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Purpose

The Division of Student Services (DOSS) strives to provide services and
programs for American Samoa Community College students to support their
educational, career, leadership, social and personal needs through involvement
in student organizations, service programs and campus events.

The Division of Student Services (DOSS) is student-centered dedicated to
assist, support, develop, empower and enrich students inside and outside the
classroom. DOSS goal is to provide quality and effective services to create a
positive, exciting college experience for all our students.

Scope

The Division of Student Services (DOSS) Standard Operating Procedures are
most relevant to the divisional staff providing services to students of ASCC.
Administrative offices, faculty and other divisions of the college who provide
support and assistance to students may also find the procedures relevant.

MESSAGE to DOSS staff

This is your working copy of the Standard Operating Procedures (SOPs)
Manual. SOPs are a key instrument for the operation and management of
student support services.

The Standard Operating Procedures were written with everyone’s input, and all
staff is accountable for following them. These SOPs enable us to be consistent
about expectations for every DOSS staff and to determine whether
performance meets, exceeds, or falls short of expectations. Be sure to read the
manual thoroughly and then review the sections that relate to your job. Discuss
any questions you have with your supervisor.

The Comprehensive Student Services SOP Manual is a living document that
will be updated as we identify better ways of performing our services and
respond to the needs of the students and of the community we serve.

DOSS Organizational Structure:

Dean of Student Services

e Reports directly to the Vice-President of Academic Affairs




e Opversees the Counseling, Library Services, Student Support & Learning
Services, Registrars(Records Office), Admissions, and Financial Aid

Program Director of Counseling
¢ Reports to the Dean of Student Services

¢ Opversees counseling services and student support &learning services

Program Director of Library Resources
e Reports to the Dean of Student Services

e Oversees ASCC college library services and information resources in
support of students and academic programs

Student Support and Learning Services Officer
e Reports to the Dean of Student Services

e Opversees Tutorials and other Learning Support Services

Registrar (Records Officer)
e Reports to the Dean of Student Services

e Opversees services to the community, faculty, staff, students and other
agencies by informing and safeguarding student academic records

Admission Officer
¢ Reports to the Dean of Student Services

e Opversees services to process admissions of students from entry, to enroll,
to graduation

Financial Aid Officer
¢ Reports to the Dean of Student Services

e Opversees financial aid services to prospective, returning and continuing
students of ASCC




DIVISION OF STUDENT SERVICES MISSION and

EXPECTED OUTCOMES

MISSION

1

he mission of the Division of Student Services (DOSS) is to support the educational
pursuits of all students attending ASCC through an active concern for high quality
services, student access, learning, progress, and success. DOSS ensures ease in
enrollment procedures, increase overall student enrollment and retention, and provide all

information, services, and assembling financial resources that are available to ASCC
prospective and enrolled students. We will strive to provide quality service to students,
faculty, staff, alumni, and other constituents of the college community.

DOSS commits to providing support for students’ academic pathways to success by
providing educational information resources and other facets of learning resources available.
We are also dedicated to ensuring the progression and success of students through the
academic arena in the areas of testing, admission, registration, academic/degree planning,
and graduation.'

EXPECTED OUTCOMES

Services and activities offered by DOSS are designed to support the overall mission of the
institution, as well as the division itself. Throughout a students’ tenure at ASCC, the students
will achieve the following outcomes:

(0]

(0]

Students will receive academic support and administrative services to support the DOSS
/ASCC mission.

DOSS possesses a combined Standard Operations Procedures (SOP) Manual which is
reviewed every year for improvement to efficiently and regularly serve ASCC
stakeholders.

Students are aware of, and participate in the various support services offered by DOSS
contributing to their educational pathways to success.

Students complete all administrative and other pertinent student activities within the
period of time scheduled for each term.

Students complete all administrative and other pertinent student activities within the
period of time scheduled for each term.
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SOP # DOSS-ADM

Responsibility Admissions Officer
Policy: Admissions

Page # Page 6 of 122 Scope Applicants

Title: ASCC Admissions ) 4 peviewed/Update Date  4/20/2018 8:18 PM
Application Process

Purpose

The purpose of this SOP is to describe the main procedures associated with the delivery of
key services and activities of the Admissions function of ARFAO.

Procedure

The primary aim of the Admissions Office is to process applications for admission to the
American Samoa Community College. This is done through electronic and direct application
routes. Admissions provide ASCC information required by applicants to make and move
their application from initial enquiry to enrolled student.

The primary procedures associated with the delivery of the above services include:

A. Providing an information service and supports to prospective students, parents, and
schools (See SOP#)

B. Processing applications through electronic and direct receipt (See SOP#)

C. Placement, SAT, ACT, test scores and orientation for all incoming students (See SOP
#)

D. Updating the Colleague System (See SOP #)

E. Student Data Changes (See SOP #)

These services and wide variety of duties are performed with an emphasis on customer
focus, and are delivered in collaboration and consultation with colleagues from both the
administrative and academic departments.

The Admissions Office is staffed by the Admissions Officer and one Admission Clerk.

References and Definitions

ASCC current Academic Catalog, Datatel/Colleague Recruitment/Admissions Management
Training Materials.




Responsibility Admission Officer

Page 7 of 122
ASCC

Page #

Title:

SOP #

Policy: ASCC
Admissions, Admission
Procedures, Early
Admission, Residency
Requirements

Scope
Last Reviewed/Update

DOSS-ADM

Providing an information
service and supports to
prospective students,
parents, and schools

Prospective Students

4/20/2018 8:18 PM

Outreach/Recruitment Date

Description

Recruitment initiatives are planned out for both the Fall and Spring terms. Fall recruitment
targets the general community, while the Spring recruitment targets all the high schools on
island, both private and public, and particularly the 11* and 12t graders. The intent and
focus of this recruitment is the ASCC and Financial Aid applications.

Recruitment is initiated by the Admissions Officer or it may be by request from the general
community. Responsibility for this process is shared amongst the staff of ARFAO.

Procedure

Fall Recruitment

1. Secure approval from the ARFAQO Director and the division Vice President;

2. Send out the recruitment letter to an identified community group requesting
recruitment presentation from ARFAO;

3. Organize presentation materials once response is received from the identified
site/individual;

4. Print and duplicate the following for informational handouts.

A. Admission Application

AMERICAN SAMOA COMMUNITY COLLEGE
Admission Application
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B. List of required documents (SEE Admission Requirements)

AMERICAN SAMOA COMMURNITY COLLEGE
P.O. BOX 1609
PAGO PAGO, AS 96799

RESIDENT STUDENTS:

1. Fill out the adrmssion application and subrmt the following documents:
{a) PASSPORT or BIRTH CERTIFICATE
If you're providing your birth certificate. then an American Samoa Government identification card is
required
(b) SOCIAL SECURITY CARD

2. Applicants under the age of 18 must submit

{a) High school diploma or
(b} General Education Diploma (GED), or

Spring Recruitment (Early Admission Students)

1. Secure approval from the ARFAO Director and the division Vice President;

2. Send out the recruitment letter to an identified community group requesting
recruitment presentation from ARFAO;

3. Organize presentation materials once response is received from the identified
site/individual;

4. Print and duplicate the following for informational handouts

A. Admission Application

AMERICAN SAMOA COMMUNITY COLLEGE
A \ Admisslon Application
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B. List of Required Documents (SEE Admission Requirements)

AMERICAN SAMOA COMMUNITY COLLEGE
P.O. BOX 2609
PAGO PAGO, AS 96799

RESIDENT STUDENTS:

1. TI'ill out the admission application and submit the following documents:
(a) PASSPORT or BTRTH CERTIFICATE
Tfyom’re providing yonr birth certificate, then an American Samoa (Government identification card is
recquired
(b)) SOCLAL SECURITY CARILY
2. Applicants undcr the age of 18 must submit

ta) High school diploma or
(b} General Cducation Diploma (GED)., or




In addition to the Admission Requirements, admission for Early Admission students will
include all of the following:

1. A letter initiated and signed by the high school principal or the
counselor

2. A letter of consent from the parent or legal guardian

3. High school transcript with a CGPA of 3.00.

NOTE: Insert financial aid_Eree Application for Federal Student Aid (FAFSA) and
information

SOP # DOSS-ADM

Processing applications
Policy: through electronic and

Responsibility Admission Officer

direct receipt

Page # Page 9 of 122 Scope Prospective Students

ASCC Admission Last Reviewed/Update

Title: Application Date

4/20/2018 8:18 PM

1. ASCC admission application is available from ARFAO or by accessing the ASCC
Admission Application on the school website at www.amsamoa.edu;

2. When the admission application is received, make sure that all required documents
are included; if any document is missing, please advise student (See Residency
Requirements Below)

3. Check the admission application to make sure that all required fields are completed
- Verify the admission application is signed by the applicant

4. Advise student on ASCC Placement Test dates, or to submit SAT, ACT, TOEFL scores
(if already taken)

5. Forward application to the Student Records Technician for data entry

Residency Requirements
All U.S. Citizens and U.S. Nationals may enroll as residents.

Additionally, a non-U.S. Citizen/National can apply for “American Samoa Residency Tuition Status” if
the student has resided in the Territory of American Samoa for FIVE consecutive years prior to
applying for admission. Application for AS Residency Tuition Status is available at the Admissions
and Records office. Supporting documents must be submitted along with the application

RESIDENT STUDENTS:
Fill out the admission application and submit copies of ALL the following documents:

1. Social Security Card
2. Passport




Note: If a passport is not available, provide your Birth Certificate AND your American Samoa
identification card.
Applicants under the age of 18 must submit at least ONE of the following:

High school diploma

General Education Diploma (GED)

Secondary School Certificate if entering from British system
U.S. Military Form DD214

=@

NON-RESIDENT STUDENTS:
Fill out the admission application and submit copies of ALL the following documents:

1. Passport or Birth Certificate
2. Social Security Card (if any)
3. Alien Registration Identification Card from A.S. Immigration Office (See Immigration
Classifications Listing)
4. Immigration Board Authorization (authorization to attend ASCC)
Applicants UNDER the AGE of 18 must submit ONE of the following:

High School Diploma

General Education Diploma (GED)

Secondary School Certificate if entering from the British System
U.S. Military Form DD214

pPOD =

Immigration Classifications Listing

According to the classifications from the ASG Immigration Office, ALL classifications are o.k. except for
the following that we have to make sure that the student provides a copy of the non-expired I.D. and
the Immigration Board authorization to attend ASCC. DO NOT ACCEPT ANY INCOMPLETE
APPLICATION UNLESS THE highlighted are attached with the admission application.

P4: The individual is a member of the professions, sciences or arts, and was authorized (after
1984) to reside in American Samoa, and such authorization is reviewed and renewed
annually.

P5: The individual is a skilled or unskilled laborer, and was authorized (after 1984) to reside in

American Samoa, and such authorization is reviewed and renewed annually.

DA: The individual was authorized (before 1985) to reside in American Samoa, and such
authorization is reviewed and renewed annually, or the individual is sponsor by an
American Samoan.

Individuals with other statuses (i.e. P1, P2, P3, P6, P7, AA, BA, & CA)

1. Accept application

2. Advise student to provide a copy of their immigration i.d. for our files.

3. Go to SOP #ARFAO-ADM-0002 on entering information in Datatel.

Note: Do not forget to “PERC” the expiration date of student Immigration identification using the day
before the expiration date.

10



SOP # DOSS-ADM

S .. . Local Placement, SAT,
Responsibility Admission Officer Policy: Placement Tests, ACT, TOEFL test scores
Testing Fees and Orientation for all

incoming students
Page # Page 11 of 122 Scope Prospective Students

ASCC Placement Last Reviewed/Update

Test Date 4/20/2018 8:18 PM

Title:

I. ASCC Placement Test

All new students are required to take the placement tests in Math and English.

Current SAT and ACT examination scores may be used for placement. The TOEFL exam
may be used for English placement, but must have been taken within the 12 months prior
to the date of application for admission.

Prior to the Scheduled Test Date

1. See Academic Calendar for placement test dates;

2. Arrange rooms for test before the scheduled test dates;

3. Make sure that there are rooms assigned for both the morning (9:00am) and
afternoon (1:00pm) test seating;

4. Contact the ELI department for Test Proctors;

5. Prepare and secure consultant contracts for payment of the test proctors;

6. Prepare all test materials for both Math and English subjects — make sure that there
are enough test materials with answer sheets;

Test Date

1. Direct students to the Finance Office to pay the listed testing fee of $10.00;

2. Advise students to provide payment receipt to the assigned test proctor(s);

3. After the test, test proctors must collect all test materials and answer sheets and
return to the Admissions Officer;

4. Answer sheets for the English Writing and Reading tests are to be corrected by the
ELI department assigned test proctors;

5. Answer sheets for the Math test are to be corrected by the Admissions Officer;

Test Scores

1. Raw test scores for ASCC placement test for English (Reading and Writing) and Math
are rated to equivalent placement scores using the Placement Testing Scale chart for
ASCC;

2. Raw test scores listed on the SAT score sheet provided by student are also rated to
equivalent placement scores using the Placement Testing Scale for SAT;

3. Use the guidelines
(http://collegeappls.about.com/od/standardizedtests/a/convertSAT2ACT.HTM) for
converting the ACT Composite Scores to SAT Scores and find the equivalencies to
ASCC placement scores;

4. See guidelines for TOEFL score equivalencies to ASCC English placement

5. Prepare a spreadsheet with student’s placement English (Reading and Writing) and
Math scores ready for data entry (see #)

1



NOTE: Late Placement Test follows the same guidelines as the regular placement
test.
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11. New Student Orientation

Perform the following once the Student Services Division has the program set up for the
New Student Orientation

1. Obtain all student e-mail addresses from the new admission applications for the
upcoming term;

2. Create a mass e-mail to the prospective students informing them of the upcoming
New Student Orientation;

12



3. Prepare the New Student Orientation package of information which includes the

following:
a. Upcoming term/semester academic calendar
b. Copy of the sample student academic transcript
c. Copy of the registration form
d. Copy of the add/drop form
e. Copy of the withdrawal form
f. FERPA information

g. Registration guidelines
4. Arrange presentation for the scheduled New Student Orientation

SOP # DOSS-ADM

Admission Officer
Responsibility Student Records . Data entering of
Technician Policy: admission application

Page # Page 13 of 122 Scope Internal Process

Title: Updating the Last Reviewed/Update Date  4/20/2018 8:18 PM
Colleague System

I. Entering a “New Applicant” for Admission

Go to SHAP (Short Application Entry)

SHAP-Shoit Apphoation E ntiv i

Stant Tern  2008FAZ008 Fall 5 emestar Appl Dt 0B/11/08 55
LT I 208 2008 - 2010 Calslog M mritsl Statl  Sinale -
Acad Fgm [NEEEIFT Ll Fles Stat FES FAesiden
Looation Frivacy -
[RFENISS S A A0 Academic Allars Difice Spacial Serv [,'l_l - ||
Degres Associate of Aits Veteran [1] -
tMajors [1] [Liberal Afts = Fiy intent
Admit Stat NEW Mew to ASCC Intendsd Load -
Ed Goals/Dt [1] 273 -~ DBA1/08 [ = Emplosment ]
Orig Ed Goal Ad4 A8 Degieas - Studeant Type
Citizern  AS American Samos ﬂ Bal/Pay MNow r—] (]
Languasge EN Enalizh - Addnlinfo = &)
Appl Stat RS Decisicn
Institutions Attended Yoars Attendad Grad Typs
(3] Clark Collsgs ™) I - - -
CZ7) University of Hawaii - Hilo ™) = - -
3 ] = -
Controller Ed Goals Values 151
Field Description Examples/Notes
Start Term Anticipated Term of Entry 2008FA
Catalog What catalog will the student be following 2008
Acad Pgm Entry of academic program person seeking LIBART.AA

13



Admit Stat Enter the admit status of applicant NEW

Citizen Enter the applicant’s citizenship AS — American
Samoa

Language Enter primary language of applicant EN — English

Appl Dt Today’s date will default or change 06/11/08

Marital Stat Enter the marital status Sin - Single

Res Stat Enter the resident status (note this will be used for RES — Resident

billing)

Special Serv

Enter the special services, if applicable or blank

Student Type

Enter the applicable student type (will be used for
billing)

Appl Stat **The default status will be APPL for applied. Change | APPL
only if necessary for a new applicant. Once decision
made, change to MS for move to student.
Institutions Enter the institutional name (use proper lookup
Attended techniques), enter the years attended or end year for
high school, and grad type for high school only
Department Will automatically upload information AAO
Degrees Associate of Arts
Majors Liberal Arts

** |n order for an applicant to be able to register, Appl Stat must be changed from APPL

to MS

Detail to “Addl Info”

Select BIO (Biographic information) to enter birthplace

MEMU

N Select Item

n
S5TR - Secondary School Transcript._.
EXTS - External Transcript Summary .
TSUM - Test Summary.__.

WNWCWS - Noncourse Work Summary_ ..
ARFA - Application References/Appts. .
HACT - Applicant Honors/Activities
ADFR - Admit From.__.

FPER - Foreign Person__. -

m

Selected Item

O

14




BIO-Biographic Information |
Test. Mr. Lam ID: 0004125 SSN: 000-00-4122
Pago Pago AS 96799 Home: 633-1234
Source [1] Ni= ID 0004125
Origin/Dt ¢
Prefix Mr -
Name LFM =
Suffix -
Pref Name Mr. Lam Test
Mail Name E] Mr. Lam Test =
Nickname
Birth LFM
Other LFM S
——p Birthplace Pago Pago. As
Ethnic E] - Race E] A=
Archived Ethnic SAM Samoan
Status A Active Gender M Birth Date
SSN 000-00-4122 Privacy - Deceased Date
Mar Stat Dirctry - Entry Date  09/08/2008
Citizen AS American Sa Last Changed 03/22/13

Field Description Example / Notes
Birthplace Enter the Applicant’s Pago Pago, As
birthplace
Please note that you have to
enter the City, State/Country
Ethnic Enter the student’s ethnicity HIS — Hispanic/Latino
accordingly NHS — NonHispanic/Latino
Race Enter the student’s race
accordingly

Archived Ethnic, Status, SSN
Mar Stat, Citizen, Gender,
Privacy, Dirctry, Birth Date,
Deceased Date

Please make sure to re-check
the information before saving
out of screen.

Once saved out, go to “EMER” to enter the student’s Emergency Contact Information.

15




MEMU

Select ltem

MNCwW'S - Moncourse Work Summary. .. -
ARFA - Application References/Sppts.

| HALCT - Applicant Honors/Activities. | LI
ADFR - Admit From... | N
FFER - Foreign Perzon...

EMER - Emergency [nfarmation. ..
FGELC - Parm Evaluation/Cuztorization. ..
CASk - Contact and Appt Summary. .. Bl

Selected Item

| [ oe | [ Cancel | [ Help |

SHAP-Shart Application Entry | EMER-Emergency Information |

Ermergency Contact Mamse R elationship
D avtimme Phone E wening Phone Other Phone Effective D ate
Test, kMather 11,2213 -
E99-0123 ES9-45E7 258-8910 1142220132
a7
=
Hoszpital Freference
Health Conditions in case of ERHMER - -
- -
Inzurance Info -
Cormments -
= -
=)
. -
Element Emergency Contactks Walue 1.1
If the person indicated special accommodations, the bottom of the EMER(Emergency
Information) form must be completed.
Field Description Notes/Example
Emergency Contact Enter emergency contact name and Test, Mother
Name relationship
Daytime Phone Enter emergency daytime phone number 699-0123
Evening Phone Enter emergency evening phone number 699-4567
Other Phone Enter emergency other phone number 258-8910

Information on students with ASG Immigration Identification should be entered in
FPER(Foreign Person) form.

16



MEML

Select lberm

ADFR - Sdmit Frol
FFPER - Foreign F

MHCWS - Moncourse “ork Surmmary. .. -
ARFA - Application References Appts. .
[] HALCT - .-'l'q.pplic:.ant Hornors ductivities. ..

EMEFR - Emergency [Nl Dmation...
FGELC - Pgm EvaluationACustomization. . .
Ca5k - Contact and Appt Summarsy. .. £

Selected [tem

[ Cancel ] [

Help ]

| SHAP-S hort Application E ke | FPER-For=ign Person |

Alien Status"FHeg Hu R
“Wiza Tupe
Citizenship Counkrg

R esidence Country
Immigration Status

Secondary Languages
Mo “r= Inst Home Languages [nstr
Inzst Home Language Instr Counkry

FHonimmigrant [nkl Stg
E =change “Wisitar

|10 OO0O47 2

10-00-41 22

Country Entry D ate
Eirthh City
Eirth Country

fative Language
Frimary Language

=]
=]

Cormm kMgmt 5=
Flame and Addr >

=]
=]

Enter the following information:

Reszident Alien - SERT12345
4 FPermanent Besident -
[ S]
A5 Armerican Samoa
R - Resident Alien -
Apia
WS Samoa [western Samoa)

Travel Docs

=)

Field

Description

Example/Notes

Alien Status/Reg
Nu

Enter the applicant’s alien status based on the
Immigration Status listed on the ASG
Immigration Board Authorization

R Resident Alien

Reg/Nu Enter the ARN number on the ASG Immigration ARN12345
Identification

Visa Type Enter the Immigration type listed on the ASG CA Permanent
Immigration Board Authorization Resident

Citizenship List country of citizenship — where applicant was | WS

Country born

Residence Country

List country of residence — does not necessarily
mean an applicant’s place o birth

AS American
Samoa

Immigration

Enter the applicant’s immigration status based

RA — Resident

Status on the ASG Immigration Board Authorization Alien
Birth City Enter the applicant’s birth city Apia
Birth Country Enter the applicant’s birth country WS

17




NOTE: Should you still be missing a document (i.e. SSC, Identification, etc.) and need to
place a restriction hold on the applicant’s record, enter PERC and enter the restriction

accordingly.

PERLC-Person Restrictions L

FAr. Lam

10 OO0

» Pago

R estrictions
LAR0O Acadernic Status

| ot | |t f =] =] =2

S ewverity Enrnd Dt

AAARARFAAAAIAAD

O ffice Cormm  Fatifp?
REG >

[

m

Field Description Example/Notes
Restrictions Enter the type of restriction ARO Academic Status
Start Dt Enter when the restriction should commence

End Dt May be left blank or enter a specific end date

Comm Detail if you want to enter details about the restrictions | X — shows when

there’s comments
entered

NOTE: Make sure to date and sign the entered comments.

FERC-Perzon Restrictions | UTEC-Restriction Comments |

Comments

Heed copy of S55H
21 How 2013 01:59pm 2 Sifa Tuitcasi
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11. Entering “Placement Test Scores”’

Once the Excel spreadsheet listing of English and Math Placement scores are received, go to
TSUM (Test Summary) to enter raw test score information. This is the same for when SAT
scores are received from mail or from applicant.

