet with her within the near future.  This project is scheduled to be completed in 2010. Attached is the newly revised and updated SS&SS New Member Orientation Checklist.
V. Conclusion

My project is important to me because it guarantees vital information for employees to learn and master. The revision of the New Member Orientation checklist and the development of a training module will equip new and current employees so they can better serve our students. I have always been interested in training and how training can evolve, meeting the needs of employees. After working in SS&SS and seeing how training is administered I believed it would be ideal to have an online training module that would test the knowledge of SS&SS employees. Making sure us, the front-line individuals of ACC know the core information to provide to prospective and returning students. The Workforce and Academic updates are very useful however people fail to read through the material or misplace the booklet, therefore unable to refer to them. After each update online quizzes will be available allowing employees to test their knowledge and comprehension of important material beneficial to students. Training facilitates productivity, team spirit, organization and personal growth. For that reason a thorough orientation, support from supervisors and colleagues as well as continuous training will prepare any persons for success.  
