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ARC Meeting

	Present:
[bookmark: _GoBack]

	Tara Sprehe – Chair, Matthew Altman, Josh Aman, Bill Calabrese, Jaime Clarke, John Ginsburg, Donna Larson, Kara Leonard, Jim Martineau, David Miller, Suzanne Munro, BJ Nicoletti, Ryan Stewart, Chris Sweet


	Recorder:

	Laura Lundborg





Tara opened the meeting with a review of the minutes from the previous meeting.  No changes made; minutes approved. The group reviewed policy and process updates and the year end student engagement survey. 

Email Use Process for Employee – Ryan shared updates made based on prior reading comments and suggestions.  Under Section1 he made changes to who can authorize group emails.  

Under Section 2, the third bullet, he clarified that classroom email is CCC email, not secondary email.  Under the fifth bullet, he added language about personally identifiable information along with confidential information.  The group agreed that the Student ID is allowable in the body of an email, not the subject line.  Kara asked if this bullet is only in regard to replying, not initiating emails to students.  Ryan will update the process to add a bullet about initiating emails, or reword the fifth bullet to reflect each situation. 

Under Section 3, the group suggested changing the wording to reflect what the college expects of students. 

The appendix will be moved to a separate document.  Ryan will bring the documents back for an additional reading. 
 
Email Use Process for Student – Ryan shared updates made based on prior reading comments and suggestions.  Under Section 4, he added recommendations and examples of secondary email addresses.  

Under Section 5, he added information on how to forward email from a CCC account to a secondary account.  If students want to reply to email forwarded to the secondary account they must log back into their CCC email account to do so.  He also added information warning students to be cautious of phishing scams.  

Policy and Process Update – Tara reported that the Recording Audio Policy, Email Use Process for Student, and Free Speech Process are ready to be sent to College Council.  ISP and ARC policies and processes are now being categorized with numbers. 

Data Dive – BJ and Bill made suggestions for focus and reviewed a recent survey of students. 

· Next Steps – BJ asked the group to consider the following when they decide on populations of students to focus retention efforts on.  Our biggest challenge is part-time students, particularly on service/support areas outside of the classroom.  Also, the first-time students, in and outside the classroom are at risk. Students less than 24 appear to be at risk of dropping out mid-term.  Tara suggested that ARC provide guidance and recommendations to the college to reduce the amount of ‘students gone missing’.

Discussion: the group discussed the different populations and ideas that may help with retention and completion, such as notifying faculty which of their students are part-time.  It was suggested to split the population of students gone missing into two categories.  They typically drop by week two or week six; retention efforts can be modified for each group.  

· End of Year Student Engagement Survey – BJ provided background on why this survey is compiled.  She asked the group to think about who should receive the data results.  Student engagement is done through CCSSE and SENSE at a national level and we add their results with our own survey.  It was developed through Transfer and CTE core theme team.  The survey shows how students engage in use of resources and their concept of how we as faculty and staff engage with them. 

Bill provided some of the survey results.  The majority of the survey questions were asked of all students.  The survey then asked specific questions about resources depending on whether the student was a transfer or CTE student.  

The survey includes each student’s ID for follow up opportunities.  We received about 600 response.  About 200 students identified themselves as transfer students and about 100 CTE students.  Results show that about 10% of students are here to explore. 

· Transfer Students – many students are not aware of resources that are available.  The results do not show a significant difference between full-time and part-time students; full-time are a little less aware, but not much. 

· CTE Students – students tend to use the catalog as a major resource.

Discussion: the group talked about how things will look in future after collaborative advising goes into effect.  Bill advised that this will be a good thing to keep in mind when reviewing future survey results and statistics.  
 
  
Next Meeting – the group would like to cover the following information in the next meeting: 

· Updates from subcommittees.  
· Decide how to assist with the Students Gone Missing populations.  
· Talk about how we help students find the resources they need.  Currently, we are not consistent with department titles and how we refer to certain resource areas when directing students.  We can focus on making that consistent among faculty and staff and informing people where resources are and when to refer them.  
· John Ginsburg will share recent survey results that may be helpful for retention.  

The next meeting is scheduled for: 

October 10, 2016
	1:00PM-2:30PM
	Room: CC126


Meeting Materials/Handouts –
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Email Use Process - Student

1. Assigned College Email Account

You are automatically given a College-designated email account once you have applied for admission or enrolled in a course at Clackamas Community College (CCC) and are expected to use it for communication with CCC.



CCC utilizes a standardized format when creating and assigning college email accounts that ends in @student.clackamas.edu. 