TSUM-T est Summarny |

1r. Lam

Adrmizsions T ests Eqg Dt Taken Score Pct Source Statusz Status Dt
Ao v T et ] ve= M| 0s:26/10 = N O5/260 -
ASCC Reading Test ] ves M| 05426410 25 = 05/26/10

=) =
Eqg Dt Taken Score Pct Source Statusz Status Dt
=) -
| il o il
=) =) =
Eqg Dt Taken Score Pct Source Statusz Status Dt
=) =) -
| il o il
=) =) =
Controller Admizzions Tests A dding Waluse =
Admizszions Test Looklp
Field Description Example/Notes
Admissions Once the Admission Test is entered, Ascc.W Test
Tests pressing the “Enter” key will take you to

the Test Scores form
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TSUR-Test Surmmarny | TEST-Test Scores

1D: 00047 :

SaT Reading Std Test D

Category

Date Taken Source -
Score/Pct E Special Cir - |l
Score Index | hstitution
Subtests Score Pct Form MNarne
- Form Murnber
Comments E] =
Subcomponent Score FPct Equivalency Mo !]
=] Tupe
Status -
Status Date (e
Credit Credit Type Acad Lwl Subject Course Lwl Crept Status
] I (E] - I - -
) I (E - . - -
Field Description Example/Notes
Title Title of the Test SAT Reading
Date Taken Enter in the date the student took the 11/22/13
test
Score/Pct Enter in raw test score

NOTE: If another test score is needed, then enter it at the next Test Look Up prompt. If

no other test score is needed, simply press “Enter” or click finish to return to the TSUM
form.

I1l. To assign advisors for students GO to SACP (Student Academic Program)

Type student Name in person lookup and press ENTER
SACP-Student Academic Program |

Test, Mr. Lam

Pago Pago AS 96799

Acad Program CIAS Associate of Science in Criminal Justice

Academic Lvl UG Class Lvl FR Acad L] Standing
Status/Dt'Opr  FVGGEWE - !] 03/25/13  MLGALEAI
Location/Catalog
Admit Status
Dept/Div/School [SlIMe TR ML TS Academic Affai

-

Ant Cmpl DEMM/YY | 03/15

Acad Standng/ Dt
Start/End Dt

Degree AS Associate of Science

ccps | 1| <
Majors | 1 |/CJ Criminal Justice <
Minrs [1] o
Specializations | 1 | ag
Program Additions ] Advisors I Printed Comments )
DAEva/Cust I Counselors | I} Comments I

Detail to “advisors”
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SACP-Smdent Academic Program = STAD-Student Advisor Listing

Test, Mr. Lam ID: 0004125 SSN: 000-00-4122

Pago Pago AS 96799 Home: 633-1234

Advisor ype Start Dt End Date Academic Program

Lol

FEEEEERE RN EEE
AR AR

Detail to “blue box”

e Type faculty name in Faculty Look Up and Save to view the next window

| SACP-Student Academic Program | STAD-Student Advisor Listing | FADT-Faculty Advisee Detail | FADT-Faculty Advisee Detail
PERSON Lookup Screen
using PERSON, View: Faculty
E] Seg: Name ARddress SSN
ID, Status (Reunion Class) Entry Date
Source (Birth Name) Where Used Birth Date
1} 1l: Mageo, Mark Onosai P.O. Box 1628 586-24-0653
0002113 Pago Pago, AS 967989 07/30/08
FAC, VEN, HRF, EMP 04/23/63
0
=
0
Controller LookUp Resolution Page 1/1
Seqg Number, (F)lag, (S)ort/Select: ‘ |4 E]

Select faculty name by entering the number under controller LookUp and press the save
icon or just press the Enter key.

Note: Advisors are assigned according to the students program
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Mageo, Mr. Mark O.

Pago Pago AS Y6799

Career Goals m

Educational Goals [ 1 |
Counselor/ Type/Dt E

Start Date
End Date

03/07/14

Type

Acad Program

Home:

Advisee 0004125

ID: 0002113 SSN: 586-24-0693

699-7448

Mr. Lam Test

Academic Level

The advisors name will appear on the top left corner

SACP-Student Academic Program | STAD-Student Advisor Listing | FADT-Faculty Advisee Detail

i 4

Graduation Date

Field

Description

Example / Notes

Type

Select “major” from
dropdown menu

Start Date

End Date

03/07/14

Type |

MAJOR Major
GEN  General

Acad Program VET Veteran

NOTES: After selecting “major” from the dropdown menu enter the students
Academic program to automatically view the academic level and graduation date

03/07/14

Start Date
End Date

Type MAJOR Major

Acad Program

/ CIAS

Academic Level

e

Graduation Date

/' 03/15

Responsibility Admission Officer

SOP #

DOSS-ADM
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Student Records Data Entering Student
Technician Data Change
Policy: (Academic Program,
Name, Address, Phone,
etc.)

Page 23 of 122 Scope Internal Process

Student Data

Last Reviewed/Update Date = 4/20/2018 8:18 PM
Changes

Changing a Student’s Academic Program

1. Go to RGPE (Registration Person Entry) and type the students name in person
lookup and press Enter

Notes: Make sure the SS# and DOB matches the person that you’re trying to add/drop a
major or to change the name (Note: see Documents Required to Change a Student’s
Name in Datatel). Select the person by entering the number in the controller lookup
resolution and press the save icon or just press the Enter key.

RGPE-Registration Person Entry | RGPE-Registration Person Entry
PERSON Lookup Screen
using PERSON, View: Combined
|_| Seg: Name 2ddress SSN
ID, Status (Reunion Class) Entry Date
Source (Birth Name) Where Used Birth Date
1l: Test, Lam PO Box 1234 000-00-4122 44—
0004125, Active Pago Pago, AS 96799 09/08/08
(Test) PER, STU 01/14/9%6 «——
Controller LookUp Resclution Page 1/1
Seqg Number, (F)lag, (V) iew, (S)ort/Select, (A)dd: 1

T~
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RGPE-Registration Person Entry

REGSTA
Prefiv/ Name (LFM) M. - sl Lam
Address [ 1 | PO Box 1234 IF -
CSZ/Cnty Pago Pago AS 96799 MAL Malaeloa
Res Cnty/State MATL Malaeloa AS American Samoa
Country AS American Samoa
Phone/Ext/Iype \ | =
OriginDare -
SEN 000-00-4122 Birth Date 01/14/1996 Gender M
High School St Year Fnd Year CCDs MMYR Grad Type

Lol -

Ethnic [ 1 | -2 Race [ 1 | B

Archived Ethnic SAM Samoan

Directory/Privacy -
Stu Types/Date E]

StwudentInfo X )
Res Status/Date E] EES Aesident App Info E]

Acad Programs Calalog Slal Adiin Stal Load Intenl FA Inlent Stazl Term

[1] cias IF 2012 AAct - E

Start Date End Date [ 1 | - I E

Home Location m MAP Mapusaga Campus

Controller Phone Adding Valie 2

2. Detail in blue box where it says Acad. Programs
Note: This will direct you back to SACP window

RGPE-Registration Person Entry| SACP-Student Academic Program |

Test, Mr. Lam

Pago Pago AS

Acad Program: 5 Associate of Science in Criminal Justice

Acad Lvl Standing
03/25/13 M.GALEAI

2012 2012 - 2014 Catalog

-

Ant Cmpl DEMM/YY | 03/15

Degree AS Associate of Science

CccDs [1 ]

Majors |1 | CJ Criminal Justice
Minors E]

Speciaasions [ 1

.

Program Additions !] Advisors X !] Printed Comments
DAEvalCust [ Counsclors ] Comments

il
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3. Use the dropdown menu to change “Active” to “Change” if the student is changing
majors

NOTES: the same process is used if student wants to “Add” a major. When a student is
adding a major make sure to select “Active” as status.

- Blao @ X& 7 @ @
| RGPE-Registration Person Entry| SACP-Student Academic Program

Test. Mr. Lam ID: 0004125 SSN
Pago Pago AS 96799 Home:

Acad Program: LIBART AA Associate of Arts in Liberal Arts

Academic [~ UG Class L+l FR Acad L+l Standing
03/08/14 A SENE

Active
Potential
Withdrawn
Changed
Graduated -
BF) oe@ Ant Compl Dt MMIYY  09/10
Degree AA Associate of Arts
ccps [ 1 | L
Majors | 1 | LBART Liberal Arts o
= o
Specializations | 1 | O
Program Additions [T} Advisors X I Printed Comments

|
DAEvalCust  [IFF) Counselors I Comments |

When done, press the save icon on the top menu bar and select “Update” to update the
information that’s been changed and it will direct you back to RGPE. View the changes
made to student’s academic program by scrolling down using the arrows on the far right to
view the active program and the program that has been changed.

Acad Programs Cala]og Stat Admin Stat Load Intent FA Intent Start Term
(1] cras t] AAct v =
Ywm - G :
Home Location | 1 | MAP Mapusaga 08121/08 5
Acad Progx Stat AdminStat  Load Intent FA Intent e
2] !] 2012 C Cha - 2
Start Date End Date [ 1 | .

Home Location E] MAP Mapusaga Campus

| Field Description | Example / Notes |
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Status

e A Act for Active
academic program

e C Cha for Change of
academic program

e As shown above the
students Active
major is Criminal
Justice.

e As shown above the
student Changed
major from AA Liberal
Arts to AS Criminal
Justice

Changing a Student’s Name

IMPORTANT: DO NOT change a student’s name OR Social Security Number unless
the required documents are provided — SEE Documents required to change a
student’s name in Datatel

1. Go to RGPE and type student name in person lookup and press ENTER

Simply highlight the first name or last name (depend on what needs to be changed) and
type the corrected name and press the “tap key” on the keyboard. The system (Datatel) will
automatically prompt you if this is a name change

Iy =] 25

Prefiz’ Mame (LEM)
Address

C5ZCnty

Bes CorySeate
Comniry
Phione Ext Type
Orrigin'Tiate

BEN

High School

Ethnic
Archived Eibmic
Iechery Ty
Stu Types Thate
Res SratnDae
Acnd Prograrm
[1] cras

Hamie Locaben

RGPE-Rrgriration Person Enlry

Sttt End Dt |

M. -
1 | PO Box 1234

Pagn Paga

MAL Malzedoa

AS American Sameca
1 |633.1234

LLeiEe ) e

Press “Yes” if it's a name change

REGSTA

hoce | N
E
AS L6780 MAL Mazzloa
AL Americm Samoa
aa
Gender M
MMVE Crnd Type
.
 |FE Soudent T % )
WS aro o | I
Ak Sl Lo [=hemt Fé& Intent Stet Term
I
[ _osz1 o] H :

Press “No” if it was an error on how it was entered in Datatel or incorrect on the social

security card
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ROPE-Regiiration Person Entry

I =125

BEGETA

P Neme LN e - T o
Address [(1 | POBox 1234 [ S
C5ZCoty  Pago Page AS  sg7on WAL Maheloa
Rz Coby'Sonie MAT Malacioa AE Anverican Sanoa
Cootry AS American Somsoa
PhoneExtTupe | 1 | 633-1334
Ooriginy Dhate
SEN  000-00-4122
High Schosl
Etoic 1] g
Archived Bt SAM Samasn
Directon: Prnacy - -
St TyprsDae [ 1) I soudent fnfr % ¥
Fes StatmDate | 1| RES Resdest 'IEEEE apptate |
Acad Progmm Catalag Saal Addein Sl Ll [mleml A Irbent Start Term
(1] cras | 2012 Adct .
St Dute Endl Date [ ] - .....Eg:
Home Locaton [ 1 MAP Mispusga Canps WD & =R

Another message will prompt- “Is this a (B)irth name or (O)ther name change”

Press “B” for birth name (this is usually used in cases such as maiden names and
married names)

Press “O” if it is a correction on a typo or by court order

Save out by using the save icon on the top menu bar and press Update to update the
changes made to the student’s name.

To view how the system captured both names simply:
Go to TRAN (student transcript)and type the student name where it says student
and view the student’s transcript

bdvising Academic Becord

\ﬂa_ms_fu

Mr. Lam Ascc ID Number: 0004125

BD Box 1234 55M: 000-00-41Z22

Pago Pago A5 967935 Birth Date: 01/14/9& /
LMERTICAN SLMOR Birth Name: Test, Lam

On the top right side of the transcript shows the student’s birth name. On the top left side
shows the legal student name that the student is currently using or by request for data
change.

Documents required to change a student’s name in Datatel

v" Social security card with changed name
v' Affidavit should be attached with the birth certificate
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Notes: Students are required to fill out the Data Change Form and submit it with the
required documents.

STUDENT DATA CHAMGE FORM

Chenging a student's racord requires updating your studant filed records. To help us
manamize accuracy. plaass complate this torm legibly.

This form iz uzed only for changeafcarractions 1o your name, sacial security
number, mailing address, telephona number or major. Sefer o e reverse
side of his farm far 2 listng of acceptable documentalion to eMact your requested

shange.
NEFOBMATION C:LiHFlEi\ITL‘fI BRECORDED M ASCC STUDENT FILES:
Current Social Securnty Number: - R
Current Name on fila:
LAST) FIFST) (MIDCLE)
Are you currently enrolled at American Samoa Community Collega? YES __NO
! ED
[Pleass 1 nly ifems o be changed'cormacted)

Social Security NMumber should ba:

Lagal Mame should be

(LAST) (FIRET (MICDLE]}

Mew Addrass should be:

Willage Fhgrna Mumoer

e | (o)

Degres/Cartificate (AA. AS, Cer) for new major

Signatura: Date: —

ADMISSIONS & RECORDE USE ONLY
Verified by if mot complated, raason:

Doc. bype e — . _— R ===

Date update

comoisted: - -

First section of the Data form

1. Write current social security number
2. Write current name on file
3. Answer Yes or No if student is currently in school

Note: If any changes or correction has to be made to the students information on file,
student must fill out the ITEMS TO BE CHANGED/CORRECTED section.

Items to be changed /corrected

Write down correct social security number

Write legal name the student should be using

Write down correct address including the phone number

New Address

Major (from Old to New or to Add on a second major program of study)

ahwNE
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COUNSELING

NOTES: Please review the step by step processes for counseling; i.e. Intake,
Referral, Follow up according to the Comprehensive Counseling diagram. Please
consider including the forms and explaining further....
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Responsibility é:l?n(;zli .

Page #

Academic

Title: Counseling

Description:

Policy:

Scope

Last Reviewed/Update Date

DOSS-COUNS

Academic, Career,
Diversity, Personal,
Transfer/Alumni, and
Veterans Affairs
Counseling

All Continuing
Students

4/20/2018 8:18 PM

Counseling services provide academic, career, personal, transfer, veterans, and diversity
counseling, assists with orientation of new students, implement outreach activities, offer
crisis intervention, and optimize follow up and referral services to all current, prospective,

and the community.

Counseling services goal is to provide quality assistance that will create a safe, supportive
and affirming student environment. Counseling is available to diverse student population
requiring assistance, and students are encouraged to seek help from the following

counselors:

Students:

- Traditional

- Non-Traditional

- Student(s) with
disability

Counseling Services

Academic
Career
Diversity
Personal
Transfer
VA

Comprehensive Counseling Services Student Process
“Fostering Learning Challenging the Mind.”

Intake - sign-in
Assessment
Plan of Action
Documentation
Follow-up

HOW students are informed:
- 411 Newsletter

New Student Orientation
Brochures
Flyers
Bulletin Boards
Catalog
Word of Mouth
Counseling Activities
SGA Activities
Referrals
Other ASCC Newsletters
ASCC Website
Outreach

LOCATION:
Coleman Building

CONTACT INFO:

Phone: 699-9155 ext. 326, 362. 377. 426. 480
Emafh o _
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Academic Counseling

Procedures:

When students request academic counseling, either by walk-ins, by appointment, or by
referral, please follow the listed steps:

(a) Intake

a. Student completes and signs the form which contains the student’s background
information, and purpose of visit.
b. The counselor assesses the information on the form and provides preliminary
counseling.
c. Set up a schedule for future sessions with the student if need be.
2. Refer (to further counseling, tutors, lab, ...)
3. Follow-up (for improvements, or for further assessment, ...)

1. Counsel students with low grades and students on academic probation and create an
academic plan to improve their progress.

2. Counsel students with low grades and students on academic probation and create an
academic plan to improve their progress.

3. Conducts follow up and document student progress.

Academic: Low Grade Counseling

SOP # DOSS-COUNS

Responsibility égt?nzjﬁ)rs

Policy: Counseling

All Continuing

Page # Scope Students

Title: Low Grade Last Reviewed/Update Date  4/20/2018 8:18 PM
Counseling

Location: Coleman Building, inside current cafeteria area

Description:

The Low grade reporting period as scheduled in the college calendar occurs four weeks after
instruction begins every semester except for the summer sessions. However, this should not
stop college instructors from referring their students to the counselors during the summer
sessions. This is a Counseling intervention effort to help faculty and students assess their
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academic progress in the class and discuss a plan to assist students in completing the class
successfully or other necessary options agreed on by the instructor and student.

Procedures:

A. The Program Director of Counseling or assigned Counselor will send out a general
memo to the Dean of Academics and Faculty reminding them of the Low Grade
period and the process of student referral:

1. Faculty can refer their students to the counseling services offices located in the
Cafeteria to any of the counselors listed on the form.

2. It is the responsibility of the teacher to make sure that the referred student
meets with the designated counselor as soon as possible to begin academic plans
to reach a successful solution to the student’s academic problems.

3. The designated counselor will be responsible to review and assess the instructor’s
referral request to begin discussions and generate an effective plan of action
ensuring student success and retention.

4. Student is responsible for returning the referral form with an agreed on plan to
their teacher with recommendations and a plan of action to best support the
student in their academic effort. Counselor must sign the form for confirmation of
services provided.

5. If necessary, follow-up on student progress will be completed by the service(s)
assisting the student with an email to the designated counselor as well before the
end of the semester or session.

6. Counselors are responsible for submitting data for Bi-weekly and Quarterly
Reports.

Personal Counseling

SOP # DOSS-COUNS-PERS

Responsibility Personal Counselor
Policy: Counseling

All Continuing
Page # Scope Students; All
Prospective Students

Personal Counseling
YANA

Title: Last Reviewed/Update Date  4/20/2018 8:18 PM

Description:

The Personal Counselor provides personal counseling support services to all students at
ASCC.

32



When students request personal counseling, either by walk-ins, by appointment, or by
referral, please follow the listed steps:

(b) Intake
d. Student completes and signs the form which contains the student’s background
information, and purpose of visit.
e. The counselor assesses the information on the form and provides preliminary
counseling.
f. Set up a schedule for future sessions with the student if need be.
2. Refer (to further counseling, tutors, lab, ...)
3. Follow-up (for improvements, or for further assessment, ...)

Procedures:

1. The counselor starts the intake process with the students, as follow:
(a) The student signs the monthly data sheet, which contains the student’s
background information and purpose of visit.
(b) The counselor assesses the needs and/or issue of concern

2. Based on information collected, counseling will take place with the student to
ensure s/he is aware that help is available (but not limited to) through:
(a) On-going counseling
(b) You Are Not Alone (Y.A.N.A.) Crisis Line:252-YANA (9262)
(c) Peer Mentors
(d) Other related services (off campus if needed)

3. The counselor will then follow-up (if necessary) with the student for any update
or progress.

4. For cases that might require professional intervention and/or further outside
assistance, the counselor will inform the supervisor whereby, appropriate referral
will take place in accordance with ASCC policies and procedures.

The You Are Not Alone (Y.A.N.A)) Crisis Line: 252-9262 is available (24 hour) to
students (but not limited to) who are in need or want someone to talk to. The
personal counselor secures and monitors the YANA phone services.

Procedures:

1. The counselor maintains and safeguard the phone at all times:
a. Charge the phone to ensure battery is always up and running
b. Protect and secure the phone to avoid lost, misplaced or stolen

2. The counselor will monitor all incoming calls and document data which includes,
but not limited to:

Name of the caller (if required)

Reason or purpose for calling

Duration of Call

Other necessary information

aoop
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3. When a call is received, the counselor must inform the caller that we value
confidentiality and allow the person to talk before any counseling or intervention
occurs.

4. If necessary, referral to other service providers will be recommended (if caller
request for more information).

5. The counselor reports and submits data in the Quarterly Reports.

Transfer/Alumni Counseling

SOP # DOSS-COUNS-TRANS

I Transfer/Alumni
Responsibility Counselor

Policy: Counseling

All Continuing

Page # Scope Students; Alumni

Title: Transfer Counseling Last Reviewed/Update Date  4/20/2018 8:18 PM

Description:

The Transfer/Alumni Counselor provides assistance to ASCC students who are planning to
transfer or are in the process of transferring to an off-island college or university.

1. How to assist with students needing transferring to institutions of higher education
2. How to assist students needing transferring to the workforce

Procedures:

1. The Counselor starts the intake process with the student, that is:
(a) Student signs the counseling monthly data sheet
(b) Counselor assesses the student’s transferability issue or concern

2. Counselor conducts research and collects information of the student’s
transferability issue e.g. the student’s school(s) of choice, application
requirements, deadlines, financing options, etc.

3. Based on the information collected, a transfer plan of action is developed to initiate
the student’s transfer process

4. The transfer plan of action is presented to and reviewed with the student and
ensure the student fully understands it.
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5. Follow-up and track student’s transfer progress whether the student has completed

the transfer application, submitted official transcripts, or if the transfer application
has been accepted or rejected. The counselor provides assistance when necessary.

Career Counseling

SOP # DOSS-COUNS-CAR

Responsibility Career Counselor

Page #

Title:

Policy: Counseling

All Continuing
Students; Alumni

Scope

Career Counseling Last Reviewed/Update Date = 4/20/2018 8:18 PM

Description:

The Ca

reer Counselor works with the students in career exploration and planning and guides

them through the career and life-planning process.

1. How to assist students needing transferring to the workforce
2. How to assist students needing career information, preparations, etc.
Procedures:

1. A student who needs career counseling must begin the intake process by filling out
an initial counseling form that contains student basic personal and college
information and purpose of visit.

2. The counselor assesses the student’s career need or concern.

3. The counselor conducts research and collects information regarding the student’s
career need. Based on the information collected, a career counseling plan of action
is developed.

4. Work with instructors and tutors to ensure students’ learning needs are met.

5. Periodically follow up on student’s learning progress and document student’s
development.

6. For additional assistance, contact the respective community agencies in securing the

assistive technologies and learning materials.

Diversity Counseling
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DOSS-COUNS-DIV

Program Director of
Counseling Counseling

Responsibility

All Continuing
Students; All Students
needing Reasonable
Accommodations
(prospective and
current students)

Diversity Counseling Last Reviewed/Update Date = 4/20/2018 8:18 PM

Description:

The Diversity Counselor provides counseling support services to students with certified
disabilities at ASCC. Student with disabilities are encouraged to contact the Student
Services in advance to ensure special and reasonable accommodations.
Procedures:
1. The Counselor assists the student with completing the Student Accommodation
Request Form. This request must be submitted at least 2 weeks before the first day
of instructions.

