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Overview

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

Thisisyourworking 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 werewritten with everyone’s input, and all staff
is accountable for following them. These SOPs enable us to be consistentabout
expectations forevery DOSS staffandto determine whether performance meets,
exceeds, or falls short of expectations. Be suretoreadthe manual thoroughly and then
review the sections that relate to your job. Discuss any questions you have with your
supervisor.

The ComprehensiveStudentServicesSOP Manualis aliving documentthat 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
¢ Reports directly to the Vice-President of AcademicAffairs

o Oversees the following programs, offices, andservices

Program Director of Counseling
» Reportts to the Dean of StudentServices
» Oversees counseling services and student support &learningservices

Program Director of Library Resources
» Reports to the Dean of StudentServices and Dean of Academic Affairs
» Oversees ASCC college library services and information resources in
support of students and academic programs

Student Support and Learning Services Officer
» Reports to the Dean of StudentServices
» Oversees Tutorials and other Learning SupportServices

Admission Officer
» Repotts to the Dean of StudentServices
» Oversees services to process admissions of students from entry, to enroll,
to graduation

Financial Aid Officer
» Reports to the Dean of StudentServices

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

Registrar (Records Officer)
> Reports to the Dean of StudentServices
» Oversees services to the community, faculty, staff, students and other
agencies by informing and safeguarding student academicrecords




DIVISION OF STUDENT SERVICES MISSION and
EXPECTED OUTCOMES

MISSION

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.

rF I \ he mission of the Division of Student Services (DOSS) is to support the educational

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 TCOME

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:

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

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

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

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

o 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-00

Responsibility Admissions Officer
Policy: Admissions
Page # Page 6 of 154 Scope Activities & Services
Title: Purpose and Last Reviewed/Update Date  6/4/2020 2:27 PM
Procedure
Purpose

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

Procedure
The primary aim of the Admissions Office is to process application 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 inquiry to enrolled student.
The primary procedures associated with the delivery of services include:
A. Providing information service and support to prospective students, parents, and
schools (See SOP# ADM-01)
B. Processing applications through electronic and direct receipt (See SOP# ADM-02)
C. Placement, SAT, ACT, test scores and orientation for all incoming students (See
SOP# ADM-03 and SOP# ADM-04)
D. Updating the Colleague System (See SOP# ADM-05)

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

References and Definitions
ASCC current Academic Catalog, Datatel/Colleague Recruitment/Admissions Management
Training Materials

SOP # DOSS-ADM-00
Responsibility Admission
Officer/Out h Policy: ASCC Admissions
1cer/Outreac Recruitment/Outreach
Page # Page 6 of 154 Scope Prospective Students

Recruitment/Outreach

Title: Last Reviewed/Update Date = 6/12/2020 9:41 AM

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 12% graders. The intent and
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focus of this recruitment is the ASCC admission application and requirements.

Recruitment is initiated by the Admissions Outreach Counselor or it may be by request from
the general community. Responsibility for this process is shared amongst the staff of the
Admission Office.

Procedure

Fall and Spring Recruitment/Outreach
Secure approval from the Dean of Student Services;

Counselor send out recruitment letter to an identified community group requesting
recruitment presentation from (must secure approval from DOE Secondary Office for
public high schools);

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

4. Print and duplicate the following for informational handouts.

Handouts/Materials: ASCC Admission Brochure
Sign-In Sheet
Power Point Presentation
Presentation Evaluation/Survey
Other pertinent information