Your College email account will remain active as long as it is accessed at least once every two (2) years Your student accounts, email and myClackamas, will become inactive after two (2) years of inactivity or if you do not register for a class in six (6) consecutive terms.



If an error occurred in the assignment of your CCC email account or your name changes, please submit a request to update your email address to Enrollment Services by calling 503-594-6100 or emailing registration@clackamas.edu



To reactive reactivate your account(s), please contact the Student Helpdesk at 503-594-3100 or studenthelpdesk@clackamas.edu.



2. Student Expectations of Email Communication

Email is the official method of communication between you and Clackamas Community College, including your instructors. While you are enrolled at CCC, the College will only send official communication to your College-issued email account which may include information such as, but not limited to: course registration; required financial aid documentation; important deadline and event reminders; tuition and billing information, etc. 



The College expects you to check your CCC email account at least weekly to stay current with information sent by the College. “I didn’t check my email”, an error in forwarding email to a personal account or email returned to the College with “Mailbox Full” or “User Unknown” are not acceptable excuses for missing official College communications via email.



3. Accessing CCC Email

To access your College-issued email, you will need to log into your myClackamas account, by going to www.my.clackamas.edu.

Once logged into your myClackamas account, sometimes referred to as “The Student Portal”, follow the mail icon near the center of the page to open your email. CCC uses Microsoft’s Outlook Web Application.

4. Secondary Email Address

CCC requires all actively enrolled students to have a secondary email address, such as a Gmail account, on file with the College. Typically, you provide this information when completing the online version of CCC’s application for admissions. 



A secondary email account will make it easier to retrieve or reset your password if you forget. Contact Enrollment Services to update this information. 



CCC recommends using Gmail or Outlook.com as your secondary email provider if you need to create a secondary email account. 

Gmail: https://www.google.com/intl/en/mail/help/about.html and select ‘Create an account’. 

[bookmark: _GoBack]Outlook: https://www.microsoft.com/en-us/outlook-com/ and select ‘Sign Up’.

This is a good time to create a professional sounding email account outside of your CCC email. Here are a few naming conventions you can use when creating your secondary email account:

· Firstname.lastname

· Firstname_lastname

· Firstinitial.lastname

· 

By having a secondary email address on file with the College, it is easier for you to recover information, such as resetting your myClackamas password, if and when needed. It is also possible that the College will occasionally send important information to both your CCC and personal email addresses if appropriate.

5. Forwarding Your CCC Email

It is your responsibility as a CCC student to ensure you receive and read communications from the College. If you wish to forward your CCC email to a personal account, you are welcome to do so. Forwarding your CCC email to an outside provider does not absolve you from the responsibilities associated with official communication sent to your College-issued email address.



For instructions on how to forward your CCC emails to a personal email account, please visit the following link: http://kb.dl.clackamas.edu/student-2/forwarding-student-clackamas-emails-to-a-personal-email/.



Please note that you will not be able to reply to these forwaded messages from your personal email. You will need to log into your CCC email account in order to respond.

It is your responsibility as a CCC student to ensure you receive and read communications from the College. The College shall not be held responsible for errors that may arise from your opting out of using your college issued email account as your primary means of communication with the College.

6.  Acceptable Use of CCC Email 

It is a violation of college policies, including the Electronic Communication Systems Policy (http://policy.osba.org/clackcc/I/IIBGA%20R%20D1.PDF), for any user of official email addresses to impersonate a college department/office, faculty/staff member, or student.

7. Privacy

You should exercise caution when using email to communicate confidential or sensitive matters. While CCC values and protects your right to privacy, it is possible that email may not be private or confidential due to outside influences such as network intrusions. CCC takes matters of privacy and confidentiality very seriously and if an issues arises, the College’s Information Technology Team works diligently to resolve any problems that may come about.

It is especially important that you are careful to send messages only to the intended recipient(s). Particular care should be taken when using the “reply” command during email correspondence. 

Some confidential information may only be made available through your myClackamas account which is password protected. In these cases, you will receive email correspondence directing you to your myClackamas account where you can access the confidential information. 

Please note that the College will never ask you for your passwords or direct you to a third party site that would request your Clackamas log in information. 

8. Troubleshooting and Additional Resources

If you experience any issues with your CCC email or myClackamas account, please feel free to contact the following for assistance:

	Enrollment Services: registration@clackamas.edu

	Student Helpdesk: studenthelpdesk@clackamas.edu or 503-594-3100

Flash Alert: You can use your CCC email account when you sign up through Flash Alert for campus emergencies such as college closures. Flash Alert system does not automatically link to your CCC email account. Set-up your Flash Alert here: https://www.flashalert.net/signup.html. 