2. The Counselor assesses the needs and determines plan of action with the student.
3. The Counselor must explain to the student his/her rights and responsibilities.

4. Collaborate with ASCC respective departments and personnel in obtaining the
necessary accommodations for students.

5. Work with instructors and tutors to ensure students’ learning needs are met.

6. Periodically follow up on student’s learning progress and document student’s
development.

7. For additional assistance, contact the respective community agencies in securing the
assistive technologies and learning materials.

Veterans Affairs

SOP # DOSS-COUNS-VET

Program Director of

Responsibility .
Counseling Policy: Counseling
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All Veterans Affairs
Students under
Chapter
30,31,33,35,1106

Scope

Veterans Affairs
Counselor

Last Reviewed/Update Date  4/20/2018 8:18 PM

Description:

The authorized and designated ASCC educational VA Certifying Official will work closely with
the regional offices located in Honolulu, HI and Muskogee, OK on reporting requirements on
approved VA students as outlined by the US Department of Veterans Affairs.

Procedures:

1.

Assist VA students in applying for education benefits. Maintain copies of appropriate
application forms. When requested, assist and help veterans and dependents fill out
and send in applications. Ensure that VA students are fully aware of their
responsibilities to the school.

Eligible interested prospective and transferred VA students will submit their
applications, required and requested documents to the VA Certifying/Liaison for
further processing to regional office(s).

The Certifying/Liaison VA representative will keep VA informed of the enroliment
status of veterans and other eligible persons. Student must be enrolled & admitted
to ASCC. VA students are required to submit an application (VA Form 22 — 1990)
paper forms, or electronically via VA Once Website. Same policy applies to Family
members and will submit VA Form 5490 with required documentation.

Based on student’s major, VA representative will monitor student’s grades to ensure
s/he is making satisfactory progress, report to the VA when student was terminated
due to unsatisfactory progress. Monitor student’s subjects that apply to the student’s
program. Monitor student’s conduct & report when student is suspended or
dismissed for unsatisfactory conduct.

Maintain student records on VA students in accordance with VA guidelines.
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FINANCIAL AID
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SOP # DOSS-FAO

Responsibility = All Office Staff . Federal Student Aid
Policy: Eligibility

Prospective, New,

Page # Scope Continuing, and
Returning Students

Financial Aid
Title: Eligibility and Last Reviewed/Update Date = 4/20/2018 8:18 PM
Application

Description:

Students apply for federal aid on their own and with assistance available to them upon
request. Students who wish to apply for federal or institutional financial aid assistance are
directed to complete a Free Application for Federal Student Aid (FAFSA) online at
www.fafsa.ed.gov.

To be eligible for federal financial aid, a student must:

Be enrolled in an eligible program as a regular student

Be making satisfactory progress as defined in the current ASCC catalog

Not currently in default on any federal loans

Not owe any overpayment (Pell, FSEOG, and other identified by FAO)

Be enrolled on at least a half-time basis (6 semester credits), with the exception of

PELL and FSEOG

Be a US Citizen or eligible non-citizen (for a complete list, refer to Federal Student

Aid Handbook: Student Eligibility)

7. Submit a high school diploma or equivalent

8. Not have a federal or state drug conviction during any period of enrollment in which
the student received Title IV aid

9. Provide all documentation required by the office of Financial Aid.

ahwNPE
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Purpose:

To provide guidelines pertaining to requirements for a student to attain financial aid
eligibility (federal, private, or institutional).

Procedure:

The primary aim of the Financial Aid Office is to assist eligible students with all federal
financial aid needs. Therefore, in providing services to prospective, returning, and
continuing students, timely and accurate processing of financial aid paperwork together with
timely notification of financing options is a must.

The primary procedures associated with the delivery of the above services include:
A. Providing an information services and supports to prospective students, parents, and

schools (See SOP# FAO)
B. Determination of student eligibility (See SOP # FAO)
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Batching (See SOP #FAQO)
. Verification (See SOP #FAQO)
Reconciliation (See SOP #FAQO)
Updating the Colleague System (See SOP #FAO)

nmoo

The Financial Aid Office is staffed by the Financial Aid Officer, four Financial Aid Counselor I,
one Financial Aid Counselor Il, one Financial Aid Counselor 111, and one Administrative
Assistant.

References and Definitions

ASCC current Academic Catalog, ASCC Financial Aid Handbook, Free Application for Federal
Student Aid (FAFSA), Datatel/Colleague System Financial Aid Training Materials, Financial
Aid Policy Manual, www.fafsa.ed.gov, www.Sss.gov

DOSS-FAO
Providing an

Responsibility ~ All Office Staff information service
Policy: and supports to
prospective students,
parents, and schools

Scope Prospective Students

Financial Aid
Information Services

Last Reviewed/Update Date  4/20/2018 8:18 PM

Description:

Recruitment initiatives are planned out for both the Fall and Spring terms. Fall recruitment
targets the general community, while the Spring recruitment targets all the high schools on
island, both private and public, and particularly the 11* and 12t graders. The intent and
focus of this recruitment is the ASCC and Financial Aid applications.

Responsibility for this process is shared amongst the staff of ARFAO.

Procedures:

1. Prepare informational package containing Federal Student Aid information:
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2. Be familiarize with the Free Application for Federal Student Aid (FAFSA) online

application @www.fafsa.ed.gov

SOP #

Responsibility E‘QSS:L?LQ“’

Page #

Scope

Determination of

Title: Student Eligibility

Description:

Policy:

Last Reviewed/Update Date

DOSS-FAO

Student Financial Aid
Eligibility

Prospective, New,
Continuing, and
Returning Students

4/20/2018 8:18 PM

An Institution Student Information Record (ISIR) is forwarded to ASCC for students who

have selected ASCC as the attending institution.

Procedures:

Once the Student ISIR is received:

1. A Financial Aid Officer/Counselor reviews the student’s eligibility and options to cover

tuition and/or living expenses

2. Review all information provided on the ISIR — paying close attention to the following:

a. Student’s citizenship status

b. Transferring from another institution
3. Student will be advised on any missing information or documents required to

complete file

a. Verification documents (if applicable)

b. Entrance Counseling

c. Additional documents (if requested)
4. A tentative award letter will be given to the student on an estimated award amount
until an official award letter is issued to the student upon receipt of required

documents.
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SAMPLE ISIR

2013-2014 Institutional Student Information Record

]
* IMPORTANT: Read ALL information to find out what to do with this Report. -
AR SRS R R R SRR AR R RS RS R R RAS AR R R R RRR R R R RS ERERRE e

omE Numbar: 1845-0001

DCUST 20, 2013

EFC o=

43

Tharae is a limit to thae total amount of Fedaral Pell Crants that a
which 1= the eguivalent of & school years. Once a total amount of Pe
has been receiwsd, a student can no longar receivae Pall GCrant aid.

wdant ma{ eoalive,
Crant eligibility

st
11

o0l
WHAT YOU MUST DO NOW (Usa the chacklist bolow to make sure that all of your issuas are

resolwad. )

118
Ba sura to reviaw tha items primted in darker print on this SAR and maka any corrections i1f
nem SSary.

o6

If you nead to make corrections to your information, you may eithar make them onlina at

www. fafsa.gov, or by using this SAR. You must use your Fedaral Student Aid PIN to access
our record onlina. If you nood additional halp with your SaR, contact your school's
financial aid office or visit www.fafsa.gov and click the "Balp™ icon on the FAFSA homa
page. If your mailing address or e-mail address changes, you can make the correction onlina

or sand in the correction on your SAR.

SAMPLE AWARD NOTIFICATION

American Samaa Community Callege
FIMAMCLA L AIC O3FFICE
F.C. Bax 2609
MMapusaga, American 5amaa 96739
(6543 599-9155 ext. 313
faidiEa msamaa.edu

LEBAN, THOMAS
F.C. Bax zE09
Faga Paga, American Samaa 96799

Dear LaBAR, THORMAS

Basedanthe infarmatian wau pravided tothe U5 Department of Educatian [USEd} in waur Free Application far Federal Student
Aid [FAFSAY, the American Samaa Cammunity Callege [A5CC)is pleased taafferyauthe award as listed belaw to assist yau in
financing yaur educatian at ASCC.

Thisaward is hbasedanvaur enrallmentatthetime afpackaging and is subhject ta chanzes ta reflect wvaur MAast accurate
enrallment etatus atthe time funds are requested fram the USEd.

Z01F -Z01dAward Vear

Budget: 5 11,326.00

EFRC: 5 1,z49.00

Meed: 5 10,07 7.00

Type of Aid Fall 2013 Sporine 014 Summer 2014 TOATAL

Fadaral PellSrant £ 1.648.00 =3 1,648.00
Federal SECHG =3 - £ -
Federal Work-5tudy £l -
ToOTALS = 1.645.00 = 1.645.00

Byacceptingthe funds as listed, yau are agreeinstathe terms and canditians as nated inthe Financial Aid Ha ndbaak.

Flease be reminded thatthe amaunt requested will first be used taaffset anycharges vaou made against vour expected
award,andthe Business Cffice will deduct the casts af wvourtuitian, fees, baaks, etc. Shouldthere be anv remaining funds
afterthese deductians, 3 checkwill be made aut ta wou far dishursement ta assist wau with athercasts afattendance,
includinztransoartatian and ather miscellaneaus casts. fvauraward is nat enaush ta caverthe charzes. vouwill need ta
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SOP # DOSS-FAO
Responsibility zinanci?l Aid Importing an institution
ounselors Student Information
Report

Policy: Financial Aid
Application Procedures

Prospective, New,
Page # Scope Continuing, and
Returning Students

Title: ISIR Import Last Reviewed/Update Date = 4/20/2018 8:18 PM

1. Open ED Express software for current award year (e.g. EDE 13-14).
- Select “List Processed ISIR” from dropdown

2017 - 2013 [DExprass for Windaws

Ol@] z(s| 2iwe] [ s | omzon [ eostt ] |

@ el [T O Fxchacna | DivectLomn | B Pet | TEncH | o coO |
Paport
Uﬁ-nml!lﬂ:

i
WELDS
8, Uses Dirdred Formal
T
EEH Fil
S
Optiera.
Tergut I}

Sonl Crcer.

- Select “File” and click on “File” tab in “Report File Destination” section. This
should prompt open a “Find File” Screen.

#0132 . F013 LULupress lor Windows

Dl z|=| 7|w2| Iﬂ—-l O 8810 [ [ eS8 [ (] |

D ool [EETIE W Fachagea | M DimctLoan | J Pel | TEACH | o 00 |

Fepent

[t~ Procassad rans

Fiepcet Fibe Dimataston

L ]

G5 Pl

Pt
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- Save file on desktop with name (for this purpose we will use 13-14 P-N-P ISIR
Import)

- Once saved out of file creation, click on “Selection Criteria” on bottom left hand
corner of prompt screen to open up a second prompt as listed below:

2013 - 2014 [DTxpross far Windaws

Dl 21 2] | 58 omsn [ ] ot [~ o]

@ oto TN O Pochscing | W Divect Lown| 3 Pt | TeaCH | 9 oo |
Hreen
[t Paocacsed s =] : Selaction Criteria

558 File.
_me |
Dptions
Irpent 1D
Sent Dlachr
Transaction Pieference?

Pard FAA Comments?
Part SAR Commenis

- Click on “...” on the right hand side of “Query Title” and select “ISIR Processed
Date”

3 2014 EDEspress fur Windaws

Dl 2l 2l [ on | owion [ e ] ]

W 88 Paciagey | Wr Disct Loan | S el | TEACH | o coD |
Repart PREDEFINED GUERY
- = | Acee o RLooks [ =
|Liat - Panerssed 18IR2 | S L] -
e ACD DATE RANGE
|+ Repout Fin Destinaton ©O00E o cd
 Firter & Fin St (= “Jcmn-smmslsva b ke
Fin | [ it 4nd Semngiia L Dietktoph1 14 T CURRENT 554
DEPENOENCY STATLS = ?
55N File 2 Cd
Fie.. [ b
o cd
- Diphorss ey = =
il — SRFRGGES DATE
v Fi il FSICS WMTH COMMENTS [ ¥
Son Order: [Cattame =] C =
I - = ¥
Jan =l
Fiek Fiv Comeenls? i = L
S AR AR AR D = -
Prirk S0 Comments w We|Reco 13 ALK

- Click “OK” to take you back to the “Selection Criteria” prompt window. From there,
you need to click on “Select Records”
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- When prompted, enter dates of ISIRs that you would like to select. For example, if
you want to bring in all ISIRs that was received by CPS since the award year opened,
you would want to select records start from January 01, 2013 up to today’s date (for

award year 2013-2014). Date Entry Format: YYYY/MM/DD

2013 - 2014 EDExpress for Windows

rocess Wiew Tools  Help

- =

S Giobal

e P
0 z|2| 7|n2 | 18... | Diiginal SSN: [ [..] BurentSSN [

 Repo

|List - Processed I5IRs

 Report File Destination

& Fle " Scieen

amyuen\Desktoph13-14 P-N-P ISIR Import

Import 1D:
Sort Order:

Transaction Preference?
Piink FAd Camments?

Print S4R Comments?

EI Different Cunent/Driginal SSN?
Loct Hame: ~

Al -
-
r

Selection Criteria

Print Setup

Parameter Query Entry

QUERY TITLE: ISIR PROCESS DATE

This paramneter query allows pau to aceess recards from the database bazed on values that
you specty, Please fil in values [parameters) for the folloving fields:

Field Name

Operator

Field Value

List Field Value

TRANSACTION PROCESSED DATE

201301 01

TRANSACTION PROCESSED DATE

201 311125

Value Help

View Query

|For Help, press F1

Rilexpresis.mdb

- Once you click OK, you will be taken to Select Records screen.
- Click “Select All” button on the bottom to check mark all records. Click OK when

finished.

- You will be taken back to the original “Print” screen for final step of transmitting
ISIRs onto your desktop. Click “OK” to save out and to take you to the file you
created on your desktop “13-14 P-N-P ISIR Import.”

CREATE EXCEL SPEADSHEET OF ISIR RECORDS IMPORTED. Find your “13-14 P-N-P
ISIR Import” file on your computer desktop (or wherever you saved it).
- You will now create your SPREADSHEET of all FAFSA applications processed by

CPS and pushed through to ASCC via ED Express Software
- Open a blank Mircrosoft Office Excel Document:
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W bamie « Shartt 3 T 12 i e s [

- Select “Open Folder” button
- When “Open” window pops up, locate your file on Desktop

bl e [ (VD) * - Microsoft Excel = 'm X
Home | Inset  Pagelayout  Formulas  Data  Review  View @ - = x
oy = = == LD == =
ot Calibri -fu - == || Siwrep et General - f—lﬂ :ﬁ‘rﬁ. | - E AutoSum %?- lﬁ
= 153 copy = [&] Fin~
Paste B I U-| il i Merge & Center ~ | | $ ~ % 9 ||%8 %|  Conditionsl Format Cell | Insert Delete Format | Sort & Find &
S Format painger | Ll I A ERwerg I b 7 Formatting - as Table - Styles~ |~ - - <2 Clear~  Fitter~ Select~
Clipboard (F]
Look in: [ Desktop z|
1 [y Recenc Mame = Siee | Type Date Modified -~
1 Docurments =
2 —DOSMENE || () 0nline Bil Paymerts Fill: Folder 2/27(2013 8:32 AM
3 (E} Deskeop (CIPETERU LAM YUEN File: Folder 2/27(2013 8140 AM
| ———| | (Csignature Pages File: Folder 2/27(2013 8:53 AM
ol am (I TEPCRA File Falder 3/14/2013 3:02 PM
5 Docurments -
" (DTt 3 File Folder 2/27(2013 B:53 &M
L C;mpule, [Z270 DO...Resohve NOW! File Folder 5/15/2013 4:38 PM
7 ) My Network | | VI Instalation File Folder 3/7]2013 2:18 A
3 Places |5)Unused Deskiap Shortcuts File Folder 2/272013 8:53 AM
B » [Z3US ARMY RESERVE CHARLIE CO File Folder 11/20/2013 10,27 AR
T Ll [)%OTER ROSTERS File Folder 2/27(2013 8:53 AM 3
—————————————
1 port 1,226 KB File 11/25(2013 11,40 Ak
i [ =2013-14 processed isirs 1,060KE  File 9/5/2013 9:36 AM
1 = |004560-1353360381 975 fof 2KB  Adobe Acrobat For..,  11/19/2012 10:25 AM 3
1 W41 aFAND. doc Z2KB  Microsoft Office Wo...  11(5/2012 2:58 PM
1 ] ALET TAFAG doc Z3KB  Microsoft Office Wo..,  12[18/2012 12:40 PM
applcation.p 300KE  Adobe Acrobat Doc...  9/15/2012 10:03 AM
5 L 2ppi of dobe Acrob.
(4 ASCC MAIL 3KB  Shorteuk 1172013 8:52 AM
i THlpacas Application FIMAL-1.pdf 316KB Adobe Acrobat Doc...  5/31/2013 1:37 PM
L =] copE report Feb 20 2013 TKE File 2/20/2013 2:18 P
1 _/—'"‘ Computer Mame.docx 10KB  Microsoft Office Wa...  4/3/2013 10:07 AM
14 —( ] Deborah Malauuly,doc 29KB [Microsoft Office Word 87 - 2003 Document [t v
20 | Flemm= v
21| Fles o 55" [allFies 079 ~|
22|
24 y
25
ael = e ——
H 4 r M| sheetl , Sheet2 .~ Sheetd ,/¥J [l m

- Change option on “Files of type” on the bottom of the prompt screen to show “All
Files” option

- Select the saved file and click “Open” on the bottom right hand corner of the
prompt screen

- Use the “Text Import Wizard” pop up to create your counselor spreadsheet.
Create columns by clicking on the black arrows/lines on the timeline, and then
click “next” on the bottom of the popup window to move on to the final steps of
creating the final spreadsheet
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el 29 Qe Q0 VT * E SRS
Home Insert Page Layout Formulas Data Review View @ - = x
b Cut ==lIr —mm = ¥ AutoSum A -
- ]| - & 4
. 3] Fill
= Insert Delet
3 Farat e | BT ]
Cliphaard & Font Cells Editing
| A1 -Q |
Flaaaay & & D E £ G H 1 1 K L o P a R s =
N
2 Text Import Wizard - Step 2 of 3
3 This sereen lets you sek Field widths (colurn breaks)
4 Lines with arrows sigrify a calumn break,
5 To CREATE & break line, dlick at the desived position
6 To DELETE a break line, double dick on the line.
7 To MOVE 2 break line, click and drag it.
8
9
10
1
12 =
Data preview
13
o 10 20 0 40 s0 &0 7 |
15 HAME SECURITY NO PE| DATE
16 o
pan ROSALENA E76-73-5418 06/17/2013
17 CMMENT CODES:
18 .
19 < J 2
20
o [ cancel | [ <gack | [Hexis | [ ewsh
22
23
24
25

v - [
W 4> M| Sheetl ~Sheet? - Sheetd

(]

Ready

‘Jstart. [@

- Select the entire workbook and sort all the columns. From here, you are going to
clean up the spreadsheet and start making notations on it and update

accordingly.

NC EALEE SR

13-14 P-N-P ISIR Import - Microsoft Excel

Hame Insert Page Layout Farmulas Data Review Wiew '@ - a
_H.J *Cut Calibri M ER |V e = ;”_”)‘_‘ | Siwrap Text General ¥ ij % g Eﬂ B s %? [ﬁ
42 Copy > o ] Fin~ Rl
Pajtg J Format Painter (B L U] A“ | Exdberye Couter = | et G Sr’%ilgﬁwlal as Table ~ St;ge‘!' [nsvzrt DEI'EtE Fnr:rlat Gt~ ;ic\ltgrﬁi ;Tedcf:
Clipboard iF} Fant il Alignment il Number iF} Cells Editing
4291 - f | cravTon
A | B [ | [ co— 6 B | & | L | M | N | O | P | @ |
060|YANDALL FAAFETAI 586-24-67.01/24 1/14/2013 C N
061 YANDALL FAAFETAI 586-24-67.02/5N 2/5/2013 N
062/ YANDALL JOSEPHINE L 576-85-82.01/2R 7/19/2013 N
063 YANDALL JOSEPHINE L 576-85-82.02/3C 7/25/2013 0N
064/ YOUNG PEMILA K 576-73-22.01/2R 6/26/2013 N
065 YOUNG PEMILA K 576-73-22.02/2C 8/4/2013 220N
066/ YOUNG PEMILA K 576-73-22.03/2C 8/13/2013 0N
067 YOUNG PEMILA K 576-73-22.04/2C 8/16/2013 0N
068 YOUNG SALEINA 575-71-8001/24 4/122013 0N
069 LIsT "aNANE? 15IRS
070 1 SIR PROCEATE SORT:  Last Name
071 NAME SECURITY #/TYPE  DATE EFC VER VTF

- Delete unnecessary rows and columns and keep updating as more and more
ISIRs are transmitted in from CPS

- Repeat process and add on new ISIR information onto the original excel

workbook.

Individual Counselor Spreadsheet:
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- Delete all other rows and columns that do not pertain to you. Meaning, keep
only records of those students whose last names are assigned to you (the
counselor)

- Each counselor is responsible to maintain and update records of their assigned
letters of student last names.

- Final product should look something like this:

O H2 - - OE )~ BRIGITTE 2013-20145PREADSHEET - Copyxls [Read-Only] [Compatibility Mode] - Microsoft Excel ST
d
Home Insert Page Layout Formulas Dats Review View x
== M ocut TS g (A= = E "= m = || S P e = AutoSum -
i X il == | | Siwrap Text Text - = 2 = | o =]
5 Cusy l'g B B o= & (Al Bl i ﬁ
- - - - == & T =8 58/ el B
Pafte of Format Bainter | u - A = =] Merge & Center % o * || 768 38| Fcozrrﬂtttl‘\:;‘r;al' a:c;;t‘aet_ s“cﬂe\;_ Insert Delete Farmat Een é‘\lj‘r:r;: SF:“:::
Clipboard = Font f= Allgnment = Number = Styles Calls Editing
| B102 - | =
A D | J -
STUDENT INFORMATION
VER
|cARGO-SEUT  [aNDRE | 04/2C 8/23/2013]  olcomp|vi | = OK | COMPLETE
EECRN CARRUTHERS _|ANASTASIA |0 [ lo2/2¢ | /19,2013 o/v | | ok | COMPLETE [ |
10 IR CENDROWSKI |ALEXANDRA 1] BN 03 /2C 8/27/2013]  oJcomp|vi | = OK | COMPLETE | |
1"
12 CENDROWSKI |NATASHA El 02,/2C 8/28/2013]  oJcompP|vi | = OK | COMPLETE | |
13
u CHA SHANE 01/2A 1/8/2013 0[N | | ____OK___| COMPLETE | ___|
15
16 R CHANEL TAUVELA ] N 02 /2C 8/23,2013] _____olcomMPlvi | ____OK___| COMPLETE | __|
17
15 CHANG LELI'A [E_] 02/2C 9/24s20130 ____olcomPlva | OK | COMPLETE | |
19
20 RO CHEN SHANE JIl - : COMPLETE
21 il CHING SAM FELILA W COMPLETE
22
23 ik jchoe _______jEEvEON [0 | ]
24
25
M 4 » M 2013-2014 ISIR's L's copyjosie Sheet2

Ready

SOP # DOSS-FAO

] . ) Policy: ASCC Financial Aid
Responsibility . nancial Aid Application Procedures;
Counselors ASCC Financial Aid Policy
Manual; Financial Aid
Handbook

Determining the
Amount of Financial
Aid for an Eligible
Student

Prospective, New,
Scope Continuing, and
Returning Students

Batching &
Packaging

Last Reviewed/Update Date  4/20/2018 8:18 PM

Description: Batching and packaging processes will determine the amount of financial aid
a student is eligible to receive.