1. ASCC Admission Application
TE

American Samoa -Community College
ADMISSIONS APPLICATION

PLEASE TYPE OR PRINT CLEARLY IN INK. COMPLETE FORM AND SUBMIT IT TO THE CAMPUS ADMIZSIONS OFFICE

SEMESTER ENTERING | VEAR TEGAL NAME
[ FaLL
O SPRING 20
B swoax TAST FIRST SIDDLE [ SUFFIX
PO BOX # VILLAGE SOCIAL SECURITY NUMBER DATE OF BIRTH CENDER
Idoy yem) CIMALE
B | i . ClFEMALE
BIRTH PLACE ETHNICTTY TONTACT INFORMATION
Cotyriemte HOME CELL
‘ EMALL
CIMZENSHIP MARITAL STATUS VA BENEFITS
Qus CITIZEN B SINGLE £ MARRIED El DIVORCED EA YES
CJ US. NATIONAL £l SEPARATED  [] WIDOWED ENo
£ OTHER (Fleme speci
NONUS CITIZ =15 et B Antoritie)
IMMIGRATION LD NUMBER DATE ENTERED AM. SAMOA IMMIGRATION LD EXPIRATION DATE
1. P2, . rmcxth / ey ! your
EMERGENCY CONTACT
Nasme Relaticaship Fhone Nusber
NAME OF HIGH SCHOOL GRADUATED) WILL GRADUATE or GED cITY STATE/COUNTRY | MONTH/YEAR GRADUATEDS
WILL GRADUATE
TIST EVERY COLLEGE, UNIVERSITY. BUSINESS AND POST SECONDARY SCHOOL ATTENDED
NAME OF INSTITUTION (Lint mast recent first smd CIIVSTATE ON ATTENDED FROM | ATTENDED 1O VAT O MONTHY EAR
attach - CITYACOUN TRy MONTHAYEAR MONTHYEAR DEGREE EARNED RECEIVED
Check typeis) of mmistmce you reques
] Reader [ Note—gaker [ tatepecter [] Mces time on cxsm
jon and/or sssistance. LI OTHER (Please spocify)
CADEMIC FROGIAM LiST)
y FaoG — .
APPLICATION CERTIFICATION
I certify. under penalty of perjury. that the 1 lon on this ipplication is true and correct to the best of my knowledge. I
und that wiliful or falsification of may result in my dismissal. I further understand that I am required to
produce certifiad documents relevant to the determunation of my residency status.
Student Signature: Date:
FOR OFFICE USE ONLY
FLACESENT v VED APPLICATION AFFLICATION
Osar O s n RECEIVED BY FOSTED BY
Oacr jm]
O ToesL [}
[0 ASCC Placesess Test [m]
o
STUDENT LD & e
o
[} DATE DaTE
jm]
ADMISSIONS FORM # 1 REVISED 11/21/17

2. List of Required Documents (see Admission Requirements)




REQUIRED DOCUMENTS

Admissions
Application
*Available in office or online

http amsamoa.edu/files
admissionapp.pdf

Valid Passport
(OR)

BIR™M . Birth Certificate &

== Local Govt. ID

== Social Security
=1 Card

High School
Diploma
ASCC Placement

Test or SAT/ACT
Test Scores

ADDITIONAL DOCUMENTS
FOR NON-RESIDENTS

Alien Registration
Card & Immigration
Board Authorization

*Board letter to state "authorized
to attend ASCC"

ADDITIONAL DOCUMENTS
FOR TRANSFER STUDENTS

Official Transcripts
Sent Directly to
ASCC

*Address included in contact
information on brochure

ADDITIONAL DOCUMENTS
FOR EARLY ADMISSIONS

Recommendation
Letter from School
Counselor or
Principal

Letter of Consent
from Parents

OO0

*Must include financial
responsibility for tuition

Official High School
Transcript

*CGPA of 3.0 or higher

DOSS-ADM-02

Application Processes

SOP #
Responsibility Admission Officer )
Policy:
Page # Page 8 of 154 Scope
Title: ASCC Admisslon and Last Reviewed/Update Date

Processing Admission
Applications through
electronic and direct
receipt

Prospective Students —
Resident & Non-
Resident

6/12/2020 9:49 AM

Admission Application

1. ASCC admission application is available from the Admission Office or by accessing
the institutional website at www.amsamoa.edu;
2. When the admission application is completed and received, make sure that all
required documents are included; if any document is missing, please advise student.
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 Admission Clerk Specialist for data entry.