Last reviewed TBD. Maintained by CCC Registrar
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End of Year Student Engagement Survey - Spring 2016 


SURVEY BACKGROUND 


Administered to credit students Spring, 2016, this pilot survey - developed by JR in collaboration with faculty and staff - focused 
on a select set of items identified as particularly important to the college because of- 


- our values and commitment to students as well as 
- our strengths and gaps from our CCSSE and SENSE findings 


The survey shows the state of student engagement for CCC's: 


- transfer students; 
- career technical students; and, 
- "exploring" students. 


Use of a new online methodology purposefully connects student responses to existing and emerging data on each of these stu-
dents in our information system. This means we can: 


- more closely connect student experiences with CCC to their educational outcomes 
-. take a closer look at the responses by a greater ranges of student characteristics. 


What questions was this survey designed to answer? 
Move to the next page to find out! 







Survey Questions 	 I 


Questions for All Student Respondents - Transfer, CTE, and "Exploring" 
Use of Core Support Service, Opinion about Adequate Information and Support for Success, Primary Reasons for Diffi-


culty in Making Progress, and Engagement in Classroom Learning 


1. How often have students used select, core support services at CCC and how helpful did they find the services? (For example 
- career counseling, academic advising/planning from CCC advisors/career coaches, academic advising/planning at CCC from 
instructors) 


2. To what extent do they experience CCC as a college that provides adequate information and support? (For example - hav-
ing adequate information about financial assistance, obtaining financial assistance, advisor to set academic goals and create a 
plan for achieving them, instructors that clearly explain the academic and student support services available at this college, reg-
istration process is user-friendly, provides quality and timely information to help with selection of courses, etc.) 


What do students see as the primary reasons why they may be having dificulty making progress with their academic stud-
;? (For example - not feeling academically prepared, difficulty affording tuition and fees and/or books and supplies, family re-
onsibilities/childcare, transportation to and from class, getting the courses they need, not knowing what courses to take and 
ien, not knowing what they want to do with their education) 


How do students describe their engagement in classroom learning relative to key elements of learning taxonomy? (For cx-
iple - frequency of asking questions in class, discussing ideas from readings or classes with instructors from outside of class, 
rked harder than they thought they could, come to class without completing assignments, talked about career plans with an in-
uctor or an advisor, helped other students to learn, etc.) 


I Questions for the Transfer Student I I 	Questions for the Career Technical Student 	I 


I. How often have students used CCC career resources and how helpful have 
they found them? (For example - Career Resource Center, Career Coach, pro-
gram specific counseling and advising page, CCC catalog, CCC Career & Tech-
nical Programs webpages, CCC Career Services webpages.) 


2. What other resources have students used to learn about career interests? 


3. How well did CCC help them explore their personal, academic or career in-
terests? 


4. What else would help students explore their personal, academic or career 
interests? 


5. How confident are students that they will find a good career for themselves? 


6. To what extent do students view their overall student experience at CCC as 
having contributed to certain knowledge, skills and personal development 
about: acquiring work-related knowledge and skills; developing clearer career 
goals; gaining information about career opportunities; finding information about 
occupations and industries; understanding important trends in the workforce and 
how these might impact their career trajectory; thinking about whcih careers 
might be a better match for their personality and lifestyle; how volunteering, in-
ternships and cooperative work experiences (CWE) can fit into a comprehensive 
career plan; which classes to take and when to take them in order to meet educa-
tional goals; the requirements, skills and quality of training needed for the ca-
reer(s) of interest to them; and, who/where at CCC to go for help with career 


1. How often have students used CCC 
transfer resources and how helpful did they 
find them? (For example - Transfer Student 
Resource Center website, Transfer Student 
Resource Center Moodle, Transfer Student 
Resource Center Lab on Campus, Transfer 
Advisor, Annual Transfer Fair) 


2. How soon do students expect to transfer 
to a four year school? 


3. Where are students planning to transfer? 


4. To what extent are our transfer intent stu-
dents currently enrolled in the Degree Part-
nerships Program? 


5. Do they plan to obtain an Associate de-
gree before transfer? 


6. How many more credits do they antici-
pate completing before they transfer? 







End of Year Engagement Survey - Spring 2016 


Transfer Students 


Use and HepfuIness of Transfer Resources 


Findings: 


-The majority of students were not aware of or never used any of the colleges Transfer Resources. 


-Students were least aware of the Transfer Student Resource Center. 


-FT students were a little less aware of these resources than PT students. 


During this school year, how often have you used these 	During this school year, how often have you used these 


CCC transfer resources and how help fu have you found 	CCC transfer resources and how helpful have you found 
them? 	 them? 