I. COUNSELOR REVIEW

1. Open both Spreadsheet and EDExpress
2. Select first student record and review ISIR
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3.

a. CPS has already determined student’s EFC
b. CPS has made random selections of ISIRs for verification review. Often if
not selected by CPS a counselor may select ISIRs for verification if
information is questionable.
Read and review notes from CPS
Review student information and demographics
Years in college
Dependency information

g. Parent’s information and income
Make notations and updates on Spreadsheet. Notate every column possible.
Make notes that other counselors can access if necessary

a. Documents on files or missing

b. Verification completion

c. Lifetime eligibility usage or 150% of program.

d. Satisfactory Academic Progress
Students who come into the office and are informed of missing data or if they’'re
good to go for packaging. Students are also informed via electronic mail, postal
mail, or telephone of missing documentation and/or data.

N o N o)

PRE-AWARD AND REGISTRATION PROCESS

o0 kW

Access Datatel—FASI (Financial Aid Status Information)
Get student Identification number
a. Assigned by Registrar’'s Office when student completes Enrollment
Application
Select current or correct ISIR transaction
AIDE: award amount based on eligible registered credits.
Assign Budget
Award Amount (offer vs. accept)

49



Step 1:
ISIR IMPORT

e Import ISIRs received from CPS
e Create Individual Spreadsheet

Step 2:

Counselor

e Counselor Review

e Notate spreadsheet for missing documents, Verification
process selection, SAP status, ISIR corrections (if needed)

eview,

Stey 3:

Pre-Award

e Assign Award Amount in Datatel per number of credits
enrolled in

and
Rexjstrajon

Stey 4:
Packaging

e Collect Attendance Forms and Transcripts and start
packaging and place students on a batch

* Review enrollement, SAP status, Award letters, and
program requirements

e Assign student budget during registration period ]

and
tchi

11. AWARD PACKAGING AND BATCHING

NOTE: All student records, ISIRs, documentations are cleared and complete prior to
packaging and requesting any aid for student.

A. Packaging with Excel, Datatel, EDExpress

1)

2)

3)
4)

Counselor reviews individual spreadsheets to determine student’s on
current batch by using (1) ISIR date or (2) Attendance Verification Form
completion date.

Create counselor folder for current batch which includes the sample
package, batch spreadsheet, sample letters and forms.

Create working spreadsheet for batch, based on #1.

Print transcripts
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5)
6)

Review attendance form against the transcript
Complete sample for each student as follows:
a. Complete “Summary Cover Sheet”
i. Insert student demographics
ii. Program major
iii. Number of credits
iv. Award amount
v. Expected Family Contribution (EFC)
vi. ISIR transmission Number
b. Insert the ISIR on page 2.
i. Print ISIR from EDExpress to PDF for insertion to Excel
c. Complete the Satisfactory Academic Progress (SAP)Report on page
3.
d. Insert the transcript on page 4.
i. Print transcript from Datatel to PDF for insertion to Excel
e. Compile spreadsheets for students with multiple programs (150%bo)
on page 5 (if any)
f. Complete award notification letters,(warning letters, etc) on page 6

B. Einancial Aid Status Information (FASI)

1)
2)

3)

Select the “Award” detail to input student “Award Detail Entry”

Enter award amounts based on eligibility of credits for the term for Pell,
FSEOG, FWS, etc.

Enter “file complete date” for the date counselor completed the package.

C. Batch FA Transmittal Register

1)

2)

3)

4)
5)
6)

7)

Enter list of students on individual counselor batch spreadsheets to run
FATR awards for each student

a. Review the FATR reports for accuracy, make corrections as

necessary and re-run until information is matching
Request the business office to run FATP to post and credits FA awards to
student’s accounts.
Export combined counselor spreadsheets to Common Origination and
Disbursement (COD) via Datatel (CODE).

a. Review the CODE report for accuracy, acceptances, rejection, make
corrections as necessary and re-submit until information is
matching (reconciled).

After CODE has been transmitted, counselors will review PCOD (Pell COD
Inquiry) to verify if awards were accepted by COD.

Make all necessary corrections to ensure correct awards to be drawn down
via G5

Create a working spreadsheet for the Business Office to begin their work
on award preparations.

Once the batch is approved by USDOE and COD, the funds are transmitted
a “Special Disbursement Spreadsheet” is created and submitted to
business office to authorize the batch disbursement.
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SAMPLE COUNSELOR SPREADSHEET

A B c |D F| & [ H [l K L M N 0 P| Q R [ S| T
SAMPLE OF COUNSELOR FOLDER
I, # | LAST NAME | FIRST NAME | MI SSN TR# TR DATE EFC | VER [ISIRSTATUS FILESTATUS AFE::\DI:::EE 150 STAT | ENROLLMENT | SAP STATUS | BATCH PELL FSEOG | FWS | TOTALS
12345 | DOE JOHN L | 000-00-0008 [ 05/2C | &) OKAY OKAY 28-Aug 1f2 SAP 1 1,411.50 1,411.50
12346 | LABAN THOMAS v | 000-00-0003 [ 02/2C NOWV1 NO DOCUMENTS 30-Aug 3/4 Cs 2 1,648.00 1,648.00
12347 |LAM YUEN [PETERU 000-00-0001 | 02/2C | 8/ DAY COMPLETE 25-Nov <12 WARNING 1 394.00 394.00
12348 |LOPA TUULOTO v | 000-00-0002 [ 01/2R | 5 OKAY COMPLETE 26-Aug FT 150% X -
12349 | MOALA BRIGITTE L | 000-00-0006 | 03/2C OKAY NO ID; 55C 24-5ep 1f2 WARNING 5 1,411.50 1,411.50
12350 | SIAKI LEFEEMO L |000-00-0007 [ 04/2C |5/ INVALID  |NO DOCUMENTS 27-8ep FT FAS X -
12351 |SMITH JANE L |000-00-0009 | 06/2C oKAY HIGH SCHOOL DIFLOMA NJA <12 WARNING 2 334.00 334.00
12352 | TAUILILI SHANELL | | 000000005 | 02/2C | 8/ N5LDS COMPLETE 15-Oct 3/4 SAP X -
12353 | TAUSILI MATAUA D00-00-0000 | 0124 | &/ OKAY COMPLETE 25-Aug FT SAP 1 2,697.50 2,697.50
12354 |TUISAMOA [IOSEPHINE | |200-00-0004 [ 01/2R oKay COMPLETE 4-Nowv FT SAP 3 2,822.50 | 100.00 2,922.50
SAMPLE COUNSELOR BATCH SPREADSHEET
A B C D E F G H | J K L M
BATCH 7- 2013 - 2014 AWARD YEAR PELL FSEOG
, , , , , | TOTAL COMMENTS
NO.  |LAST NAME|FIRSTNAME StID# F13 514 M'14 Pell Total F12 513  |FSEOG Tota
1 |ooe JOHN 1235 | 141150 141150 141150
2 |LBAN |THOMAS 123 | 184800 1648.00 1,648.00
3 |LAMYUEN |PETERU 12347 39400 394.00 38400
4 |lora TUULOTD | 12348 - -
6 |Moaa  |eRIGITTE 12348 | 141180 141150 141150
7 |siak LEFEEMO 12350 - -
B |switH [IANE 12351 33400 394.00 38400
9 |TAULNL  [sHANELL 12352 - -
10 |TAUSIL |MATAUA 12353 | 269750 258750 - | 269750
11 |TUiSAMOA |JOSEPHINE | 12354 | 282250 28250 10000 10000 | 282250
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SAMPLE SUMMARY COVERSHEET

A RAERICE M S Pl Ol COR MURITY COLLESE
FIfA FNCIG L 41D QOFFICE
ADVANCEDFUMNDING CHECKLET
dcade micvyear201s - 2014

Mams: LA B4R, THOMMA S S mester .
credits Enmllime nt Status
STID#H: 12345 Enrclled
PO, Box: 2609 Rllzai1= =l SSfa-time
Phone: [SE4]500-015S Springzoia =142-time
fMiajor: ad-La R Summer=20ia Z1,2-time
Ad mission Crite ria: HIS HSCHOO L DN F Lo v
Mumberofcredit hours instodent's proem@ mE]ofstody: [=]=]
Mumberofc redit hours completed by student todate of payme nt:
Mumberofsemeste s inthe institutions academic ywear: 2
adjusted PellGENtaward calculations forproem@ ms less than S0 wks - 0 +wneeks
Enrclime ntdate: A pgustia, 2013
E=ginning atte nda nce date: A pgustia, 2013
withd mwaldate flast date ofattendance [(fapplicable]: P i
mlid point forstodem’s pmoemam if withda wa l: P i
Ferce mage of tuition rew\wined: P i
Studems Cost ofatte ndance: AEdemic vear E 11,326.00
Ccostofattendance orenrollme Nt pe riod RAllzo13 8. Spring20i1a = 11,3265 .00

Total amount ofthe sward claim by Title 1w progam:

FELL FSEQE

Rllzo1= 3 1,648 .00 = =
Spring 2014 = = = =
Summer2o1ia ] o £l o
] 1,6498.00 % -

TOTAL & NG RDCLAIN B 1,648 .00
SAFETATUSATEMATOF RN

stuos[azsas ] o[ azas]e BATCH
MOTES
M=
Name: LABAN, THOMAS ST.ID# 12346
Program #1: AA-LAR Published Length: 60 Date degree/certificate earned
Program #2: Published Length: Date degree/certificate earned
Program #3: Published Length: Date degree/certificate earned
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17
"Term" non- "Term" 150% = Cumulative | Cumulative (P) + credits Cumulative credit
Credits Credits Remedial | Remedial Cumulative credits | Term completion Cumulative GPA
Sem remedial remedial 90 non-remedial |  remedial eamed = completion rate | Term GPA (2.0) Status at End of Term
Cunruiauve ieunos. withdrawn X,1F credits NP | credits P completed rate (66.667%) (2.0)
credits credits credits credits credits (66.667%)
Attempted
F'13 0 9 9 0 9 0 0 0 9 9 9 100.000% | 100.000% 0.00 0.00 SAP
NOTE:

LA 01 ID#: 12346 Batchi: 7

EFC: 1249 |*
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SAMPLE TRANSCRIPT

10/28/13 Financial Aid Pags
i ID Numbar:
PO Box SSN:
Pago Pago AS S&£79% Birth Data:
AMERICAN SAMOA Birth Nama:
Brs Hrs Crada
coursa Title crd R ALt Cnpt Foints Coursa Datas
ENC 090 Adv. Raading 0.00 0.00 0O0.00000 DB/15/13-0B/15/13
ENC 051 Adv. Mriting 0.00 0.00 0O.00000 DB/15/13-0B/15/13
AT 151 Interm. Algebra 0.00 0.00 O.00000 DB/153/13-DB/15/13
Non Totals: 0.00 0.00 0.0000 CPA = 0. 0000
Cumulative Totals: 0.00 0.00 0.0000 CPA = 0.0000

o~ *-n T p—— e ® ak AAJeanljes smiasiss

US DOED Central SOP # DOSS-FAO

- Processing Station ) ) _
Responsibility (CPS), Financial Aid  pojicy: Verification Student Financial Aid
Counselors/Staff Awards

Financial Aid

Page # Scope Recipients

Verification of

Title: Selected Students

Last Reviewed/Update Date  4/20/2018 8:18 PM

PURPOSE:

The institution must have written policies and procedures on how verification is completed
for a selected student. Because students sometimes make errors on their FAFSA
application, the institution has laid forth policies and procedures for verifying the reported
information. The US Department of Education only requires that a portion of the FAFSA
filers at the institution be verified, as selected by the Central Processing System (CPS).
However, the Financial Aid Office has the authority to verify additional students selected by
CPS.

WHO ADMINISTERS THIS PoLicy: The Financial Aid Office staff will administer and update this
policy.

PoLicy:

The Financial Aid Office will issue a request for additional information if a student is
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chosen for verification by CPS (Central Processing System). If the student fails to
complete the verification process, the file will remain incomplete and federal aid will
not be rewarded. Note that the school must have received a valid FAFSA result
before awarding any federal aid. Until all information has been verified, a financial
aid award cannot be issued to a student. The financial aid office cannot continue
processing a student’s financial aid application until the verification process has been
completed successfully.

PROCEDURES:

RELATE

1. Receive ISIRs from the Department via transmission into Datatel or EDConnect

2. Counselors must update the spreadsheets to notate which students are selected
by CPS for verification. This can e identified by looking for an asterisk (*) next to
the EFC on the summary page at the beginning, or by looking at the FAA
Information of the ISIR to see if the Verification Flag is marked “Y” for yes for
verification.

3. Each counselor should compile and create a list of students who have been
selected for verification. This list should be forwarded every Friday to the FAO
Administrative Assistant. The list should comprise of the Students ID number,
first name, last name, verification group (V1, V2, V3, etc.) and also the student’s
email.

4. The FAO Administrative Assistant will maintain a log of which students were
contacted and on what date these students were contacted.

5. The email address that the student provided on the FAFSA will be used to contact
each one (student).

6. Students will come in to pick up the respective verification form for whatever
verification group they are to be verified on. Any Financial Aid Office staff can
give out the appropriate form for the student. They must first identify which
verification group the student falls under.

7. Once all forms are brought back and received by the Financial Aid Office staff for
processing, then the Financial Aid Counselor can do further determination of the
student’s eligibility status and award student with federal aid that he/she is
entitled to.

NOTE: Students have 60 days from the date they receive the letter from the
Financial Aid Office stating their Financial Aid status of Verification. Once the
Financial Aid Office staff receives all verification forms, each Financial Aid Counselor
will have at least 10 days, or no more than 20 days to review, respond, and/or
award student aid based on the information verified.

D PoLICIES AND DOCUMENTS:
Student Financial Aid Handbook, AVG — Chapter 4

Responsibility

Page #

US DOED Central SOP # DOSS-FAO
Processing Station

(CPS), Financial Aid  pgjicy: EFC Calculations

Student Financial Aid
Counselors/Staff Awards

Financial Aid

Scope Recipients
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EFC Calculations Last Reviewed/Update Date  4/20/2018 8:18 PM

PURPOSE:
To provide guidance on how a student’s Expected Family Contribution (EFC) is calculated.

WHO ADMINISTERS THIS PoLicy: The US DOEd Central Processing Station (CPS), and/or the
staff of the ASCC Financial Aid Office administer this policy.

PoLicy:

1. The EFC is a measure of how much the student and his or her family can be
expected to contribute to the cost of the student’s education for the year. The EFC is
calculated according to a formula specified in the law. Note: Refer to the EFC
Formula 2013-2014 in this manual.

2. The law provides three different formulas to calculate the EFC: one for dependent
students, one for independent students without dependents other than a spouse, and
one for independent students with dependents other than a spouse.

NOTE: Every year the US Department of Education publishes updated tables used in
the EFC calculation. Make sure to use the correct formulas and tables based on the
required award year necessary in assisting the student.

PROCEDURES:

1. Use the attached EFC formula table to determine which category the student falls
under. The EFC Formula is straightforward and easy to follow when making a
determination on which formula to use. The student fall in either one of the three
categories on the left labeled: Dependent Student, Independent Student without
Dependents (other than a spouse), or Independent Student with Dependents (other
than a spouse).

2. Once the determination is made using the EFC Formula table, the student or financial
aid administrator will calculate the student’s EFC using one of the two categories that
the student falls under: Automatic Zero EFC or Simplified EFC Formula (Needs Test),
depending on which category the student qualifies under.

3. EFC Formula Forms are marked and categorized for ease of completion. Forms
labeled with “A” pertains to Dependent Students. Any and all formulas and tables
identified as “A” forms are to be used when determining EFC for Dependent
Students. Forms marked with “B” pertains to Independent Student With
Dependent(s) Other Than a Spouse; and “C” pertains to Independent Student With
Dependent(s) Other Than a Spouse. Be careful not to mix use Table figures from
one category to fill out formulas of another category. Make sure to distinguish
between Formulas an dTables.

RELATED PoOLICIES AND DOCUMENTS:
1. Higher Education Act (HEA Sec. 474-479)

2. 2013-2014 Federal Student Aid (FSA) Handbook, Volume AVG, Chapter 3
3. ASCC Student Financial Aid Handbook
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THE EFC FORMULA, 2013—2014

Meed Analbrsis Formulas

= Anyone in sedent”s bousahold iz recaived
meoan;-tesied bengfits® n during 3011 or
20112, o

= Smdent and swdant’s spouse botk Hled or
eligible 1o fla 2 3012 TES Form 104404 or
1020EZ, AS Tax Fetorn or

= Blod a 2012 IES Foom 10480 (AS Tax Ketum)
bt e mot required to do &0, or Wede Dot
regraEred bo Ble any tax retnm, o

s Smdert or spouss it a dizlocatsd wosker

Applicant Antomatic Zero EFC Simplified EFC Formnola (WNeeds Test)
Ciemandeomnt = Parema{s) bad income sarned from work of = Parena(s) bad incopsg eamed from work of
Srmdean E24,000 or bass 540 000 or lass
AND EITHER: AND EITHER:
& Parema(i) fled or cligibls to fils a 10404 or & Pamana(s) flad or alizfhle to fils 3 2012 IS Form
10=0EZ, AS Teax Eetorn or 10204 or 1SHEZ, AS Tax Eedumm or
& Anyone in parents” honsahold recaiced & Parenali) filad a 2012 IFS Form 104} (or AS Tax
means-tested beoedits® In previons I9-mwomth Ferturn) bt wers not requimed to do 50, Or Wers
paricd, or not reqnired to fle 2y tax retem, or
= Pareot is a didocabted worker = Anyvone in parent:” bonsehold recaived moams-
‘teried benefin* in previous I49-month pericd, or
= Parent is a dislocated workes
Ihdspendemt | NOT APPLICABLE = Stodemt’s {and sponss’s) 2012 incomae sarned
studant Erom work or AGI op tax retrn is 495990 or less
wisheuar
dezszdent: AND EITHER:
{oher tham a = Erndent amd wponsa (if married) both Hled or
Epousa) sligible to Ble 2 2012 RS Foom 1040A ox
ID=0EE, AS Tax Fafm ox
= Sradeat and spouse (if married] both Eled a 2012
IEE Form 1040 [or AS Tax Eetom) bt were: mot
Tequired to do 50, or were Dot meqmired 1o file =y
HE rebom, oF
= Amyone in stedemt”™s household w@re recaived
mear-teuied bonefitn® durmg 2011 or 20EE, or
& Eradent {or vmdest” s spowss, If meried) is a
dislocated worker
Indspendent | « Smdent {and sponsa, if aoy] 2012 incomss. = Srodemt’s {and spomse’s) 2017 income earmed
studant with sarned frops work or AGT on tax form i from work oo AGT on tax return is 49 900 or lass
depsodants 524 000 or bass
{oher tham a AND EITHER:
EpousE]) AND EITHER.: = Erndemt and spouse (if mamied]) both fled or

eligitle to Gle a 2012 IES Foom 10404 or
1020EF, AS Tax Fafon ox

& Eradent amd spousae (if married]) both filed a 2012
IEE Form 10490 {or AS Tax Bommm) but were oot
mequited to do w0, or Beere Dot requirsd to fla @y
=K ret=n, oF

= Anyone in stedents household @re recaived
meas-tested bansfts ™ durmg 2011 or 201Z, or

& Srademt {or vmdest” s sponse. If meatried) is a
dislocated worker

*Plpamctested foderal bonefits inclads: Supplemental Sty Income Prograns (551, Soppleamental Motriton
Assiniance Program (E0{AF), Fres and Eaduced Price School Lunch Progam, the Temporary Assistance for Meedy

Famitias (TANF), and Women, Infnt and Childven TTC} program.
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Counselors/Staff

Responsibility w!th Coorfjination . Student Financial Aid
with the Finance Policy: Awards
Office
Financial Aid
Recipients

Page # Scope

Declination of Pell
Title: Grant Funds by a Last Reviewed/Update Date = 4/20/2018 8:18 PM
Student

PURPOSE:

To provide guidance in assisting students who may want to decline all or part of a
disbursement of Pell Grant funds that the student is otherwise eligible to receive.

WHO ADMINISTERS THIS PoLicy: The Financial Aid Office Counselors and staff will administer
the policy and remain in close contact with the Finance Office to ensure enforcement

PoLicy:

1. The Consolidated Appropriates Act, 2012 (Public Law 112-74) reduced the maximum
timeframe during which a student is eligible to receive a Federal Pell Grant (Pell
Grant) to a maximum of 12 semesters (or its equivalent) effective with the 2012-
2013 award year.

2. A student may decline all or part of a disbursement of Pell Grant funds that the
student is otherwise eligible to receive. A student may wish to take this action if the
student expects to qualify for a larger Pell Grant in future years as a result of an
expected transfer to a more expensive educational institution or an expected change
in the student’s expected family contribution.

PROCEDURES:

1. Student must deliver to the school financial aid office a signed, written statement
clearly indicating that the student is declining Pell Grant funds for which he or she is
otherwise eligible and that the student understands that those funds may not be
available once the award year is over.

2. Financial Aid Manager must receive and review the letter and route the approved
statement from student to all parties involved in the return of funds (FA Counselor,
Business Office).

3. FA Officer, Counselor, and Business Office must submit any adjustment records for
the student to the Common Origination and Disbursement (COD) System.

4. Update student aid in Datatel “AIDE” and make notations in Counselor folder,
Disbursement Spreadsheet, and in “Comments” section of “AIDE.”