Early Admission:

ASCC's Early Admission program permits high school students entering their junior year
(11t grade) to enroll for summer courses only. High school students entering their senior
year (12% grade) are permitted to enroll for summer, fall and spring semesters (see ASCC
current Catalog for more information or changes). Early Admission students are only
allowed to take up to two courses. In addition to the ASCC Admission application and
required documentation, additional documentation for Early Admission includes the
following:

e A letter initiated and signed by the high school principal or the counselor
(recommending student based on academic performance, i.e., grade point average,
etc.;)

e A letter of consent from the parent or legal guardian (including financial
responsibility for student tuition);

e Official High School Transcript with a CGPA of 3.00 or better.

Dual Enroliment:
All Dual Enrollment student applications and required documents are similar to the Early
Admissions Process. The student selection for Dual Enrollment is done by the DOE
Secondary Office and they are responsible for bringing in the applications and required
documents. The Admissions Office does not select or deal directly with the students and
their parents.
Bachelors of Education in Elementary Education (B.Ed.):
Students transferring into the B.Ed. program are required to complete an ASCC application
with the Admissions Office. Additional documentation includes:

e AA or AS Degree

e Copy of transcript
Note: Pre-requisites for General Education courses are waived for all ASCC AA and AS
degree recipients; for transfer students from other colleges or universities, courses are
articulated for equivalency.

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 Office. (SOP#
ADM-06)

Required supporting documentations (to be submitted with Admissions
application):

RESIDENT STUDENTS:
1. Passport OR Birth Certificate AND local American Samoa identification card.
2. Social Security card
3. High School diploma
4. Health Clearance - ASCC Form (*new initiative - in approval process/check public?)

Applicants under the age of 18 should also submit at least ONE of the following:




High School Diploma

General Education Diploma (GED)

Secondary School Certificate if entering from a non-U.S. system.
U.S. Military Form DD214

s

NON-RESIDENT STUDENTS:

Passport or Birth Certificate

Social Security Card (if any)

Alien Registration Identification Card from A.S. Immigration Office (See Immigration

Classifications Listing)

4. Immigration Board Authorization (authorization to attend ASCC: Verification of
Immigration Status)

5. Secondary School Certificate if entering from a non-U.S. system.

wN =

SOP # DOSS-ADM-03
Responsibilit Admission Officer
y Policy: ASCC Placement Test,

SAT, ACT, TOEFL test
scores

Page # Page 10 of 154 Scope Applicants/Prospective
Students

Title: ASCC Placement Test | . poviewed/Update Date  6/12/2020 9:50 AM

I. ASCC Placement Test

All new students are required to take the placement tests in Math and English (Reading
and Writing). Current SAT and ACT examination scores may be used for placement
(within five years).

Prior to the Scheduled Test Date
1. See Academic Calendar for placement test dates;

2. Secure classrooms for test before the scheduled test dates;

- Route Facility Request form, copy all personnel involve (housekeeping/janitors;
securities, finance office, etc.)
- Make sure that there are rooms assigned for both the morning (9:00am) and
afternoon (1:00pm) test seating;

3. Send test information for public announcement after securing an approved Public

Information Release (PIR) form from IE.

4. Contact CAPP Chairperson to assign faculty for Writing Test grading;

Prepare Personnel Action Request (PAR) for faculty payment;

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

v

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

2. Students must turn in payment receipt before entering testing facility;

10



3. Students are briefed by the proctor of testing instructions;
4. After the test, test proctor must collect all test materials and answer sheets and
return to the Admissions Office;

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 (see
guidelines for SAT score equivalencies to ASCC Reading, Writing and Math score);

3. Use the guidelines for converting (Concordance Tables) ACT Scores to SAT scores
and find the equivalencies to ASCC placement scores;

4. Prepare a spreadsheet with student’s placement in English (Reading and Writing) and
Math scores ready for data entry (SOP #ADM-05)

NOTE: Student must use either Placement Test, SAT or ACT scores. However, scores cannot
be mixed and matched. The student has the right to choose which test scores to use for
placement. Admissions Office, at their discretion, will use highest test scores if student does
not specifically say otherwise.