Wasn't 	Never 	Rarely Sometim Often 	 Not at all Somewhat 	Very 
aware 	use 	use 	es use 	use 	 No opinion helpful 	helpful 	helpful 


a. Transfer Student FT .'. 18% 9% 7% 2% a. Transfer Student FT •'. 4% 12% 5% 
Resource Center - Resource Center  
Website PT 5% 10% 5% 


Website 
PT 2% 8% 10% 


b. Transfer Student FT 'Wi 16% 7% 7% 9% b. Transfer Student FT -Il 2% 14% 8% 
Resource C Resource Center 


Moodie 
5% 13% 


c. Transfer Student FT 4% 7% 4% ent c. Transfer Student FT FAT 2% 9% 5% 
Resource Center - Lab Resource Center - Lab 


on Campus 40/ 
0 


on Campus 
PT tP1VI 3% 8% 8% 


FT 14% 11% 2% d. Transfer Advisor FT LW 4% 14% 12% 
d. Transfer Advisor 


PT W 6% 6% 19% 


e. Annual Transfer Fair FT L h10% 7% e. Annual Transfer Fair FT 3% 9% 7% 
("Often" =3or more 
times) PT WiW 7% 6% 3% 


(Often" = 3 or more 
times) 


PT ;•. 2% 11% 5% 







End of Year Engagement Survey - Spring 2016 


GTE Students 


Use and Helpfulness of Career Resources 


Regarding 'student awareness" of CCC Career Resourcs, the highest level of awareness among GTE students are for the Catalog, Career Re-
source Center, and the Career Technical Programs webpages. There are three resources with higher levels of GTE students going unaware: 


- 39% of FT and 41% of PT students are not aware of Career Coach; 
- 26% of FT and 27% of PT students are not aware of the Counseling and Advising Moodle page; and, 
- 29% of FT and 27% of PT students are not aware of the CCC Career Services webpages. 


Referencing the response option of "often used," the most used CCC Career Resource - by far - is the "CCC Catalog." The other five Career 
Resources are 'sometimes" or "often used" by fewer than 40% of GTE students. The Career Resource Center is used significantly less often by 
the PT students, a group of students who rely heavily on the Catalog and to some extent the CTE Program webpages. 


To see a full view of the question simply click on the item and read the caption box 


Use: 
During this school year, how often have you used 
these CCC career resources and how helpful have you 
found them? 


Wasn't 	Never 	Rarely 	Often 
aware 	use 	use 	use & S.. 


During this school year, how often have you used these 
CCC career resources and how helpful have you found 
them? 


Not at all 	Somewhat 	Very 
helpful 	helpful 	helpful 


a. Career Resource Center here FT 14% 42% 22% 21% a. Career Resource Center here at 	FT 
at CCC. CCC. 


PT 8% 22% 11% P7 35% 


b. Career Coach, an online tool FT 38% 9% 7% b Career Coach an online tool to 	FT 44% 
to explore how a CCC degree explore how a CCC degree can 
can connect you with a greater connect you with a greater career 


35. 


career and learn about local job and learn about local job listings, 
listings, salary projections. PT 41% 39% 13% 7% salary projections, in-demand 	PT 0 


. 


in-demand careers and more, careers and more. 


c. Program specific Counseling FT 26% 41% 16% 16% c. Program specific Counseling 	FT 48% 	29 
and Advising Moodle and Advising Moodle counseling 
counseling advising page (e.g., advising page (e.g., a special page 
a special page through Moodle through Moodle connecting 
connecting students to a range PT 27% 41% 16% 16% students to a range of support and PT 19% - 
of support and career inforniati.. career information such as job an,. 


d. CCC d. CCC Catalog 	 FT 1% 39% 


PT 


e. CCC Career & Technical 19% 22% 21% 38% e. CCC Career & Technical 
Programs webpages Programs webpages 


PT 17% 24% 19% 40% PT 44% 


f. CCC Career Services T 29% 37% 17% 17% f. CCC Career Services webpages 	~T 5% 


91 webpages 


PT 27% 39% 20% 14% PT 11% _____ 
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Email Use Process – Employee

1. Authorization to Send Email to All Students

As the steward of the email process, Enrollment Services is responsible for directing the use of official student email. Any of the following individuals provide authorization to send emails to all students depending on the circumstances:

1. Dean and Associate Deans of Academic Foundations and Connections (AFaC)

1. College Registrar

1. College President and Vice-Presidents

1. Public Information Officer (PIO) in emergency situations only

1. Executive Director, Foundation (alumni only)



2. Educational Uses of Email

[bookmark: _GoBack]The following is to be used to determine which email addresses are to be used and when: 

· Prior to enrollment: email will be sent to prospective students’ secondary email accounts (e.g. Gmail, yahoo, etc.). The Registrar is responsible for oversight.