5. Process return of funds via Business Office and G5 account, if necessary.

NOTE: Once the student’s record is confirmed to have matches across the board
(COD, ASCC Datatel Software System, FAO Spreadsheet), the last step is to ensure
that Business Office returns the funds and monitor the G5 account to balance
amounts in there.
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RELATED POLICIES AND DOCUMENTS:
1. The Consolidated Appropriates Act, 2012 (Public Law 112-74)
2. U.S. Department of Education, Office of Postsecondary Education, GEN 12-18
Colleague Letter, Dated September 4, 2012

Counselors/Staff

Responsibility w!th Coorsjination . Student Financial Aid
with the Finance Policy: Awards
Office
Financial Aid
Recipients

Page # Scope

Returning
Unclaimed Title IV
Credit Balance (Pell
Refunds)

Title: Last Reviewed/Update Date  4/20/2018 8:18 PM

PURPOSE:

To provide guidelines to be in compliance with FSA regulations on returning of Title IV
funds in the timeframes required to do so.

WHO ADMINISTERS THIS PoLicy: The Financial Aid Office Counselors and staff will administer
the policy and remain in close contact with the Finance Office to ensure enforcement

PoLicy:
1. If a student has a remaining credit balance in his or her name with the Finance

Office, they are to pick up their Pell refund check after receiving clearance from the
Finance Aid Office.

2. If a student does not pick up their refund check from the Finance Office after 28
business days, these funds MUST BE RETURNED to the US Department of
Education via G5 account. This return of funds is done by the Finance Office in
accordance to the Finance Office Policies and Procedures in place for doing so.

3. The Financial Aid Office MUST RECEIVE from the Finance Office a list of names of
students whose refund checks are unclaimed so that the student’s record on
Common Origination and Disbursement (COD) is notated. Follow these steps to
notate COD for return of unclaimed Pell refund check:

PROCEDURES:

1. Access COD website

2. Once in the COD homepage, click on “Person” tab on the top blue section. A “person
search” screen will pull up. You want to search for the student whose refund check
was not claimed at the Finance Office.

3. Enter the student’s social security number (SSN) to search for student record. You
may also use the name search by typing in their last and first name. Either way to
search will suffice. Ensure that the Entity ID shows the school name in the drop
down box (American Samoa Community College).
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4. Once the page is loaded and the student record pulls up, click on the “Pell” link on
the far left hand side of the screen under the “Person Info” section. The student’s
Pell information screen will pull up.

5. Ensure that the correct “Award Year” is selected before you proceed. The award
amount should be in a different color than the rest of the totals on the page. Itis a
hyperlink that allows you to make changes to the student’s approved award. Click
on the amount and it should take you to the Pell Award screen for that award year.

Note: There are two “updates” that you need to do to the student’s Pell record and
they must be done from this screen (mentioned in “Step. E”). YOU NEED TO “UPDATE
AWARD” and “UPDATE DISBURSEMENT.” Both must be done in order for COD recon
to match the Current Funding Levels with that disbursed in G5.

6. UPDATE AWARD: Click on update award towards the bottom of the screen. It
should pull up the page where you can be able to change the “Award Amount.”

Example: if the original amount approved was $2,081.50, and the unclaimed refund
check totals $211.50, then the difference of the two numbers above should be the new
award: $1,870.00.

Remember, when $2,081.50 was drawn down, it covered tuition, fees, and possibly
books that the student might have purchased (funds used). The refund check is
money that was not used and was due to the student, but the student never
claimed. Therefore, the actual money that was drawn down and was used should be
the difference of the two: $1,870.00. After the “Award Amount” is updated, make
sure to click “Submit” towards the bottom of the page.

7. UPDATE DISBUSEMENT: Once the award is updated and approved by COD, you
must go back to the student’s record. **REPEAT steps 2 to 5** Look and find the
link called “Disbursements” on the far left hand side of the page. It should be
located right below the “Detail” link. Click on Disbursements. The “Award
Disbursements Information” page should appear. Click on the number “1” or
whatever numbers the accepted amount is that you need to adjust. This action
should open the Disbursement Information page.

8. On the Disbursement Information page, click on the “Update” button towards the
bottom of the page. When the page pulls up, go down to where it says “Accepted
Amount” and change the amount to reflect the same as that of the “Award Amount
Approved.” Note: Award Amount Approved should match the Award Amount
Disbursed. Click the “Submit” button towards the bottom of the page and return to
the student’s record.

9. Once the student’s record is confirmed to have matches across the board (COD,
ASCC Datatel Software System, FAO Spreadsheet), the last step is to ensure that the
Business Office returns the funds and monitors the G5 account to balance amounts
in there.

It may take up to 5 minutes for COD to process this record. Once done, logout of the
student’s record and go back into it. You should see the updated amounts for both
awards accepted and disbursed. Ensure that everything matches in order to reflect
Current Funding Level in COD and G5.
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RELATED PoOLICIES AND DOCUMENTS:

PONPE

2013 The Blue Books, Volume 5, Chapter 6

FSA Handbook, Volume 5, Chapter 1

ASCC Finance Office, Corrective Action for FY2011 Audit- Pell Refund Checks
Current Financial Aid Audit reports

SOP # DOSS-FAO
Financial Aid

Responsibility . 1 celors/Staff Student Financial Aid

Page #

Title:

Policy: Awards
Financial Aid

Scope Recipients

Processing

Drawdown of Funds Last Reviewed/Update Date  4/20/2018 8:18 PM

Once everything looks o.k. in COD website for current batch, next step is to receive
response file from COD to import into Datatel (COMRECOP files). Follow this process to do

Everything in this process page is pre-set. No changes should be made anywhere.
However, in the event the page pulls up blank and none of the fields are populated,
please ensure to check on the following:

SO:
1. DOE1
[ ]
)
[ ]
L)
2. CDMR

Process Steps should set at “1”

The following fields should be marked YES: COD XML; Recon; MRR; SAS.
The PROFILE field should be left blank.

Report Options should be: D-COD XML Student Detail

SAVE and UPDATE UNTIL REPORT SHOWS. Save DOEI report to DOEI folder

Everything in this process page is pre-set. No changes should be made anywhere.
However, in the event the page pulls up blank and none of the fields are populated,
please ensure to check on the following:

Academic Year: ###H#

Include Pell: YES

The following should be set to NO: Include Direct Loans; Include ACG,
Include SMART

The following should be BLANK: Include TEACH

As of Date: (Todays Date)
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The rest should be blank. SAVE and UPDATE UNTIL REPORT PULLS UP. Save report
to CDMR folder.

3. PRER

Everything in this process page is pre-set. No changes should be made anywhere.
However, in the event the page pulls up blank and none of the fields are populated,
please ensure to check on the following:

o Academic Year: #H##H#H
e Report Type: V-Variance
e SSN Options: S-Show SSN

The rest should be left blank. SAVE and UPDATE UNTIL REPORT SHOWS. Save
report to PRER folder.

4. Access www.g5.gqov

Username is ASCC email address. Enter the password; checkmark the box to agree with
terms of website and press Login.

Select the “Payments” option on the top blue box and move cursor down to “Create
Payments.”

Find line (row) that has a blank box that’s next to a box with Today’s Date, and that’s next
to a box that says ## PELL (or whichever award year it is). Enter the amount of the
drawdown in the blank box and scroll down to select “Continue.”

Select YES when prompted a question and click on Submit Request. A confirmation page
will appear. You should do a print screen and paste the image on a word document and
save it in the FAID network drive under Batch #.

You should receive an email from no-reply@ed.gov with the subject: [G5.gov] Payment
Request Notification

You forward this email to:

CFO - Emey Silafau

CC (copy) the following individuals:
Claire Sagapolutele, Eleasalo Sialoi; Sifagatogo Tuitasi; Soy Ah Siu (Ben); and Moala
Mago

Your message should read as follows:

Hi Emey,

Here is Batch #? Draw Down:
PELL $##,###.00

(Name of senior FA Counselor) will be sending over the special disbursement
spreadsheet.
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Thanks,
(Name of FA Officer)

SOP # DOSS-FAO

Financial Aid
Counselors/Staff Policy: Monthly

Responsibility
Reconciliations

Page # Scope Internal

Financial Aid &
Title: Finance Team Last Reviewed/Update Date  4/20/2018 8:18 PM
Monthly

Reconciliations

PURPOSE:

To provide guidelines for monthly reconciliations of Pell, FSEOG, and FWS general ledger
accounts between the Financial Aid and Finance Offices.

PROCEDURE:

1. Financial Aid Office forwards their monthly recon to the Finance office staff
accountant, Claire Sagapolutele, by the 10" of each month;

2. Claire reconciles the Financial Aid report to the Finance General Ledger if there are
any variances. If variances exist, then research this with the Financial Aid Office until the
reconciliation is complete.

3. On the 15™, the final reconciliation report will be forwarded back to the Financial Aid
Office for their records and the finance team will file the same report in their Monthly
Closing Binder.

4. Final reconciliation report forwarded to the Financial Aid Office must go directly to
the Financial Aid Manager and file in the “Reconciliation” binder.
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LIBRARY
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Workroom Area Standard Operating Procedures (SOP) for Library Associate

(Cataloger) /Supetrvisor

The ASCC Library uses Follett’s Destiny library software. Step 1 in the Cataloging section of this SOP will be used for all procedures to be made in the
library’s Destiny system. To use the other resources such as making reports, adding patron records, ptinting barcodes, searching the catalog, etc. or for
more detailed instructions for the Destiny system see the Destiny Library Manager Guide or the Follett Software Binder located at this work station.

Cataloging

1. Go to Destiny cataloging

a.

e.

On the internet browser type in the URL:  http://destiny.doe.as and press enter to

go to the site.
Click onto: American Samoa Community College (in blue)

Click onto the Login tab at the far right.
Type in your Username and Password, (this can be obtained from the library

director), then press enter or click onto the Login tab.
Click Catalog tab just above green bar

2. “Copy Cataloging”, copying a record that someone else has already made

a.
b.

- o o o

g.

Click onto Add Title at far left of page

Use arrows to set search options. Type information to be searched into box and click
GO tab.

Click the Details tab on the record that you want.

Click Save Title tab at far right of page.

Click Add Copies tab at far right of page.

Type in all vital information (ie. Barcode, call #, etc.), for the copy.
Click Save Copies tab to add the record to the library’s collection.

3. “Original Cataloging”, entering all the data yourself to establish a record

a.
b.

f.

g.
h.

Click onto Add Title at far left of page

Use arrows to set search options. Type information to be searched into box and click
GO tab.

If nothing matches then click Add the Title (in blue) at far right.

Click onto the Use Easy Editor or Use MARC Editor tabs at far right.

Type the material information into the blanks, use the tabs to enter a complete

record, then click Save Title tab at top or bottom of entry.

Click Add Copies tab at far right of page.

Type in all vital information (ie. Barcode, call #, etc.) for the copy.
Click Save Copies tab to add the record to the library’s collection.

4. Edit and update library records in Destiny system.

5. Make reports for statistics, shelf list, new barcodes, overdue material, etc.

In addition to Cataloging and using the Destiny system, this area is also responsible for the following tasks as well as any other assignments given by

the Library Director.

Processing library material
1. Prepare new material to be cataloged
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2.

Supervising

1.

a. Stamp Title page and stamp on all three outer sides of books with ASCC Library
stamp
b. Place a security tape inside of books and journals (avoid middle sections)
c. Place Barcode inside of front cover and write number at top of Copywrite page (CIP)
of book
d. Write Purchase date, price and vendor on inside verso of CIP page (on equipment
and video this data is written on a file label and attached to the material)
Type labels & pocket/cards and attach to new books that have been cataloged
a. Type label onto spine label template on computer desktop and printed out onto
pre-glued labels (make sure that labels are placed face down inside of printer), place
label on bottom spine of material; then place 2” wide piece of tape over label. (see
existing copies for examples)
b. Type card pockets with assigned call #, author, and title, leaving as much room as
possible for date stamps (see existing copies for examples)
Weed outdated/damaged material from collection and delete records from system

Library staff developmental training
a. Familiarize new staff with library procedures and provide training in work areas.
b. Schedule special staff training sessions for Evacuation chair, Elevator use, Destiny
operations, etc.
Make library schedules
a. Scheduled staff members for kitchen/staff restroom cleanup
b. Schedule for Circulation/Reference area
c. Semester break work schedule
Process library staff timesheets (a timesheet template is located under Staff timesheets in
computer documents)
a. Make timesheets for missing staff members
b. Check individual timesheets for errors/corrections that need to be made
c. Make copies of signed timesheets for library record and staff members; then turn in
originals to Human Resources Office.

Perform additional duties as needed

1.

vk W

Fill-in for staff vacancies in different library areas

Complete area statistic records and library reports

Aide in the performance of inventories

Make & monitor work orders and prepare office supply lists

Help students and staff with computer use, research, library tasks, etc.
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Workroom Area Standard Operating Procedures (SOP) for Library Associate —

Processing

Duties and Responsibilities:

Purchase Requisition (PR’s / PO’s): For Job Orders

» Fill'in or type forms to Maintenance & Facility Department and other vendors
» Obtain director’s / authorize signature for approval
» Make copies for file, make sure to attach invoice from vendors on vendor’s job order
forms.
» Fax form or call maintenance department regarding job orders if received
» Follow up on orders status
» Maintain records of completed jobs
Book Orders:
» Prepare forms, order books in system
» Obtain director’s signature
» Make copies for files
» Walk over paper works to vice president’s office (Jason) for VP signature
» Deliver to the Business Office for final processing

Final Processing of Books after Cataloging:

» Type and prepare cards and pockets to go inside of books

» Prepare & stick labels to go outside of books

» Distribute books to various sections for filing on shelves
Office Petty Cash

» Receive money from Circulation, TERC Room, & Pacific Room

» Count money received daily/weekly

» Record deposits received

» Make copies for files

» Deposit money to director

» Prepare weekly report and email stats to staff weekly

Extra /Duties:

VVVVYVYYVYY

Y V

Fill in for absent employees and /or during lunch time

Work the Circulation desk, Reference, and Pacific Room, or where ever is needed.
Maintain order in library and outside perimeter of building

Responsible for student’s welfare inside the library

File books & magazines

Clean front area making sure it’s free of trash, chairs and desks are in the right order,
turn off computers, fans and lights after a day’s work

To maintain student’s safety, direct students out of library on power outage days
Clean lunchroom on assigned days
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» Clean areas after Semester. Clean & dust bookshelves, reshelf books. Do Inventory

Maintain files in filing systems:

» Update files periodically
» Create new files on new jobs

Circulation Desk Standard Operating Procedures (SOP)

Duties and Responsibilities:

Morning Circulation daily count of petty cash. Starting float $20.00.

Daily collecting statistics on library use. Use Blue Circulation Statistics File. Log in yesterday’s
quantity of New Library Cards, Computer Usage, and materials checked out. Log in Daily Head Count
in today’s date subtracting from yesterday’s count.

Check out materials to library users.

Check in returned materials.

Collect overdue fines.

AV - Sign out a week at a time. Must have library card.

CD Roms — Used in library only.

Reserve Textbooks — No check out. Need a form of ID. Or leave something on hold. Use in library
only. Have patron sign blue reserve card.

Answering desk phone.

Photocopy documents or photos for patrons.

Issue new library cards for new students or community members, upon request. If lost, pay $7.00
for a new library card. Documents needed for new library card; For Students: Social Security Card,
Photo ID, and Class Schedule. For Community members need to show a Photo ID and Social Security
Card.

From Monday through Friday, retrieve $1.00 from petty cash and buy a newspaper from bookstore,
log on report. Stamp Newspaper with ASCC Library Stamp and put security green tape between back
section of Samoan News & staple left side.

Collect information from stats & type bi-weekly report.

Complete Timesheet & give to Supervisor.

Assist people in finding resources.

Reference Desk duties when staff is on lunch break.

Monitor students on the first floor.

Evening Circulation Money Report.

Clean up area & sweep floor as needed.

Help with open and closing library.
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Reference Desk Standard Operating Procedures (SOP)

Duties and Responsibilities:

1.

vt

Reference Services Overview

a. Reference service may supply general information concerning the library’s resources,
collections, and services. Assisting patrons in finding information and in learning how to
conduct research to find information on their own.

b. Reference service do not supply answers to students assignhment, do students research, or
other information based on their studies, and they typically refer computer hardware to
do their homework.

Reference Materials

a. Reference materials are generally non-circulating.

b. Reference books are to be available at all times to faculty, staff and students and
reference books do not leave the library.

Transaction and Time Limit for using computer at the reference area

a. TYPING- 2 HOURS

b. RESEARCH-1 HOUR

c. E-MAIL- 30 MINUTES

Sign-in at the Reference desk for computer usage with a library card.

Printing

a. Students need to inform the reference desk before printing.

Policies for using OPAC

a. OPAC (on-line public access catalog) is available to all members of our academic
community.

Screen should be on main Link screen

c. Click on the link icon and begin entering your search.

d. To choose another library’s database, click on hyperlink “Libraries & Catalog, then
ASCC Library

Evaluation of Reference Service

a. Statistics is gathered by reference and turned in to the Director on a monthly basis.
These statistics reflect number of reference daily, and monthly.

b. Statistics have been chosen because they are needed for yearly library surveys and Library
reports.

c. Reference duty is responsible for recording the appropriate statistics during the time of
working.

Reference Desk Schedule

a. Reference desk shift schedule are created by the Supervisor to ensure reference service
convenience for the students.

Help to close up the Library

a. 3:45pm close all transaction

b. File all books on the cart so as magazines.

¢. Every Friday all documents on computers will be deleted.
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Special Collection (Samoan and Pacific) Room Standard Operating Procedures

(SOP)

1. Samoan Pacific Collections Services

a. Assist students in finding books for their research, also search for more information
based on their research topics.

b. Prepared sign-in sheet for students who enter the Pacific Collection room for research

c. Samoan Pacific Collections books are not allowed to check out, students can make
copies or write down their information for their research

d. Books are to be left on the table after using, or put it on the cart

e. Students have to leave their backpacks on the cart, and take only pencil or pen and
notebook to write down their information

f.  Each day before closing, books has to be file on shelves, or leave it on the cart for
students who wishes to reserve books for the next day

g. There is no time limit using books in the Pacific Collections, students has to ask if help is
needed

h. Provide quarterly report, based on how many students that used the Pacific Collections
for their research, topics, and their majors

1. Re-read shelves, put books in order and align the books on the shelves

Pacific Collections also have Journals and magazines for students to use for their research, also in
the Pacific Collections there are few rare books

General Collection Area Standard Operating Procedures (SOP) for Library
Associate

I. See and maintain that all books & materials are properly back on shelves Using Dewey Decimal
System:

a. collect books on carts from 1% floor and 2™ floor,

b. collect books on desks & tables, 70erox70ed propetly.

c. use Dewey Decimal System, to refile all materials,

d. see that all tables & chairs are properly placed back to their original places at end of day.
II. MASTER LIST OF VF—Vertical files, and PCVF—Pacific Collection Vertical file Created:

a. typing detail of each files contents to Master List, (online only—Desk Top

b. Samoa Newspapers after a. above is completed, generate a Master list of dates for Newspaper
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to be viewed by Students & Patrons.
III. ASSIST STUDENTS LOCATING MATERIAL/BOOKS:
a. KNOWLEDGE OF OPAC (Online Public Access Catalog) for Research,
b. Assist in finding various books/materials SUBJECT in Stacks.
IV. GENERAL COLLECTION AREA/Reading & Studying
a. observe silence (noise) policy.
b. maintain students respect for one another,
c. keep all students safe, (no games, playing, distractions)
V. KNOWLEDGE OF COMPUTER SYSTEMS:
a. assisting duties, ERC = Education Resource Center”,
Passwords for 8 computers, to be used by students,
b. assisting duties, ERC-Education Resource Center, calling up various programs to access
transactions to be performed for printing from 8 computers.
V1. Maintenance of 2™ floor General Collection Area:
a. area should be clean at all times for students to read & study.
VII. MONITORING OF FEDERAL WORK STUDY STUDENTS WORKING via sign in
sheets, creating time sheets and any other assistance needed on behalf of Work Study Students’
behalf and Financial Aid Office Coordinator.

Education Resource Center (ERC) Room Standard Operating Procedures
(SOP)

Duties and Responsibilities:

e 7:30am: TERC room opens for library patrons in research, study and computer usage. Turn
on lights, AC, 8 student computer and printer.

e Library staff in the TERC room is in charge for the computer usage sign in sheet.

e Keep track of the TERC room petty cash collection from library patron’s computer printout
and Xerox printout fees.

e Assist library patrons in finding books and other learning resources based on their research
topics for a class project or research paper from the instructor.

e Provide assistance to students in accessing the Online Research Database (EBSCO) with a
given password.
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e 12:00pm — 1:00pm: Lunch Break. General collection staff will take over during lunch break
until TERC staff return back from lunch.

e 3:00pm: file books on shelf. Except Fridays file books from 2:00pm — 2:45pm and at 3:00pm
delete all student saved files/documents from each computer and clean out viruses.

e 3:30pm shutdown time for all TERC student computers except the ones that is occupied.
3:55pm TERC room closed and prepared for the next day. 2:30pm/3:00pm All Fridays Petty
cash turned in for deposit to the library staff in charge of processing. (Note: $5.00 for cash
float and the remaining balance turn in for deposit).

Note: The TERC room staff is in charge of reserving the room for a class or meeting. Record class or meeting on the
TERC room 1og Book/ Reservation Book. The Library TERC room staff is also in charge of supervising the work
study students assign in the TERC room. Train them in filing books on shelves and reading shelves by using the

Dewey Decimal System. Clean the TERC room and dusting shelves and make sure that all books on the shelves are

in order.

Library Director Operating Procedures (SOP)

Duties and Responsibilities:

Coordinates, directs, and supervises the daily function of the Library.

Assists in selection and trains new staff; coaches, advises, counsels, and evaluates staff.
Develops library collection for providing update information service.

Expands and administers the U.S. Government documents and completes the Biennial documents
survey.

Develops and updates division strategic plans, goals, and objectives pertaining library services.
Implements an integrated library automation system and online service.

Prepares brief divisional library report for the President’s General Deans and Directors Committee
meetings.

Prepares brief library highlight report for the Vice-President of Academic Affairs and Student
Services Committee meetings.

Prepares for and attends ASCC WASC Steering Committee and Subcommittee meetings.

Writes quarterly Reports, Bi-Weekly Reports, ASCC WASC Standard Il C Subcommittee Report,
library manuals, policies, and procedures.

Attends the American Library Association (ALA) Annual Conference for continued Professional
Development insights, trends, and networking.

Keeps pace with Internet Trends for upgrading information and instructional technologies.
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e Communicates both the college and library missions to internal and external audiences.

e Performs other duties as assigned by the VP of Academic Affairs and Student Services or the

President.