Late Placement Test:
o Late Placement Test fee is $20.00

o Follow the same guidelines as the regular placement test.
Unscheduled Placement Test:

Request must be approved by Dean of Student Services, Vice President of Academic and
Student Affairs and President. (Unscheduled Placement testing are provided to
accommodate new students who were not able to meet the scheduled Placement and Late
Placement tests as well as students who are interested in attending the CAPP Second
Session;)

o Unscheduled Placement Test fee is $30.00;
o Follow the same guidelines as the regular placement test.

11



ASCC

PLACEMENT TESTING SCALES

MATH

SCORE
65-70
60-64
55-59
54 - BELOW

PLACEMENT
155/250
151/155
90

80

READING

SCORE
28-40
21-27
14-20
19 - BELOW

PLACEMENT
150

90

80

WRITING
PLACEMENT
151

91

81

SCORE
18-20
15-17
16-11
10 - BELOW

MATH

SCORE
600 - ABOVE
499-599
400-498
360-399

359 - BELOW

PLACEMENT
280
155/250
151/155
90

80

READING

SCORE
400 - ABOVE
369 - 399
297 - 368
296 - BELOW

PLACEMENT
150

90

80

70

WRITING

SCORE
400 - ABOVE
369 - 399
297 - 368

296 - BELOW

PLACEMENT
151

91

81

SOP # DOSS-ADM-04
Responsibility Admission Office
Policy: New Student
Orientation
Page # Page 12 of 154 Scope Prospective Students
Title: ASCC Orientation Last Reviewed/Update Date  6/12/2020 9:50 AM
Description:

The ASCC New Student Orientation (NSO) is to inform all incoming (new, early, dual
and transfer) students to ASCC on general information about the college. This includes
information on available support services and programs.

The NSO is an academic calendar event and it takes place during the week prior to the
Registration period. (Note: This is subject to change based on the college’s discretion).

12




Procedures:

PREPARATIONS:

1. Complete the “Facility Use Request Form” and route for approval;

2. Inform the public through media on the dates of the NSO;

3. Admissions Office informs all students who sat the placement test and
completed the Admissions application of the slated NSO dates;

4. The Admissions Office creates the NSO Program/Agenda:

a. The Orientation Program is made up of presenters representing
various college departments and services, whose content will
become part of the NSO presentation. Presentation team may include
the following:

1. DOSS

2. Book Store

3. Campus Security

4. Finance

5. MIS

6. Division of Academic Affairs
5. Send outreminder notices to the presenters as identified in the program;
6. Final set up preparations (i.e. Auditorium sound system and set up).

NSO EVENT:

1. All NSO participants must sign in and pick up orientation packets (if any);

2. All scheduled presenters must be present and follow the approved agenda;

3. At the end of the NSO, Admissions Office disseminates the “NSO Evaluation
Form” to all participants;

4. Admissions Office collects and compiles all NSO evaluation forms, submits
to the Dean of Student Services for review and submission to IE for data
assessment.

5. The NSO assessment results will be used to improve future NSO events

presentations and programs.

13



SOP # DOSS-ADM-05

Responsibility Admission Office
Policy: Data Entry-Admission
Application
Page # Page 14 of 154 Scope Internal Process
Title: gggtfr':g the Colleague | . Reviewed/Update Date  6/12/2020 9:50 AM

I. Enterin “New Applicant” for Admission

Go to SHAP (Short Application Entry)
ASHAP: Short Application Ent ~ | o

EMPC: Emergency/Missing-Person Contacts —

EI NAE: Name and Address Entry —

PERC: Person Restrictions

SACP: Student Academic Program

E‘ SHAP: Short Application Entry
TSUM: Test Summary

Edit Search History

]

I

Enter Last Name (comma) First Name. There will be a prompt saying that student does
not exist, click “Y” for yes. You will then be automatically taken to “NAE” to fill out

student’s information.
| SHAP - Short Application Entry | NAE - Name and Address Entry |