· Currently enrolled: messages must be sent to students’ CCC email account (including Advanced College Credit students). The Registrar is responsible for oversight for messages sent to the entire student body. For program specific or special interest messages, department chairs and/or directors are responsible for oversight.

· Classroom email: faculty will determine when CCC email will be used in their classes, and may specify their requirements in the course syllabus. These messages would be sent to students by faculty members on a class by class basis.

· Alumni and former students: email will be sent to the secondary email account. The Foundation is responsible for oversight.

· Replying to students’ email: Confidential and personally identifiable information, such as a Social Security Number, date of birth, or address or Student ID Number, should never be sent via email to a non @student.clackamas.edu email account. If a student requests confidential information via a third-party email provider, please ask that they use their CCC student email to discuss confidential or sensitive account information.

· 	The following types of information are likely okay to send in a “reply” email: class information, general college information, grades, general financial aid information and processes, changes to or cancellation of a class, etc.

· 	When in doubt, ask that the student send their request or question to you via their CCC email address. 

Note: All email communication MUST meet CAN-SPAM Act requirements. See Appendix A for additional information.

3. Student Expectations of Email Communication



Students are expected to check their CCC email at least weekly in order to stay current with college-related communications. Students have the responsibility to recognize that certain communications may be time-critical. “I didn’t check my email”, an error in forwarding email or email returned to the College with “Mailbox Full or “User Unknown” are not acceptable excuses for missing official college communications via email. 



4. Privacy

All CCC employees should use extreme caution when using both CCC and secondary email to communicate confidential or sensitive matters:

· Never put any portion of a Social Security Number in an email

· Do not put the student ID number in the subject line

· Include the following statement in your signature line: “Notice: This message is intended only for the personal and confidential use of the designated recipient(s) named above. If you are not the intended recipient of this message, you are notified that by law, any review, dissemination, distribution or copying of this message is strictly prohibited. In addition, if you have received this message in error, please advise the sender by e-mail and delete the message.”

· In general, email content is considered a public record that may be requested according to law.



If a student reports they believe someone else is using their email account, refer them to Enrollment Services.

APPENDIX A

Guidelines for the Use of Official Student Email Addresses

GENERAL GUIDELINES FOR GROUP MESSAGES

· Keep messages simple and direct

· Subject line of email must reflect content of the message 

· All emails deemed “Commercial” must contain an opt-out option. Commercial emails include:

· Advertising a new class offering

· Advertising an event to non-enrolled students

· Campaign or department newsletters

· Emails sent to all students must be used on a very limited basis. Examples include:

· Identification of safe space after the death of student or instructor

· Reminders regarding important deadlines (payment, registration, financial aid, changes to policies)

· Upcoming events that would apply to all students (athletic, Welcome Week, theater, etc.)

· When possible, send email messages only to the specific group of students for whom the message is pertinent. Always include why the student is receiving the email (e.g. “you are receiving this email because you are currently enrolled at CCC” or “you are receiving this email because you  are in the Welding program”)

· When a message is to be sent to many recipients, use an email program that will not list all the recipients in the message; alternatively, include all recipients' addresses as "Bcc:" instead of "To:"

· When a message is to be sent to more than 1,000 students, send separate mailings in groups of no more than 1,000 email addresses

· Do not send attachments when sending messages to groups of students 

· A "From:" or "Reply-to:" name and email address of the sender is required

Examples of Appropriate Use of Group Mass Email Communication:

· Graduation information

· Degree check information

· Notification concerning students' change of course schedules (drop/adds), general petitions, withdrawals, and financial matters

· Notification of cancellation of registration

· Financial aid processing issues and deadlines

· Academic departmental information such as class changes, registration issues, new courses, job-opening lists, and events

· Math and English placement information

· New student information about academic support services and academic policies

· Advising appointments

· Notices about student internships and workshops

· Payment deadlines and other Student Account information

· General Education Program information

· Surveys 

Examples of Inappropriate Uses of Group Mass Email (and Violation of the CAN-SPAM Act):

· Information unrelated to college business

· Solicitation (e.g. Girl Scout Cookies)

· Promoting political viewpoints

· Personal information

· Surveys that do not serve sanctioned college purposes

· Messages containing confidential information such as course grades, financial aid award amounts, or tuition/fee payment amounts





END OF PROCESS



Last reviewed TBD. Maintained by CCC Registrar