Workroom Area Standard Operating Procedures (SOP) for Cataloger

The ASCC Library uses Follett’s Destiny library software. Step 1 in the Cataloging section of this
SOP will be used for all procedures to be made in the library’s Destiny system. To use the other
resources such as making reports, adding patron records, printing barcodes, searching the catalog,
etc. or for more detailed instructions for the Destiny system see the Destiny Library Manager Guide
or the Follett Software Binder located at this work station.

Cataloging

6. Go to Destiny cataloging

f.

j.

On the internet browser type in the URL: http://aslc.follettdestiny.com

and press enter to go to the site.
Click onto: American Samoa Community College (in blue)

Click onto the Login tab at the far right.
Type in your Username and Password, (this can be obtained from the library

director), then press enter or click onto the Login tab.
Click Catalog tab just above green bar

7. “Copy Cataloging”, copying a record that someone else has already made

h.
i.

m.

n.

Click onto Add Title at far left of page

Use arrows to set search options. Type information to be searched into box and click
GO tab.

Click the Details tab on the record that you want.

Click Save Title tab at far right of page.

Click Add Copies tab at far right of page.

Type in all vital information (ie. Barcode, call #, etc.), for the copy.
Click Save Copies tab to add the record to the library’s collection.

8. “Original Cataloging”, entering all the data yourself to establish a record

i
j

Click onto Add Title at far left of page

Use arrows to set search options. Type information to be searched into box and click
GO tab.

If nothing matches then click Add the Title (in blue) at far right.

Click onto the Use Easy Editor or Use MARC Editor tabs at far right.

. Type the material information into the blanks, use the tabs to enter a complete

record, then click Save Title tab at top or bottom of entry.

Click Add Copies tab at far right of page.

Type in all vital information (ie. Barcode, call #, etc.) for the copy.
Click Save Copies tab to add the record to the library’s collection.
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9. Edit and update library records in Destiny system.
10. Make reports for statistics, shelf list, new barcodes, overdue material, etc.

In addition to Cataloging and using the Destiny system, this area is also responsible for the following
tasks as well as any other assignments given by the Library Director.
Processing library material

4. Prepare new material to be cataloged

e. Stamp Title page and stamp on all three outer sides of books with ASCC Library
stamp
f.  Place a security tape inside of books and journals (avoid middle sections)
g. Place Barcode inside of front cover and write number at top of Copywrite page (CIP)
of book
h. Write Purchase date, price and vendor on inside verso of CIP page (on equipment
and video this data is written on a file label and attached to the material)
5. Type labels & pocket/cards and attach to new books that have been cataloged
c. Type label onto spine label template on computer desktop and printed out onto
pre-glued labels (make sure that labels are placed face down inside of printer), place
label on bottom spine of material; then place 2” wide piece of tape over label. (see
existing copies for examples)
d. Type card pockets with assigned call #, author, and title, leaving as much room as
possible for date stamps (see existing copies for examples)
Weed outdated/damaged material from collection and delete records from system
7. Choose new books, journals, magazines, DVDs, etc. fro purchas from publishers’ catalogs to
expand the library’s collections.

Perform additional duties as needed

6. Fill-in for staff vacancies in different library areas
7. Complete area statistic records and library reports
8. Aide in the performance of inventories

Standard Operating Procedures for giving Library
Tours/Orientations

A. Greet instructor & class on 1* floor of library (Gather everyone in open area to the right
of copy machine)

1. Circulation area (Keep class at copy machine area so doorways stay clear)
1) Staff introduction
2) Describe functions & services
a) Copy machine, Printer & fees
b) Material on reserve
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c) Check-in/out materials
e Period of loan
¢ Fines (overdue, damaged, etc.)
d) Library cards
e How to make (materials needed)
e Fees (lost cards)
3) Comments from area staff
4) Questions

2. Reference area (Move class to the clear area in front of OPAC/Card Catalog)
1) Staff introduction
2) Describe services
a) Research guidance
e Computer Databases (“EBSCO” — emphasize & handout
bookmarks, also mention ERIC, Google, Refworks, GPO, etc.)
e Reference material help (books & magazines)
b) Computer sign-in, computer assistance & printing
c) OPAC & Card catalog instruction
e How to look up material — Keyword, Title, Author, Subject, etc.
Where to locate call number on records
Where to find bibliographical information on record
Meaning (location) of call number prefixes
Records in Card Catalog (Pacific collection & Verticle files)
3) Comments from area staff
4) Questions

3. Special Collection

1) Staff introduction

2) Describe contents & purpose of room
a) Samoan & General Pacific areas
b) Pacific Journals & South Pacific Commission materials
c) Rare Book collection
d) Copy/Scanning machine

3) Comments from area staff

4) Questions

B. Move Tour to 2™ floor ERC room

4. Education Resources Center

1) Staff introduction

2) Describe contents, services & purpose of room
a) Teacher education Books & Periodicals
b) Computers — main priority for TED majors, but available to all
c) 2 Printers — Lexmark 20C and Color 35C per page
d) TED course textbooks — for 2 day check-out)

3) Comments from area staff
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4)

Questions

5. General Collection

1)
2)

3)

Staff introduction
Describe area, services & contents of area
a) Virus scanning — flashdrives, SD cards, CD-ROMs, etc.
b) Vertical pamphlet files — location & contents
c) Dewey Decimal System
o Briefly explain classification & call number designation in library
(Use “Cave Man” story with handouts to explain rational behind
Dewey system)
e Show on books where call numbers are located & explain prefixes
e Explain signage on shelves & their relationship to call numbers
d) Reference material located in General Collection area
e Encyclopedias
e RES —Reserved for reference material
Comments from area staff
Questions
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REGISTRAR (RECORDS)
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SOP # DOSS-REC

Registrar

All Office Staff Policy: slzgrj‘lasstlrear::ce)::E Records

Responsibility

New, Continuing, and
Returning Students

Page # Scope

Title: General Information | Last Reviewed/Update Date  4/20/2018 8:18 PM

Purpose

The Office of the Registrar provides registration, records management, information services,
and academic support to students and the campus community supporting the mission and
purposes of ASCC. Services include the following:

maintaining permanent academic records for current and former students
providing transcripts and enrollment information upon request

creating and maintaining class lists, grade lists, and grade reports
graduation activity support

graduation certification

statistical reporting

transcript evaluation

The purpose of this SOP is to describe the main procedures associated with the delivery of
key services and activities of the Registrar’s function of ARFAO.

Procedure
The primary procedures associated with the delivery of the above services include:

A. Registration (See SOP# ARFAO-REG-0001)
B. Change of Registration
1. Add/Drop (See SOP# ARFAO-REG-0002a)
2. Withdrawal (See SOP# ARFAO-REG-0002b)
C. Grades
1. Independent Study (See SOP# ARFAO-REG-0003a)
2. Audit (See SOP# ARFAO-REG-0003b)
3. Credit by Examination (See SOP# ARFAO-REG-0003c)
4. Course Substitution (See SOP# ARFAO-REG-0003d)
5. Course Repetition (See SOP# ARFAO-REG-0003e)
6. Change of Grade (See SOP# ARFAO-REG-0003f)
D. Academic Transcript (See SOP# ARFAO-REG-0004)
1. Verification (See SOP# ARFAO-REG-0004a)
2. Processing and Printing (See SOP# ARFAO-REG-0004b)
E. Evaluation of Academic Credits (See SOP# ARFAO-REG-0005)
1. Credit for Transfer Courses (See SOP# ARFAO-REG-0005a)
2. Evaluation of Foreign Credits (See SOP# ARFAO-REG-0005b)
F. End of Term (See SOP# ARFAO-reg-0006)
1. Grade Sheets
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Grades Data Entry
Verification of Grades
Grade Reports

Filing

A

The Registrar’s Office is staffed by the Assistant Registrar, one Student Records Specialist,
one Student Records Technician, and a Clerk Specialist.

References and Definitions

ASCC current Academic Catalog; ARO PnP Manual; Datatel/Colleague Academic Records &
Registration Training Materials.

SOP # DOSS-REC

Registrar,
Assistant Registrar Policy: Registration

Responsibility

Page # Scope Internal Process

Academic
Title: Schedule Review Last Reviewed/Update Date 4/20/2018 8:18 PM

Schedule of Courses

An official schedule of courses provides information of all courses offered, titles, times,
days, credits, and instructors for a particular term. Schedules are published and posted
before the registration dates by the Office of Academic Affairs. Official class schedules are
also advertised in the local newspapers prior to registration.

1. Go to CSSC Course Section Schedule

2. Print out the Course Section Schedule for the identified term

3. Cross-check the printout report of what is in the system against the hard copy of the
academic course schedule to make sure that all information on course section, title,
faculty, room, days, dates, and credits are the same
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CS55C-Course Section Schedule |

Sort Selection | I - Print Requizites TN
Elock Twpe - Include Printed Comments  [RTE0E

Sawed List Mames
E egin End
Section D ates Wi T
b e=ting Times
rdesting D ay - -

Subjects
Courses

{F ik

Course Sections

Terms 2001 3F4S 20132 Fall Semester
Departments TED

Divisions

i
ik

ik

Faculty M embers

Locations
EEEE

(kA

lnstructional Methods
Addnl S election Criteria

(s T _—

Y00 1 0053

11/25/13 COURSE SECTION SCHEDULE Page 1
09:10AM Z013FA

Department and Synonym Sort
Department: TED

Course Section/ Title/ Instr —-——5tart/End——-

Synonym Faculty Members Meth EBoom Days Time Date Freqg Credits CEUs
ED-150-01 Intro. to Teaching LEC 2apM TEDZ MHE 10:00aM 0B/13/13 Week 3.00

04738 Shirley Magzlei Delz Rosz 10:50AM 12/05/13
ED-150-02 Intro. to Teaching LEC 2aDM TEDZ MHF 11:00AM 0B/13/13 Week 3.00

04737 Shirley Magalei Dela Rosa 11:50BM 12/05/13

SOP # DOSS-REC

Registrar

Responsibility All Office Staff

Policy: Registration

New, Continuing, and
Returning Students

Title: Registration Process Last Reviewed/Update Date 4/20/2018 8:18 PM

Page # Scope

Refer to SOP ARFAO-ADM-0002
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** |In order for an applicant to be able to register, Appl Stat must be changed from APPL
to MS

Student Redqistration

General registration is open to all students and is held on the week before the start of
instruction. During general registration, New and New Transfer students have the first
opportunity to register followed by Continuing and Returning students.

Registration follows the following steps:

1. “New and New Transfer Students’” Reqistration

- New Students are the first-time entry to ASCC; First-time enrollment in Summer
and Fall term

- This may include Early Admission students (Seniors ONLY for Fall and Spring;
Juniors and Seniors for Summer)

1. Go to PERC (Person Restrictions) — Check for any listed “holds” on
student record

a. If Student has a Library hold, then student will be referred to library
b. If student has a Business hold, then refer to the Finance Office
c. If student has an Admissions hold, then refer to the Admissions Office

2. Go to TRAN (Transcript Print) to print out the student’s academic
transcript

TFRAM-T ranscript Prink I

Trans Grouping E-my vy = Recipient
Uze Grouping Pir Mo Sort Order EIETIN=a1s -

werify Pre B estrs Add Hiserarchy [EEISS iIHE D

Sawed List Mame
Students

4125
HAcad Programs Incl
HAcad Programs E=cl

|\1\|\“

Academic Lewvels

Field Description Example/Notes

Trans Grouping Enter in ADV for Advising Transcript ADV

Students Enter in student id number or by person | 4125
look up (last name, first name)

- Direct student to the Finance Office to pay for the registration fee

2. Complete top part of the Registration Form
Note: Registration forms may be picked up at the Finance Office
- Assign Advisor (Planning in Progress)
- Attach both the student’s academic transcript and payment receipt
to the registration form and give to student
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3. Direct student for academic advising
- CAPP students = send to the CAPP advisors
- Non-CAPP students = send to the declared program department for
advising

4. All Registration Forms must be returned to the Registrar’s Office for posting
- Make sure all required signatures are on the Registration Form
before forwarding form for posting of schedule

5. Go to RGN — Registration screen to post list of classes on the Registration Form
- Make sure the listed class(es), SECTION(S), offering information on
the Registration Form is what is in Colleague system (Course
Section Resolution screen)

6. Direct student to the Finance Office for tuition payment and official schedule

RGHM-Fegistration |

REGSTA
0-00-4122

34

Date 114223 Term 2013FA Paszsz Start
Section Mame and Title Aud Creds CEU= Stat Date Termn
ENG 030 =) - = E = -5 = -
|
il = @ E = -5 | ‘
!-—.
™) = ) E = - f”‘
|
| (sl - @ E = - F =
Term Summmary Lewel Load Creds CEU= Status
(ol =
) L
[=al ) =
Sched =) W sitlist =) Other Infa 3¢ IF] Eilling [l Pay M
Controller Section MNane Mo *alues
Course Section Laoklp
RiGM-Fiegistration HGN-Hegistratiun|
Course Sections Resolution
using COURSE.SECTION.AVAILABILITY, View: COURSE.SECT
[] Seqg: Term Section Name Instr Loc Days Time Stat Cap/Avai
2013FAa ENG-050-151 Goodwi MAP MTIWR 08:00AM Open 25/1 o

2013FA ENG-050-152 HMareko MAP MTIWR 05:30AM Clsd 25/-2
Bopeti MAP MIWR 12:30PM Cl=sd 25/0
Calump MAP MIWR 02:00PM Open 25/3
Fanene MAP MTWR 09:30AM Cl=sd 25/-1
Calump MAP MTWR 08:00AM Clsd 25/0

Goodwi MAP MTWR 09:30AM Clsd 25/0

2013FA ENG-050-153
2013FA ENG-050-154
2013FA ENG-050-155
2013FA ENG-050-251

OO0O0OoO0OOOo
B R T B SR R

W = =2 m wmoo

2013FA ENG-050-252
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Field Description Example/Notes

Section Name and Title | Enter in section look up. Can use ENGO090
synonym or term-subject-number-
section number.

Aud Enter A if person is auditing the
course

Sched Detail to view schedule

Other Info Detail to SPRO, ASUM, PERC, STPE

Billing Detail to RGBS to see current

registration charges

. “Continuing and Returning Students’ Registration

- A Continuing Student is defined as a student who is degree-seeking and
has been enrolled in classes during the previous semester (not including
Summer)

- A Returning Student is defined as a former degree-seeking student who
has not been enrolled for one or more semesters. Returning students are
required to update their admissions file before registration and follows the
same admission and registration guidelines as new students

1. Go to PERC (Person Restrictions) — Check for any listed “holds” on
student record
a. If Student has a Library hold, then student will be referred to
library
If student has a Business hold, then refer to the Finance Office
c. If student has an Admissions hold, then refer to the Admissions
Office

2. Go to TRAN (Transcript Print) to print out the student’s academic
transcript
- If a Returning Student’s record is not found in Colleague, then search
for student record in the Blackbaud system
- Advise student that historical record from the Blackbaud system will
be re-verified and data entered in to the Colleague system

Note: Make sure to data enter historical record by the first week of
instructions
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TRAM-Tranzcript Print |

Tranz Grouping LG o R ecipient
1z Grouping Ptr Ha Sort Order [EEEEE -
Werfp Prt Restrs S Add Hierarchy  |§ES5S 5152

Saved List Mame

Students 4125
Acad Programs ncl
Acad Programsz Excl
Academic Levels

i 4 dr 4

Field Description Example/Notes
Trans Grouping Enter in UG for Advising Transcript UG
Students Enter in student id number or by person | 4125
look up (last name, first name)

w

Direct student to the Finance Office to pay for the registration fee
4. Complete top part of the Registration Form
Note: Registration forms may be picked up at the Finance Office
Assign Advisor (Planning in Progress)
6. Attach both the student’s academic transcript and payment receipt to the
registration form and give to student
7. Direct student for academic advising
- CAPP students = send to the CAPP advisors
- Non-CAPP students = send to the declared program department for
advising
8. All Registration Forms must be returned to the Registrar’s Office for
posting
9. Make sure all required signatures are on the Registration Form
10. Forward Registration Form for posting
11.Go to RGN — Registration screen to post list of classes on the Registration
Form

o

Make sure the listed class(es), SECTION(S), offering information on
the Registration Form is what is in Colleague system (Course
Section Resolution screen)
12. Direct student to the Finance Office for tuition payment and official
schedule
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RGMH-Fegistration

REGSTA
Fago Fago
Date (1142243 Term 2013FA Pazsz Start
Section Mame and Title Aud Creds CEU= Stat Date Term
ENG 00 =) - [E] E = - | @ -
|
= = @ E = - [ | ‘
!-—.
™) = = E = -/ f”‘
|
(| ) - [ E == - [ )
Term Summary Lewel Load Creds CEU= Status
) =
e |
=] =) =
Sched ) Wweaitlist ) Other Infa 3¢ ) Billing [l Pay M
Controller 5 ection MNanme Mo alues
Courze Section Laoklp
RGM-R egistration HGN-Hegistratiun|
Course Sections Resolution
using COURSE.SECTION.AVAILABILITY, View: COURSE.SECT
D Seqg: Term Section Name In=tr Loc Days Time Stat Cap/Avai
o 1: 2013FA ENG-090-151 E. Goodwi MAP MTWR 08:00AM Open 2571 -
o 2: 2013FA ENG-090-152 J. Mareko MAP MTWR 09:30AM Cl=d 25/-2
[ 3: 2013FA ENG-090-153 5. Ropeti MAP MTWR 12:30PM Cl=d 25/0
[ 4: 2013FA ENG-090-154 F. Calump MAP MTWR 02:00PM Open 25/3
o 5: 2013FA ENG-090-155 D. Fanene MAP MTWR 09:30AM Cl=d 25/-1
o &6: 2013FA ENG-090-251 F. Calump MAP MTWR 08:004aM Cl=d 2570
[ T7: 2013FA ENG-090-252 B. Goodwi MAF MTWR 09:30AM Cl=d 25/0
Field Description Example/Notes
Section Name and Title | Enter in section look up. Can use ENGO090

synonym or term-subject-number-
section number.

Aud Enter A if person is auditing the
course

Sched Detail to view schedule

Other Info Detail to SPRO, ASUM, PERC, STPE

Billing Detail to RGBS to see current

registration charges

ONLINE REGISTRATION — Online registration is available to Continuing Students only

1. Continuing students are directed to the Finance Office to pay for the registration
fee

2. Registration fee receipt must be presented to MIS for release of user logins

3. Process online registration at the designated computer labs
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4. Direct student to the Finance Office for tuition payment and official class schedule

SOP # DOSS-REC

Responsibility All Office Staff Policy: Add/Drop

Page # Scope Internal Process

Title: Change of Registration 4/20/2018 8:18

Last Reviewed/Update Date PM

Description:

The process for changing a student schedule after the registration form has been submitted
is known as the Add/Drop period. Please refer to the Academic calendar for the Add/Drop,
Drop Only and Early Add/Drop deadlines for each term.

Add/Drop
American Samoa Community College
Add/Drop Form
Semester: @ Fall @ Spring @ Summer Year: 20
OVER-ENROLLMENT ONLY
LEGAL INAMNE: SSH#:
SYIVE  Course Class) Instructor
AddiDiro Alpha Section Course Title Days Time Credit Instructor Mame Size Approval
Total Credits from to Advisor Approwval:
Owver 16 credits-Dean of Instruction: Approval:
Student Signature:
{ ) FeeExempt—Reason:
Crate: Approval:
Date Posted: Posted by:

7. Make sure to mark the corresponding add/drop request based on the

following:
Field Description Examples / Notes
Semester of Mark the corresponding American Samoa Community College
Add/Drop semester and the year of Add/Drop Form
the Add/Drop request.
SHOULD BE for the current Semester @ Fall m’sming @ Summer Year, 2UJﬂ‘
term.
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8. Complete the form
record:

accordingly and correctly to avoid any misposts in the student’s

Legal Name

Students have “slang” or
short names for their long
names and they tend to use
it when they fill out the
forms

The students legal name that’s on
the social security card should be
the name used. (always ask for
school ID when name is not found
in Datatel)

SS# Student can enter his/her ENTER the Student ID #
SSN or the assigned
Student ID #

Add/Drop Enter “A” for Add

Enter “D” for Drop

Course Alpha

Speech 153

Example: SPH 153

Course Section

Speech 153-01
**Bold — Section #

Course Alpha’s have more than
one sections, MAKE SURE to
identify the correct section as to
avoid misposts

Course Title

Title of the course that the
student wants to Add or
Drop

Example: if a student wants to Add
or Drop SOC150 the course title
should be “Intro to Sociology”

Days Days of the classes or class | MWF — Mondays, Wednesdays,
that the student wants to Fridays or TH for Tuesdays,
Add or Drop Thursdays
Note: Make sure to associate
the days with the noted Course
Section
TIME Time of the classes or class | 10:00 — 11:00
the student wants to Add or
Drop Note: Make sure to associate
the days with the noted Course
Section
Credit The number of credit(s) for | Example — if the student wants to

the class that the student is
Adding or Dropping

Add or Drop ENG150 simply write
3 for three credits

Instructor Name

Note the name of the
Instructor of the noted
course

Make sure the instructor’s name
matches with the noted Course
Alpha, Section, Time, and Date

Class Size

How many students
currently enrolled in the
class

**See Note**

Note: Only enter the number of
students currently enrolled in the
class when requiring the
instructor’s signature to over-enroll
a student in the class. DO NOT
over-enroll student when the class
size has met its max without the
instructor’s approval. The Dean of
Academic Affair’'s approval is
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required when the number reaches

28.
Total Credits from Note the number of credits | This number should correspond
__to__ the student is currently with what is in the system.
enrolled in after posting the
form in Datatel
Over 16 credits When the student’s total Note: See policy on Student
credits for the term totals Credit Load

over 16 credits after adding
a class, the Dean of
Academic Affair’'s signature
is required.

**See Note**

Notes: Make sure the student and advisor signs the form before accepting the form for
posting in Datatel.

Posting Add or Drop in Datatel

Go to RGN (Registration) and type student name in the person lookup and press
ENTER. Select the student by entering the number on the controller lookup
resolution on the bottom and press enter to view the student’s registration.

SOP # DOSS-REC

Responsibility All Office Staff Policy: Class Withdrawal,
Complete Withdrawal, Withdrawal

Unofficial Withdrawal

Page # Scope Internal Process

Change of

Title: Registration Last Reviewed/Update

4/20/2018 8:18 PM
Date

Description:

The process for changing a student’s schedule after the add/drop period has ended is known
as the withdrawal period. Please refer to the current Academic Calendar for the Withdrawal
Dates for “W”, “W/F” or “W/NP.”