Test, Mr. Adam ID: 0022047

Pago Pago AS 96799

Prefix | Mr. v Person ID | 0022047
Name LFM [Test | |Adam ] 7
Suffix | v Additional Info |X B}
Address | 1 ||POBOxD @ Employment Info 7‘@
CSZ/Cnty \KPago Pago | ‘AS J 96799 »ILI 1iili |
Res Cnty/ |ILI lliili | |AS American Samoa
Country | AS American Samoa Source [ 1 || |
Phone/Ext/Type | 1 ||684-123-4567 = | | |HOME Home Phone v
Origin/Date | )| J
SSN | Sex M Birth Date|  01/01/2001 4]
Ethnic(s) | 1 | - Adr Chg Src | M
Race(s)| 1 || v Prior Address Change
Archived Ethnic | SAM Samoan Source |
Mail Codes | 1 || v Date/By | |
E-Mail Address(es) Preferred

1 ||PRI ~ &) |adamtest@email.com

Pref Name Mr. Adam Test

Mail Name 1 || Mr. Adam Test

14




Field

Description

Examples/Notes

Prefix

Enter the prefix of student
(filling this out will auto-fill
in the Sex M/F)

Mr.

Name LFM (Last, First,
Middle)

Enter students name
according to Social Security
Card (include apostrophes and
hyphens). Use birth certificate
name if there is no SSC.

Test, Adam

Suffix

Enter if applicable

(Jr., Sr. or 11l etc.)

Address

Enter students local PO Box
number

PO Box 0

CSZ/Country

Enter local address (shortcut:
type 96799 in first box,
address will auto-fill).

Pago Pago, AS, 96799

Res Cnty/

Type “...” and select village
student is from. And fill in
again in the next cell.

ILI - 1liili

Country

Type AS in the next two cells.

AS - American Samoa

Phone/Ext/Type

Type in student’s phone
numbers. There are three
phone number types: HOM,
CEL & OTH

684-123-4567

SSN

Type in student’s Social
Security Number

Sex

This will be auto-filled if you
filled in correct prefix. If not,
type in M - male or F -
female.

Birthdate

Enter student’s birthdate
according to birth certificate

01/01/2001

Archived Ethnic

Enter in student’s archived
ethnic. You can type “...” for
options.

SAM - Samoan

Email Address(es)

Enter in student’s email
address.

adamtest@email.com

After saving all information, you will be redirected back to "SHAP” to fill in additional

information.

15



| SHAP - Short Application Entry |

Start Term | 2020SP2020 Spring Semester

Catalog [2018 2013-2020 Catalog

Appl Dt 03/03/20 | %

Marital Stat Single v

Acad PngNONDEGREE ﬂrﬁg Res Stat RES Residen
Location | MAP Mapusaga Campus Eo Privacy v
Department[ARO Admission and Records Special Serv il -
Degree Veteran 1 v
Majors | 1 FA Eﬂtv
Ant Cmpl Dt o = Intended Load v
Admit Stat |[NEW New to ASCC Employment @
Ed Goals/Dt | 1 v = Student Type -
Orig Ed Goal o - Bal/Pay Now B N
Citizen | WS Samoa (western Samoa) 5o Addnl Info X &3 -
Language | EN English - N
Appl stat[APPLAppned £y [0an3r20 02:33PM Decisionﬁ
Institutions Attended Years  Attended Grad Type
| 1 ||Faasao Marist High School 5o - 2019 y
L2 |l =l
L3 |l B
Field Description Examples/Notes
Start Term Anticipated Term of Entry 2020SP
Catalog What catalog will the student | 2078-2020
be following
Acad Pgm Entry of academic program NONDEGREE
person seeking
Admit Stat Enter the admit status of NEW
applicant
Citizen Enter the applicant’s WS - Samoa
citizenship
Language Enter primary language of EN — English
applicant
Appl Dt Today’s date will default or 03/03/20
change
Marital Stat Enter the marital status Sin - Single

Res Stat

Enter the resident status (note
this will be used for billing)

RES — Resident

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

APPL for applied. Change
only if necessary for a new
applicant. Once decision
made, change to MS for move
to student.

16



Institutions Attended *

Enter the institutional name
(use proper lookup
techniques), enter the years
attended or end year for high
school, and grad type for high
school only. Only type “Y” if
student provided
documentation.