Withdrawal
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American Samoa Communiiy College

WITHDRAMIAL Farm = Class Conylate

Semeatar :"J Foi :‘:1 Spong [ Summer Year 2o

[LEGAL manE: _

el
| L=l Diale= o
| Coume Aphm  Besten  Counse Tie =, - 11, ] Eredt  insruchr Sgnote  Atendance Grede
I lw
|
| P w_ |
) _.H I - [ e
- — i.. e ———— e ! i i W
I e 4 — | PRI . I
| I E
Etal Credis tom ] Agdsnir Approval 3 —
| | Faa Exampt - Rasson Shedent Eignaiuara _
! Date A oo e - | Eur, Offize Use Only
i DeneFosied  « Posiedoy . } oo |

Wihine Rosores Ot Jrean Sfocend  Yaloa Bursonogo O Fink Frvaneis® Ao Gold: Advser

2 PS8 FER UTHEULAWAL WATHEUF A BIARE DT DERLLTY. W08 = Aavalsnoatal Qourams; W = Moo-Dorelspmanal Coavsns

9. Make sure to mark the corresponding withdrawal request based on the
following:

| Description | Examples / Notes

Withdrawal

Class withdrawal: When a student is withdrawing from a class or classes but still
have other classes or class to enroll. For example — If a student is taking 5 classes

but withdrew from 4 classes. The student is still enrolled because she/he has 1 more
class left for the current term.

Complete withdrawal: When a student completely withdraws from all classes. For
example — A student that is taking 2 classes and decides to withdraw from the 2

classes. This is a complete withdrawal because the student does not have any more
classes left for the current term.

Semester of Mark the box of the semester , .
withdrawal and the year of the American Samoa Cammumty Cﬂﬂﬁgd
withdrawal. SHOULD BE for

WITHDRAWAL Form - Class __ Complete___
the current term. :

Semester ._:1 Fall ?Spr.n; [ Summer Year E‘L‘__‘Ll

10. Complete the form accordingly and correctly to avoid any misposts in the student’s

record:

Legal Name Students have “slang” or | The students legal name that's on

short names for their long | the social security card should be
names and they tend to the name used. (always ask for

89



use it when they fill out
the forms

school ID when name is not found
in Datatel)

SS# Student can enter his/her | ENTER the Student ID #
SSN or the assigned
Student ID #

Course Alpha Speech 153 Example: SPH 153

Course Section

Speech 153-01
**Bold — Section #

Course Alpha’s have more than one
sections, MAKE SURE to identify
the correct section as to avoid
misposts

Course Title

Title of the course that
the student wants to
withdraw

Example: if a student wants to
withdraw SOC150 the course title
should be “Intro to Sociology”

Days Days of the classes or MWF — Mondays, Wednesdays,
class that the student Fridays or TH for Tuesdays,
wants to withdraw Thursdays
Note: Make sure to associate
the days with the noted Course
Section
TIME Time of the classes or 10:00 — 11:00
class the student wants to
withdrawal Note: Make sure to associate
the time with the noted Course
Section
Credit The number of credits for | Example — if the student wants to

the class that the student
is withdrawing

withdraw ENG150 simply write 3
for three credits

Instructor signature

Students are required to
obtain the signature of
the noted instructor of
the course

_Cradt  inglructar Signature
| | o o

sl o i)

Examble on the withdrawal form

Last Date of
Attendance

The last day the student
attended each noted
class(es) — this date
should be provided by the
teacher on the form.

Note: This is important
to determine the
calculation of Financial
Aid Award for eligible
students

Last Date of
Attendanse Grade

e

Example on the withdrawal form

Grade

Circle the letter “W” on
the form for withdrawal

Grade

i'cH

Example on the withdrawal
form
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Notes: Make sure student signs the form and have all the signatures from each instructors
and advisor before accepting the form for posting in Datatel.

Posting Withdrawal in Datatel

Go to RGN (Registration) and type student name in the person lookup and press
ENTER. Select the student by entering the number on the controller lookup
resolution on the bottom and press enter to view the student’s registration.

RGN-Registration \
REGSTA
Test, Mr. Lam
PagoPage AS 96799
Date | 03/10/14 Term 20145P Pass Start

Section Name and Title Aund Creds CEUs Stat Date Term

(BErG 071251 Beg Wting ) M 3.00 (&) B owuE e -
03/17/14 043014 ELT E1 ~ LEC MTWRF 09:30AM 10:50AM

[ 2 | ENG-080-252 Tnterm Reading IF . 300 [E] -IF|  wons[E 0use
03/17/14 043014 ELT E4  LEC MTWRE 11:00AM 12:20PM

(13| MAT-090-257 Elem. Algebra I - 400 [ B oand[E 04
03/17/14 043014 MI2 C  LEC MTWRF 0200PM 03:50PM

o] - -

Term Summary Level Load Creds CEUs Status

(1 201450 [ 2014 Spring Semester UG Three 10.00 0.00 Registered -

F

ol .

Sched x I Waiist | ] Other Info X I Biting x ] Pay N
1. Click on the dropdown menu under the “Stat” tab;
2. Select “W” for Withdrawal
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RGN-Registration

REGSTA

Test, Mr. Lam

PagoPago AS 96799

Date | 03/10/14 Term 20145P Pass Start
Section Name and Title Aund Creds CEUs Stat Date Term
[ 1 | ENG-071-251 Beg Witing IF - 3.00 03/17/14 2014SP
03/17/14 04/30/14 ELI E1  LEC MTWRE 09:30AM 10:50AM
ENG-080-252 nterm_Reading I - 3.00 145P
03/17/14 0430/14 ELl E4  LEC MTWRE 11:00AM 12:20PM
MAT-090-257 Elem Algebra IF - 4.00 145P
03/17/14 04/30/14M12 C  LEC MTWRF 02:00PM 03:50PM PR Dreliminary Equiv Eval
IF - TR Transfer Bquiv Eval
NC Noncourse Equivalency
Term Summary Level Load Creds CEUs Status
[1)201asp | 2014 Spring Semester uG Three 10.00 0.00 Registered -
4
3 :

11. Once selected, the number of term credits in “Term Summary” automatically
changes

RGN-Registration |

REGSTA

Test, Mr. Lam

PagoPago AS 96799  Home: 633-1234

Date | 03/10/14 Term 20145P Pass Start

Section Name and Title Aund Creds CEUs Stat Date Term

[[1 | ENG-071-251 Beg. Waiting [/ - 3.00 -F ooms 2014sp -
03/17/14 0430/14 ELL E1  LEC MTWRE 09:30AM 10:50AM

I - 3.00 -IF onmns 20145P
03/17/14 0430/14ELI E4  LEC MTWRE 11:00AM 12:20PM

MAT-090-257 lem. Algebra [/ - 400 - wsams 20145P
03/17/140430/14M12 € LEC MTWRF 0200PM 03-50PM

] - . -

Term Summary Level Load Creds CEUs Status.

[1]20145p [ 2014 Spring Semester UG Half 7.00 0.00 Registered g

.

3 :

After posting the “W” on the “RGN Registration” screen, save out by using the save
icon on the top menu bar and press Update to save the changes made to the
student’s classes.

Student’s Registration Billing will be updated automatically.

Go to STAC (Student Academic Credits) and type student name in student lookup
and press ENTER
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STAC-Student Academic Credits |
Test. Mr. Lam
Pago Pago  AS

Course Name Title Stat Credits CEUs Term
46 | w000 Elem Algebra D 20138U
F| psvas0 Human Development D 20138V
F| ENGon0 Beg, Reading D 2013FA
IF| waroso Prep. Math D 2013FA
IF| ENGom0 Tnterm. Reading D 2013FA
| Maro% Elem. Algebra X 2013FA
P maro90 Elem Algebra D 2013FA
P wat090 Elem Algebra A 20145P
| ExG-080 Tnterm. Reading W ou4sp €
F| Exconl Beg. Writing A 20145P

12. Locate the semester first on the right side (to make sure it's the right semester) and
detail in the “blue box” on the left side.

13.A menu will appear and select SACD and press Ok

-~ s da Xx& g B @
| STAC-Student Academic Credits| SACD-Student Acad Credit Detail

Test. Mr. Lam ID:- 0004125 SSN: 0C

Pago Pago AS 96799 Home: 633-1234

Course ID/Name/Sec 1672 MAT-090 257

Tae
Subject MAT Math
Acad Lvl/Course Lvi DEV Developmental Course -
Departments. | =
Credit Type
StartEnd Dt [JICERERE] 04/30/14
TermReporting Term  2014SP 2014 Spring Semest - 2014SP 2014 Spring Semes -
Status/Dt/Time/Reason - _ -~ I
Grade Scheme/Grade UG UG Grade Scheme
Cred/Conversion 4.00000 Manual Cred
Att/Cmpl/GPA Pts
Cum Att/Cmpl/GPA/Pts
Alt Att/Cmpl/GPA/Pts
CEUSs/Att/Crmpl Replaced Code
Mark/Dt - Replace Allowed

Mark Acad Credential [I] - MNotes/Comments !]

)
oo

14. Go to where it says Status/Dt/Time/Reason and use the dropdown to select “W”’
for withdrawn

93



- EGD H Q b3 ‘ ﬁ @ @
STAC-Student Academic credi:s\ SACD-Student Acad Credit Detail

Test, Mr. Lam ID- 0004125 SSN-000-00-4122
Pago Pago £ 96799 Home: 633-1234
Course ID/Name/Sec 1672 MAT-090 257
: gtiCl Elem. Algebra

Subject MAT Math

Acad Lvl/Course Lvl |SleRBLICEnER IR DEV Developmental Course -
Departments i
Credit Type [DAUSMSERRIETE
Start/End Dt 04/30/14
Term/Reporting Term - 20145P 2014 Spring Semes -
Status/Dt/Time/Reason 10:39AM =
Grade Scheme/Grade
Cred/Conversion N[anm
Att/Cnpl/GPA/Pts
Cum Att/'Cmpl/GPA /Pts X Deleted ; F
Alt At/Cmpl/GPA/Pts ER "‘?:“?e]!ed Ecquiv Eval
CEUs/Att/Cmpl TR Transfer Equiv Eval Replaced Code
Mark/Dt NC Noncourse Equivalency Replace Allowed
Mark Acad Credential 1 | . Notes/Comments | [l
10. Go to Grade scheme/Grade and enter the letter “W” on the space provided on

the far right and press ENTER. Once the grade of “W” is entered the calculation for
the GPA'’s will automatically calculated.

Notes: Make sure to check if the student is withdrawing from a College level courses (100
number courses and above) or CAPP courses (College Accelerated Preparatory Program —
below 100 level). Always put “NO” on “Replace Allowed.” “W” courses are not
Repeatable.

During the “W/F” or “W/NP” period, make sure you follow the same steps but the Grade will
be entered according to the corresponding course. CAPP courses (below 100 level)— W/NP;
College level courses (100 level and above) — W/F.
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STAC-Student Academic Credits | SACD-Student Acad Credit Detail

Test, Mr. Lam
Pago Pago
Course ID/Name/Sec 1672 MAT-090 257
e
Subject MAT Math
Acad Lvl/Course Lvl DEV Developmental Course -
Departments o
Credit Trpe
startEnd Dt [[JIEIRRE 04/30/14
TermReporting Term  2014SP 2014 Spring Semest - 2014SP 2014 Spring Semes -
Status/Dt/Time/Reason - _ M=
Grade Scheme/Grade UG UG Grade Scheme w
Cred/Conversion 4.00000 Manual Cred
Att/Cmpl/GPA/Pts 4.00000 0.00000
Cum Att/Cmpl/GPA/Pts 4.00000 0.00000
Alt At/Cmpl/GPA/Pts 4.00000 0.00000
CEUs/Att/Crpl Replaced Code
Mark/Dt - Replace Allowed
Mark Acad Credential | 1 | . Notes/Comments | [T

15. Save out by pressing the save icon on the top menu bar and select Update to save
the entered information.

Once screen is updated and saved, you will go directly to STAC window for viewing.

= s @ X®& 7 @ @

STAC-Student Academic Credits |

Test, Mr. Lam
Pago Pago
Course Name Title Stat Credits CEUs  Temm Gr
P ar-090 Elem. Algebra D 2013SU X
IF| psv2s0 Human Development D 2013SU
IF| ENG-070 Beg. Reading D 2013FA
IF| waros0 Prep. Math D 2013FA
IF| ENG-o0%0 Interm. Reading D 2013FA
P MaT0%0 Elem. Algebra X 2013FA
IF| MaT-0%0 Elem. Algebra D 2013FA
IF| aro9 Elem. Algebra w 0.00 2014SP w
IF| ENG-0g0 Interm. Reading w 2014SP
IF| Exco71 Beg. Writing A 2014SP
.
)
s
"
(60| IF| -
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Notes: The letter “W” will appear on the right side. Once the letter “W” is viewed for grade
the “W” will appear on the transcript.

16.Complete withdrawal

1. Before posting Complete Withdrawals, refer the student to the Financial Aid
Office for counseling;
2. After receiving Financial Aid counseling, the Financial Aid Counselor signs on

the Withdrawal form;

NOTE: Non-Financial Aid students are not required to obtain the Financial Aid
Counselor’s signature. Posting a Complete Withdrawal goes through the same
steps as to posting a Class Withdrawal

3. After completing withdrawing all the classes from STAC
4. Go to SPRO (Student Profile) and type student name in the student lookup
and press ENTER

This window will appear _r\ land detail in HIATUS

SPRO-Student Profile

Test, Mr. Lam
PagoPago AS 96799 Home: 633-1234
Preferred Mailing Address Preferred Residence
PO Box 1234 PO Box 1234
Pago Pago AS 96799 Pago Pago AS 96799
Change Address T !] Ant
Academic Cust Acad Status Cmpl Admit
Program Pgm Level Status Date Date Status
E] CILAS E] No UGUn Active 03/25/13 03/15 i
Student Types/Date m _ o
End Dt
Home Location E] MAP Mapusaga Campus o
Advisors E] Dr. Irene Helsham !] =
Restrictions E] !] ARO Academic Status 08/07/12 =
Directory/Privacy - -
Terms X I Locator X [ Hiatus

Transaipts X ) Add Profile Data X I Demogiaphics X ]
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SPRO-Student Profile | SHIS-Student Hiatus Summary

Test, Mr. Lam
Pago Pago  AS

Home Locationr MAP Mapusaga Campus Advisor: Dr. Irene Helsham

Hiatus Start Date End Date Status

m

HAREEEE

AARAD AW
‘

Academic Withdrawal Start Date End Date Status

m

AREREE

17.  Go to Academic Withdrawal and detail in blue box

SPRO-Student Profile | SHIS -Student Hiatus Summary | SWTH-5tudent Withdrawal

Test. Mr. Lam

Pago Pago

Last Atiendance Dt StarvEnd Dt [ NN
Term Exp Return Dt
Registration End Dt Wait List End Dt
Housing End Dt Meal Plan End Dt

Approval 1
Approval 2
Approval 3

Comments Campus Orgs End Dt

Student Comm Code
Faculty Comm Code
Advisor Comm Code

;
ik

6. Enter CW Complete Withdrawal on the Hiatus tab;
7. Reason tab — enter CW Complete Withdraw;
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8. Enter the Last Attendance Dt. As noted by the instructor of the course on the
Withdrawal Form;

+ s HdH@ x& T B @

SPRO-Student Profile | SHIS-Student Hiatus Summary | SWTH-Student Withdrawal

Test. Mr. Lam ID: 0004125 SSN: 000-00-4122

PagoPago AS 96799 Home: 633-1234

3=l CW Complete Withdrawal
Reason CW Complete Withdraw

Status -
Last Attendance Dt 02/13/14 Start/End Dt
Term 2014SP 2014 Sprin Exp Retun Dt
9. Press the save icon on the top menu bar to Update the changes made on the

SWTH (Student Withdrawal) screen. This will direct you back to SHIS
(Student Hiatus Summary) screen.

Save out again by pressing the save icon on the top menu bar and press
Update to save the changes made.

10.

o

Academic Withdrawal Start Date End Date Status
CW Complete Withdrawal 03/06/14 =

m

AREA8SE
I

Controfler Acadmic Wd Adding Vahe 2

Note: After completing the steps the student is officially withdrawn from school. (Always
check back to STAC if the changes have been saved).

*** DO NOT FORGET TO COMPLETE THE BOTTOM PART OF THE FORM — note the
Date Posted and Sign the form before filing form in the student’s file.

3. Once selected, the number of term credits in “Term Summary” automatically
changes
4. After posting the “A” or “D” on the “RGN Registration” screen, save out by using the

save icon on the top menu bar and press Update to save the changes made to the
student’s classes.
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SOP # DOSS-REC

Responsibility All Office Staff Academic

Policy: Transcript

Current and

Page # Scope Returning
Students

Academic
Transcript

s Last Reviewed/Update Date = 4/20/2018 8:18 PM
Guidelines

Description:

Daily transactions and requests which are received through e-mail, by phone, or filed
personally by students or alumni are attended to in accordance with this SOP and time
frame indicated herein. Policies of the Registrar’s Office especially those which pertain to
the confidentiality of academic records and grades of students are implemented in keeping
with the provisions and guidelines found in the ASCC Academic Catalog and the Federal
Educational Rights and Privacy Act of 1974.

Reguest for Transcripts and Other School Records:

Transcript of Records is a confidential document. Signature of the student or alumni is
required before any record is released by the office and requests should be done personally,
by mail, or by fax with the signature of the requesting student or alumni. Authorization
letter may be required if the requesting person cannot personally file the request and/or
receive the academic transcript personally from the Registrar’s Office. The same holds for
request of second copy of diploma by graduates or alumni.
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- basis.

AMERICAN SRAMOA COMNMUNITY COLLEGE

GFFICE OF THE REGISTRER
Phone: SEE 033155
Fax: GE4FES=-1003

TRANSCRIFT REQUEST FORM

The Bosine=ss Office handles ;Ju':.—nrlzur.-"ﬁnm-:i.a-! claarance, K recadst of payeent asd Boancial clearanss
uast be sobhroiited to {he record s office before a tranecsip! will be released en o frsl carme, frs sorved

Official Transcrip! ragquested will be processed within S working da.:rs after date of receipt

On & frad scsma, frst cerved

Giudent'd Hame: L1143
inlwH Fhorwe:
i sajorDegres Awesed |

Srudent’s Address:

Auserdad Cuare

Borr Manys

Checl enar fMadl [ ]

CMfficial Tranacriz:(85.00)

Sradant Copyn52. 0]

[ Pioic-up notes:

[For Cimer Lee)

Pick-up

L

—

Purpose of transcript: =T e A — |
{Checlk ome) Cohar 3 Tramifer C:-l e ]
] Esra b el o> Gradwarian G Parinnal % G-l I!rq'.'nl':: ;
Mioiling Addres=s for Transorpis
—
1 _ % | E
o
|
I, the usdersigned, hereby give my peemission for A5CC ta ralaase sy Transcripd to the
Imsidtatlon OrganizatiensPersends) Hated balaw:
Signatnre: Drata;
FOR ADROSSI0MS AND ADCORDE OFTICE TSE ORLT
Caza Heo'dl Fec'd Bys =
Forifted by YVerified Date: e
NOTE: All the required fields on the Transcript Request From should be completed.
FIELD DESCRIPTION EXAMPLE/ NOTE

Student’s Name

Student should provide full legal name.

If student is married the name that the student
used while attending should also be provided
on the form. If the student wants to change the
maiden name to married name, the social
security card with the martied last name should
be provided to the office for change. Vice versa
when the married name is changed back to the
maiden name.

Social Security Number

Student should provide the exact SS# that’s on
the SSC

This is important because some students have
the same name but the SS# will determine the
right student transcript that needs to be
verified.

Date of Birth

Students should provide his/her date of birth

This is also important if students have the same
name but the DOB would help determine the
right student. If the right student is determined,
the students file will be pulled for the transcript
verification.

Student’s Address

Student should provide his/her address

Example: P. O. Box 000
Pago Pago, As 96799

Major Degree Awarded & Awarded Date

This should be provided by the student if

Example: AA — Liberal Arts 2004SP
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he/she graduated from ASCC
# of Official Transcript & # of Student’s copy Simply write the # of official transcript 1 official
requesting and the # of student copy requesting

2 student copy

Check a method of receiving transcript Mark mail or pick-up. The student can also v' Pick-u p
mark both if the student wants to mail the
official and pick-up the student copy (make
sure student make notes on the form for this) v Mail

« To ensure accuracy, transcript requests may take up to 5 working days to process.
This is dependent on the verification time required for student records not in the
current Colleague system.

e Transcripts are processed on a first-come, first-served basis. NO RUSH ORDERS ARE
ACCEPTED AT THIS TIME.

e You must apply early to allow sufficient time to process your transcript request.

SOP # DOSS-REC

Responsibility All Office Staff Policy: Transcript
) Requests

Page # Scope Internal Process

Academic
Transcript

Title: Request

Last Reviewed/Update Date = 4/20/2018 8:18 PM

Transcript fees are $5.00 for an Official Transcript and $2.50 for a Student Copy.

Requesting an Academic Transcript

IN PERSON:

1. Pick up and complete the transcript form from the Admissions & Registrar’s
Office Service Window.

2. Make the appropriate payment to the Finance Office

3. Submit the request form together with the payment receipt to the
Admissions & Registrar’s Service Window

Once form and payment receipt is received:
18. Complete the “FOR ADMISSIONS AND RECORDS OFFICE USE ONLY” part of the

form — noting date received, received by. The noted “Verified by:” and “Verified
Date:” will be completed by the Student Records Specialist.
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I, the undersigned, hereby give my permission for ASCC to release my Transcript to the
Institution/Organization/Person(s) listed below:

Signature: Date:

FOR EDMISSIONS AND RECORDS OFFICE

ate Rec'd: Rec'dBy:

Verified by: Verified Date:
pdated 7-31-14
ARFEO

19. Route the form to the Administrative Assistant to do the following:

a. Go to

vameen [aperrnt | nn 1 neerteanenn
-'I.-Ir-r .r.lrll.'.rll.-'.'..-j M e p

4,\

Uv‘lfu Computer b Transcript Log (\\asccfesoasoani (Z) » Y

[y — =

b. Access the shared Microsoft Access “Transcript Log” folder

T T TS e ript Log ¢ Databace (Access 2002 - 2003 Tile forma icrosof cess

Home Create External Data Database Tools
# cut | Asce g Fr Selection = X Totals J':!j
Ea Copy ilc ng YA — = S Spelling |
- ¥ Format Paint = 5 # Togale Filte “i . 3K Delete ~ 55 e i
Views Clipboard = Sort & Filter Records Find Text Formatting

B I O y -l

All Dates =) <
FEDIUAry 2ULs Log

s
January 2011 Log
January 2012 Log
January 2013 Log
January 2014 Log
July 2010 Log
July 2011 Log
July 2012 Log
July 2013 Log
July 2014 Log
June 2010 Log
June 2011 Log

June 2012 Log

June 2013 Log
June 2014 Log

March 2011 Log
March 2012 Log
March 20135 Log
March 2014 Log

May 2010 Log

HOCOHRORAB00E060A0HE00H6E

May 2011 Log

c. Open the respective log for the current month and year - once open — please enter the required information based on
what is noted on the transcript request form;
d. Initial logging is completed

3. Route the transcript request form to the Student Records Specialist for processing of request;

a. Pull up the student record in the Collegue “TRAN”;

b. Check for course repeats and verify any inconsistencies on record;

c. Prepare all received requests by printing the system transcript and forward to the Director of ARFAO for the final review
and printing of “Official Transcripts” only; “Unofficial Transcripts” will be printed by the Student Records Specialist;

d. After printing is received from the Director of ARFAO, stamp, seal, and signature must be affixed on each copy, forward
all transcript requests together with the printed official /unofficial transcripts to the Administrative Assistant (See SOP on Academic Transcript

Logging).
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NOTE: If a student record does not exist in Datatel, then please do the following:

a. Go to Blackbaud system;
b. Access “Records Management” module;
c. Go to “Attributes” tab and see the “Transcript Verified” Date and Comments

|/ E mploy T BinZ T Motez T b edia T Conduct T Courzes T Grades TﬁcheduleT Attend ]

Binl IAttriI_Jutes] Bin3 T Fir Aid T Relations: TEducatiDnT Tests T Medical T Actions T Achivity
Cateqgary Description | Comments B
Willage Mame * | Taputimu (]
|| Transcript Yerified 10ME6/2000 ghafi
|| Transcript Yerfied 3/18/2008 p.lampuen
|| Student Tyupe ASTEF
kA zinr Tearhers Furating
d. Note this on the bottom part of the “T'ranscript Request” form;
e. Depending on when the transcript was last verified, all Blackbaud records should be re-verified across the respective recorded

semesters/courses using the filed grade books;

To ensure accuracy, all Blackbaud records may take up to 4 weeks to process. Transcripts are processed on a first-come first-
served basis.