Fa’asao Marist High School

Department
Degrees
Majors

Will automatically upload
information

ARO Admissions and Records

* Institutions Attended: Some institutions may not be in the system. You can add the
institution by following the prompts and adding the institution type/level (e.g. high school).

[ SHAP - Short Application Entry l ORGP - Organization Profiles

v i EIN

North Medford High School ID: 0022062
SIC: Contact:
Source 1 ||
Origin/Dt
Name 1 || North Medford High School
Mail Label | 1 || North Medford High School
Other Name

1

‘ Sort Name [ NORTH MEDFORD HIGH SCHOOL

]

Campus Org | - Addnl Info X [}
Address | 1
e
csz
Country
County Adr Change Source -

Address Type 1

Home Office

Phone(s)
1

Prior Address Change

Source

Ext Type Date/By

| SHAP - Short Application Entry

North Medford High School ID: 0022062

SIC: Contact:

Academic Calendar

Funded By

INST - Institutions

Credits Conversion

Grade Scheme

Institution Tt pe/LeveIT
‘ IHS High School
COLL College

Accreditation |UNPR  University/Private
UNPB  University/Public
CC Community College

pe

CEEB

FICE

Other ID
Local ID
Board

Name
Contacts | 1 ||

Interests/Activities

1]

2 |l

Phone Number Ext

‘aw J

Role

Previous Colleague IDs

Lo || 2 | J = )

Organization Info X [3

Next step is to enter the birthplace of student by clicking on the “Addnl Info” and selecting

\\BIO".




| SHAP - Short Application Entry |

Start Term [202DSP2020 Spring Semester

] Appl Dt 02/03120

Catalog I201 8 2018-2020 Catalog

) Marital Stat  Single -

Acad Pgm [NONDEGREE

& ) Res Stat RES Residen

Location [MAP Mapusaga Campus

JEI Privacy v

DepartmentIARO Admission and Records

] Special Serv T -

Degree |

J Veteran lIJ -

Majors |I‘ (

J FA Intent

Ant Cmpl Dt =

Intended Load v

Admit Stat lNEW New to ASCC

J Employment \:JE:

Ed Goals/Dt | 1 ||

( JE Student Type

Orig Ed Goal |

- Bal/Pay Now | By (N]

Citizen [WS Samoa (western Samoa)

= mp =]

Language |EN English

Appl Stat |APPL Applied

By [oam3z0 )i [02:33PM ] Dedsion:]

Institutions Attended Years  Attended Grad Type
[ 1 HFaasao Marist High School J& ( | L) | 2019 v -
L2 | B | ) U | J | M
L3 ==l ) U | J | M
Menu
Select ltem

BIO - Biographic Information

SSTR - Secondary School Transcript

EXTS - External Transcript Summary
TSUM - Test Summary

NCWS - Nencourse Work Summary
ARFA - Application References/Appts
HACT - Applicant Honors/Activities

Selected ltem

> QK N

~

( Cancel )} ( Help )
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[ SHAP - Short Application Entry
Test, Mr. Adam

1D: 0022047

PagoPago AS 96799

BIO - Biographic Information

Home: 684-123-4567

Source 1 |

Origin/Dt

v

Prefix | Mr.

Name LFM {Test

1D 0022047

Suffix

Pref Name  Mr. Adam Test

Mail Name | 1 ||Mr. Adam Test

Nickname

Birth LFM
Other LFM | 1 ||

Chosen LFM

IBirthpIace \Western Samoa

Ethnic(s) 1

v Race(s) 1

v

Status
SSN
Mar Stat | S Single

Citizen | WS Samoa (west

A Sex |M|
Privacy\ v
- Directory\ v

B Addnl Bio Info LEI

Birth Date | 01/01/2001 ]
Deceased Date ( |
Entry Date ( |

Last Changed (

Field

Description

Example / Notes

Birthplace

Enter the Applicant’s
birthplace

Western Samoa

Please note that you have to enter
the City, State/Country

Pago Pago, AS

Information on students with ASG Immigration Identification must be entered in FPER
(Foreign Person) that is also under the “Addnl info” menu.