20.  After all recorded academic grades are re-verified, go to Datatel/Colleague and STAC the record (see SOP on STAC);

21.  After STAC’ing, follow steps 3c in this SOP to complete the process of transcript request.

IF A STUDENT IS UNABLE TO APPLY IN PERSON:

22. A Faxed or mailed request received MUST note permission by the requestor to release
transcript. The received form must be signed; signature is required before processing will
begin. No exceptions will be made to this policy.

23. Look out for the other person authorized by the requestor to pickup transcript. If the
name is not authorized by the requestor in his/her letter then the transcript can not be
released. No exceptions will be made to this policy.

2. Follow Steps 3c in this SOP section to complete the process of transcript request.
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SOP # DOSS-REC

Responsibility All Office Staff

I Transcript
Policy: Requests

Page # Scope Internal Process

Academic
Transcript

Title: Request — Logging

Last Reviewed/Update Date = 4/20/2018 8:18 PM

Description:

All academic transcript requests received must be logged for tracking purposes and to
maintain accountability of release.

Procedures:

24 INITIAL LOGGING — processed by the Administrative Assistant

a. Go to

vearrn [mnernnt | an (1 acrrtecnnenn p
JEUCH FIUSCHEIL LOY | | ISCOTESCUA 00

A

Uv‘lf\'b Computer b Transcript Log (\\ascefesoasoani (Z) » v

i

b. Access the shared Microsoft Access “Transcript Log” folder
s T T T o hscript Log : Database (Access 2002 - 2003 file format) = Microsoft Access
Home Create External Data Database Tools
) & cut | asce = = )
Z3 Copy } = A = = “SF spelling :
i F - 4 F Al . P Delete ~ B I 1 5 i
Clipboard ) Sart & Filter Records Find Text Formatting
Dates > <« |

FEBTUArNY ZULS Loy
January 2011 Log
January 2012 Log
January 2013 Log
January 2014 Lag

July 2010 Log

July 2011 Log

July 2012 Log

July 2013 Log

July 2014 Log

June 2010 Log

June 2011 Log

June 2012 Log =
June 2015 Log

June 2014 Log

March 2011 Log

March 2012 Log

March 2013 Log

March 2014 Log

May 2010 Log

LﬁLﬁLﬂLﬁLﬁLﬁLﬁLﬁLﬂLﬁLﬁLﬁLﬁLﬁLﬁLﬁLﬁLﬁLﬁLﬁLéé

May 2011 Log

c. Open the respective log for the current month and year - once open — please enter the required information based on
what is noted on the transcript request form;
d. Initial logging is completed

When Completed transcript requests are received from the Director of ARFAQO, stamp, seal, and affixed signature on each page of the
transcript. The Administrative Assistant will be responsible for the following:
25.  Enveloping — will be based on the request (official/unofficial);
Official transcripts — MAKE sure to seal the envelope
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Unoffical transcripts — DO NOT seal the envelope
2. Distributing - based on what is noted by student on the transcript request form (mail, pick-up, etc.)
3. Logging — Final logging of the completed transcript

FINAL LOGGING — Completed by the Administrative Assistant

a. Go to the shared folder
Y
F\ . . N e YR T
@Uv‘lflb Computer b Transcript Log (\\ascefesoasoani (Z) » v ﬂ\H Search Transenpt Log (\\asccfesoasoa.. B
i
b. Update “Current Status” of transcript request
C. Make sure to include any additional information in the “NOTES” column
d. File the completed “Transcript Request” form in the student file.
taff Assigned + CurrentStatw«t \DateCon«t Type  «| Purpose - | RequestTo ~|RecdMe -« Releas~| Status ~+| Date - NOTES
pu COMPLETE  03/27/2014 Official Tran, Student Walk-n -~ P/Up  pfupbyRenell 03/28/2014 ReleasetoRenelLoa
upu COMPLETE  03/07/2014 20fficials  Transfer  Student Walk-ln~ Mail ~ Mailed 03/07/2014  Mail to UH-West Ozhu
upu COMPLETE  03/24/2014 Official Tran.  Off-lsle. Requ Argosy Mail Mail  Mailed 03/25/2014  Mail to Argosy University
upu COMPLETE  03/25/2014 Official Tran.  Off-Isle. Requ Argosy Mail Mail  Mailed 03/25/2014  Mail to Argosy University
upu COMPLETE  03/17/2014 Official Tran.  Off-lsle. Requ Argasy Drop-Off By PfUp  pluphyPele 03/17/2014
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ADDITIONAL STUDENT SUPPORT SERVICES

Tutorial Services

SOP # Responsibility: Tutorial Coordinator and staff

Standard 11, Student Services

Title: Comprehensive Tutorial Process | Policy: Mission Statement
Scope: Student Services Review Date: March, 3, 2014
Description:

The Comprehensive Tutorial Process is used as a means for students to obtain tutorial services
provided by the Student Learning Assistance Center and Annex. The comprehensive tutorial process
provides accessible information to fulfill the academic needs of the entire student body of ASCC.

Procedures:

1. Students are informed through different mediums, namely
- New Student Orientation
- The 411 Newsletter
- Referrals by faculty or departments
- Flyers
- Brochures
- Bulletin boards
- Other ASCC newsletters
- Word-of-mouth
- Outreach
- ASCC website
- Facebook: ASCC 411 Newsletter
- Gmail: ascc4llnewsletter@gmail.com
- Catalog
2. Students identify what subject they need tutorial assistance with;
a. For English tutorials, students will go to the Student Learning Assistance Center.
b. For math and all other subjects, students will go to the Student Learning Assistance
Center Annex.
3. From there the student will identify which of the following categories they fall under;
a. Urgent:
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Students who need urgent assistance will sign in and receive staff assistance.

b. Casual:
Students, who walk-in will sign in, fill out a request form, a tutor will be assigned and

then the student will receive tutorial assistance.

c. Referral:
Students referred by instructors or counselors will sign in, a tutor will be assigned,

then the student will receive tutorial assistance.

d. Disability:
Students with disabilities will sign in, fill out a request form with a counselor, the
counselor will refer the student to the tutorial center, and then the student will
receive tutorial assistance.

e. Other Programs:
Students who are in need of assistance in subjects that the Student Learning

Assistance Center does not cover, they will sign in, be referred to the appropriate
department/program, then the student will receive faculty assistance.

The list of departments/programs on the comprehensive tutorial process are
Business, Samoan Studies Institute, Trades and Technology Division, Language and
Literature, College Accelerated Preparatory Program, Adult Education Literacy and
Extended Learning, Community and Natural Resources, Area Health Education
Center, Veteran Affairs and Louis Stokes Alliance for Minority Participation.

4. Atthe end of the semester, the tutorial coordinator will follow up with instructors and
compile a student evaluation report.

Student Government Association (SGA)

SOP#  SG100 Responsibility: SGA Coordinator and members
Student Government Standard 11B. 1-4
Title: Association/Calendar of Policy: SS Mission Statement
Activates SS Outcome 1, IV
Scope: Student Services Review Date: June 15, 2015
Description:

The Student Government Association is meant to represent all areas of campus and provide a voice
for the student body. SGA will provide quality services and activities to students to encourage and
allow all students to engage and experience activities, programs, and events that take place on
campus. In addition, an SGA Handbook of information on ASCC student- related rules,
regulations, and policies, and an Identification Card (ID) is also provided.
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Procedures:

1.

SOP #
Title:

Scope:

A Calendar of Activities is created by the Student Government Association officers and
members and submitted for approval by the Dean of Student Services, Vice President of
Student Academic & Student Affairs and the ASCC President.

Once the Calendar has the required signatures of approval, the SGA officers and
members meets and starts the planning and organizing of each activities.

The SGA calendar is sent through email to the faculty and staff for their information of
the dates that is being scheduled by the SGA activities. This is for any campus activities
the faculty or staff planned to minimize and or to avoid conflict with the SGA activities.
Furthermore, to know the dates the facilities being reserved by the SGA.

Activities are also submitted to the 411 Student Newsletter which is then included the
college’s website for students and community, and sometimes the local media, T.V. or
the newspaper.

SGA officers fill out Facility Request form to reserve facilities and rooms, including but
not limited to the gymnasium or Lecture Hall, for the whole semester to assure activities
will take place as planned and scheduled in the Calendar.

Forms are routed for the required signatures.

a. The forms are sent through email by the ASCC President secretary to Faculty and

staff to inform them of reserved facilities by the SGA.

Student Government Association (SGA)

SG101 Responsibility: SGA Coordinator and members
Standard 1IB. 1-4

SGA Activities Policy: SS Mission Statement
SS Outcome I, IV

Institution Review Date: June 15, 2015

Description:
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The Student Government Association is meant to represent all areas of campus and
provide a voice for the student body. SGA will provide quality services to the student
body to encourage and allow all students to engage and experience activities,
programs, and events that take place on campus. In addition, an SGA Handbook of
information on all ASCC student-related rules, regulations, and policies and an
Identification card (ID) is also provided.

Procedures:

1. The Student Government Association members meet to discuss on budgeting each
activities they have on their calendar of activities.

2. The SGA submit the budget for approval by the Dean of Student Services, Vice President
of Academic and Student Affairs and the ASCC President.

3. Once the Budget has been approved, copies are forwarded to the Dean of student
services, the vice president and the ASCC Presidents office. Also a copy is submitted to
the Chief Financial officer. The SGA then work on invoices of materials and supplies for
each activity.

4. A purchase requisition is filled out with attached invoices to be routed for all of the
required signatures, then to the Business office, and finally to the Procurement Office
for materials to be picked up and delivered to the SGA office.

Student Government Association (SGA)

s SGA Coordinator and SGA
SOP#  SG102 Responsibility: Members
Standard IIB. 1-4
Title: SGA Club Sponsorship Policy: SS Mission Statement
SS Outcome : 1, IV
Scope: Student Services Review Date: June 15, 2015

Description:
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The Student Government Association provides annual club sponsorship in financing clubs activities.
Sponsorship is open to any ASCC clubs or organization that is either under the Student
Government Association membership or academic departmental clubs.

Procedures:

SOP #
Title:

Scope:

A Club/Organization will write a letter of proposal to the Student Government
Association requesting funding to assist the club with their activities planned out for the
current semester. A 110erox copy must also be provided to the Dean of Student
Services.

The Dean of Student Services makes the final decision on approving the requested
funding from the club. The Dean may also change the requested fund by increasing or
decreasing the amount.

If approved by the Dean of student services, a Purchase Requisition (PR) form is filled
out with letter from the club attached and routed for the proper signatures, the Dean of
Student Services, Vice-President of Academic & Student Affairs, and the President. The
check will be under the name of the club advisor only.

The PR is then forwarded to the business office to complete the process and for the
last step.

Once the check is ready, the Business Office contacts the SGA Coordinator and in return
the SGA Coordinator notifies the club to pick up their check.

Student Government Association (SGA)

SG103 Responsibility: SGA Coordinator and members
Standard IIB. 1-4
Student Handbook Policy: SS Mission Statement

SS Outcome: I, IV

Student Government Association Review Date: June 15, 2015
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Description:
The Student Government Association employs the process to update the student
handbook in conjunction with the ASCC General Catalog to include all student

policies and rules.

Procedures:

1. The Student Government Association officers and representatives meet at
the end of every spring semester to revise and update the Student
Handbook.

2. Information in the handbook is updated every two years to coincide with
the ASCC General Catalog.

3. Adraftis submitted to the Dean of Student Services for final approval.

4. The approved Student Handbook goes to the printer for copies.

(The printers submit an invoice printing cost and a Purchase Requisition
form is filled out with the invoice attached and routed for required
signatures for payment).

Student Government Association

SOP # SG104 Responsibility: SGA Coordinator and members
Standard 11B. 1-4
Title: Intramurals Policy: SS Mission Statement
SS Outcome: I, IV
Scope: Student Government Association Review Date: June 15’ 2015
Description:

The Student Government Association provides students Intramurals sports annually.
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Procedures:

26.The Student Government Association officers and members coordinate
with the Chairperson of the Physical Education Department to discuss
Intramural activities in Volleyball, Basketball and Rugby.

27.The student government association and the chairperson of the physical
education agree to coordinate and organize the intramural games by
providing referees, facility and students from P.E. classes to form teams
and compete.

28. The SGA members recruit teams by posting flyers throughout campus, 411,
Facebook and by word of mouth.

29.The SGA will provide monetary award and consolation prizes.

Student Government Association

SOP# 002 Responsibility: SGA Coordinator and members
Title:  Orudent Government Sign- Policy: Standard IL.B
in/surveys
Scope: Student Services Review Date: August 31, 2015
Description:

The Student Government Association is meant to represent all areas of campus and provide
a voice for the student body. SGA will provide the best services to students to encourage or
allow all student to engage and experience activities, programs, and events that take place
on campus and within ASCC. Also, providing students with a handbook of information on
ASCC rules, regulations, and policies that govern our community. Furthermore, offering
Identification card for the whole ASCC.

Procedures:
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The Student Government Association will provide a sign-in sheet to record total
students participated in the activities.

The SGA will also provide a survey for students to assure the activities are in satisfaction
or not. Also, students will provide suggestions of how to better the activities or what
other activities they want to see that SGA does not have in their calendar of activities.

The SGA secretary will be responsible in issuing out surveys during the activities.

The SGA treasurer will be responsible in the sign-in and issuing out ticket meals to the
students.

The SGA secretary will collect the surveys and sign-in and compile to make a report on
the findings and share the information with the SGA members on their next available
meting.

All members of SGA, executives, sophomore and freshmen will discuss the information
from the surveys and find the best solutions to meet the satisfaction of the student
body to assure student centeredness is met.
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Student Government Association

SOP# 002 Responsibility: SGA Coordinator and members

Title: Divisional Assessment Policy: Standard I, 11.B, 111

Scope: Institution Review Date: February 26, 2014
Description:

The Student Government Association is meant to represent all areas of campus
and provide a voice for the student body. SGA will provide the best services to
students to encourage or allow all student to engage and experience activities,
programs, and events that take place on campus and within ASCC. Also,
providing students with a handbook of information on ASCC rules,
regulations, and policies that govern our community. Furthermore, offering

Identification card for the whole ASCC.

Procedures:

1. The Student Government Association members meet to discuss on
budgeting each activities they have on their calendar of activities.

2. The SGA submit the budget for approval by the Dean of Student Services,
Vice President of Academic Affairs and the ASCC President.

3. Once the Budget has been approved, a copies are forwarded to the Dean’s,
Vice President and the ASCC Presidents office. Also a copy is submitted to
the Chief Financial officer. The SGA then work on invoices of materials and
supplies for each activity.

4. A purchase requisition is filled out and routed for the required

Signatures and then final destination is to the Business office and procurement

office for picking up the materials and dropping off at the SGA office.
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Student Services

SOP #

Title:

Scope:

(Dean of Student Services) re to
Transfer Counselor

SS- 002 Responsibility:

ASG Scholarships & Student

TLoans Policy: Standard 11

Institution Review Date:

Description: ASG Scholarships and Student Loan applications are offered every semester to
prospective graduates of ASCC as a means of providing them with financial assistance as
they transfer to 4-yr universities off island. The ASG Scholarships and Student Loan
Applications for ASCC graduates are made available every semester and is offered in the
Student Services office.

Procedures:

. The Dean of Student Services approves the official date/schedule for the availability of

ASG Scholarships and Student Loans applications to be offered to all ASCC prospective
graduates

Once the schedule of availability is approved, ASG Scholarships and Student Loans
application information is then announced to the student body via 4-1-1 Newsletters,
flyers, bulletin boards, etc

Students interested in applying may stop by and provide a copy of his/her unofficial
transcript to the Student Services office to screen his/her eligibility to meet criteria for
scholarship/ student loans

Students that are eligible to apply are provided a scholarship application and criteria
requirement listing

Once application is completed, Scholarship applications are compiled and organized
by the Dean of Student Services
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6. Memo listing is addressed to ASG Financial Aid Program of names of applicants that
are eligible and meet criteria and requirements of scholarships/ student loans. Memo
listing is drafted by the Dean of Student Services

7. Memo listing of names is forwarded to the Vice President of Academic and Students
Affairs for review and approval

8. Memo listing is sent to the ASG Compiled scholarship applications is then forwarded
to ASG Financial Aid/ DOE Scholarship office

9. ASG Scholarships and Student Loans selection of recipients is finalized by the ASG
Scholarship Board

Student Services

Counselor — Transfer or Program

SOP #  SS-0003 Responsibility: Director of Counseling
Title: In House Scholarships Policy: Standard 11
Scope: Institution Review Date:

Description: In House Scholarships are offered every semester as a means of providing
financial assistance to students. In House Scholarships is only for one semester and that
students must apply every semester. There is no monetary award but is credited towards
student’s account in the Business Office.

Procedures:

10. The Dean of Student Services will schedule and announce the dates for the availability
of In House scholarship applications

11. The In House Scholarships information is then announced to the student body via 4-1-
1 Newsletters, flyers, bulletin boards, etc

12. Students interested in applying will stop by and provide a copy of his/her unofficial
transcript to the Student Services office to screen his/her eligibility to meet criteria for
scholarship before applying

13. Students eligible are provided a scholarship application and criteria requirement
listing for application
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14. Scholarship applications are compiled and organized by the Administrative Assistant
to the Dean of Student Services

15. Compiled scholarship applications are reviewed by the In House Scholarship
Committee (Financial Aid Rep, Finance Office Rep, CNR Chairperson, Faculty Rep, and
Dean of Student Services)

16. Scholarship Recipient listing is finalized by In House Scholarship committee

17. Memo of In House Scholarship recipients is drafted by the Dean of Student Services
and approved by the Vice President of Academic & Student Affairs

18. Memo of Scholarship recipients is then forwarded to the Finance Office to credit

scholarship awardee towards recipient(s) accounts.

19. Scholarship Congratulatory letters are dispersed to Scholarship recipients

Student Services

SOP # SS- 004 Responsibility: Administrative Assistant
Title: Job Order form Policy: Standard 11
Scope: Student Services Review Date:

Description: Job Order form requests are used as a means for staff personnel to request
assistance from Department of Administrative Services for assistance with custodial or
maintenance work in the workplace

Procedures:

1. Job Order request forms are provided from the Department of Physical Facilities and
Maintenance Services to all staff personnel

2. Personnel requesting for job order will fill out the job order request form listing the
details of their request(s)
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Personnel requesting will forward their request form to Dean of Student Services
office for approval

After approval, personnel requesting will forward their job order forms to the
Physical Facilities and Maintenance office for processing of job order request(s)

American Samoa Community College
Student Services Division
Counseling Office
PO Box 2609
Pago Pago, AS 96799
Phone 684-699-9155, x/ ¢ Fax 684-699-
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APPENDIX
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SOP # DOSS

RESPONSIBILITY DOSSSTAFF ANNUAL

POLICY: LEAVE

PAGE # PAGE 120 OF 122 SCOPE INTERNAL
GRANTING OF LAST 4/20/2018

TITLE: REVIEWED/UPDATE 8:18 PM

ANNUAL LEAVE DATE

PURPOSE: To provide guidance for employees to follow when requesting for leave of
absence from the workplace, and to ensure that their leave is in compliance with all ASCC
policies.

WHO ADMINISTERS THIS PoLicY: The managerial personnel of DOSS will administer this
policy and remain in close contact with Administrative Assistants of both Admissions and
Financial Aid Offices to ensure efficient recording of employee leave requests are handled
properly

PoLicy:

1. ASCC Governance Policy Manual of 2008 section 4500.1, ANNUAL LEAVE:

ASCC encourages and requires each employee to take annual leave entitlement as
paid time off away from work. ASCC does not provide vacation pay unless time is
actually taken as time off from work, or upon separation..ASCC’s leave policies are in
accordance with ASCA Title 7, Chapter 12.

2. ASCC Governance Policy Manual of 2008 section 4500.2, Granting of Annual Leave:
Annual leave must be requested and approved prior to its taking. Failure to secure
prior approval may result in a charge to leave without pay and may result in
disciplinary action against the offending employee. The ASCC application for leave
must be completed three days before an employee may take leave. One day of
approval is only allowed when the leave is justified.

PROCEDURES:

a. ARFAO employee fills out the ASCC Leave Form.
b. Leave form must then be taken by employee to ASCC Human Resources Office to
verify leave balance per HR records.
c. Employee must give form to respective Administrative Assistant for the individual
offices for leave forms to be logged into the Leave Spreadsheet for DOSS.
1. Admin. Assistant will route the leave form and get all necessary signatures for
approvals (or denials) of leave from the appropriate official.
2. Admin. Assistant is responsible for tracking the leave form to ensure which office
or official has the leave form and the current and most up-to-date status of the
routing of leave.
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d. Once all signatures are gathered and leave form has been logged as complete,
Admin. Assistant must scan and keep a copy of the approved (or denied) leave form
and return the original leave request form to the requesting employee.

REFERENCE, RELATED POLICIES AND/Z/OR DOCUMENTS:
4. American Samoa Community College, Governance Policy Manual 2008, Chapter IV
Personnel Governance, Section 4500.1 and 4500.2
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