Menu

Select Item

NCWS - Noncourse Work Summary
ARFA - Application References/Appts
HACT - Applicant Honors/Activities
ADFR - Admit From

FPER - Foreign Person

EMER - Emergency Information

PGEC - Pgm Evaluation/Customization

Selected ltem

_ oK ) (_ Cancel ) (_ Help

19




| SHAP - Short Application Entry | FPER - Foreign Person |

Alien Status/Reg Nu R Resident Alien v

AR # 12345

Visa Type PS5 Un(skilled) Laborer Yerly v

Citizenship Country WS Samoa (western Samoa)

Residence Country AS American Samoa

Immigration Status RA - Resident Alien -

Country Entry Date

Birth City Apia

Birth Country WS Samoa (western Samoa)

Full Last Name

Full Given Name

Phone Exemption No |

Native Language |
Primary Language | EN English

Secondary Languages | 1

No Yrs Inst Home Language Instr |

Inst Home Language Instr Country |

Nonimmigrant Intl Stu [ﬁ

Exchange Visitor| [&3

Comm Mgmt X [&

Name and Addr X |3

Enter the following information:

=5

Travel Docs | X3

Field Description Example/Notes
Alien Status/Reg Enter the applicant’s alien status based on the R Resident Alien
Nu Immigration Status listed on the ASG
Immigration Board Authorization
Reg/Nu Enter the ARN number on the ASG Immigration ARN12345
Identification
Visa Type Enter the Immigration type listed on the ASG PS5 Unskilled
Immigration Board Authorization Laborer
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 of 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

Once saved out, go to the menu and click on "EMPC” to enter the student’s Emergency

Contact Information.
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E

NAE:
O PERC: Person Restrictions

SACP: Student Academic Program
Fil SHAP: Short Application Entry —

Name and Address Entry

= TSUM: Test Summary =

Edit Search History

Shortcut: You can type in "@"” to go back into the student’s file that you were last on. If
not, you can enter student’s ID number, last and first name or social security humber to

search for their file.

| EMPC - Emergency/Missing-Person Contacts |

Contact Name

Relationship Effective Date
Daytime Phone Evening Phone Other Phone
Contact Address
1 ||Adam Test Sr.
| Father | 03/03/2020 ]
| 684-123-4567 | |684-000-1234 ) 634-000-5673

| adamtestsr@email.com

Emer Contact
Missing-Person Contact

| Yes J

| Yes

Hospital Preference |

Health Conditions in case of EMER = 1 v

Insurance Info . 1

Date Last Confirmed g Contact Opt Out | No |

Internal Staff Comments _,|@\ Additional Information ‘_‘[i

If the person indicated special accommodations, the bottom of the EMPC (Emergency
Information) form must be completed.

Field Description Notes/Example

Emergency Contact Name | Enter emergency contact name and relationship | Adam Test Sr.
Father

Emer Contact Missing- Enter in Y or N?

Person Contact

Daytime Phone Enter emergency daytime phone number 123-4567

Evening Phone Enter emergency evening phone number 000-1234

Other Phone Enter emergency other phone number 000-5678

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.
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“*) SHAP: Short Application Entry v L Search
EMPC: Emergency/Missing-Person Contacts —

El NAE: Name and Address Entry —

[ PERC: Person Restrictions _________________|

SACP: Student Academic Program

—" SHAP: Short Application Entry

=== TSUM: Test Summary

Edit Search History

| PERC - Person Restrictions

Restrictions Severity Start Dt End Dt Office Comm Notify?

|[ADM  Admission Hold 03/03/20 =5 | JEE |(ADM | U __J
| |
| |

LU W N =

0 R

-
o

ARPpREEEEERREEEEE
|
|

I

I

I

I

)
L1l L

J

I

)

I S

Field Description Example/Notes

Restrictions Enter the type of restriction ADM - Admissions
Hold

Start Dt Enter when the restriction should commence 03/03/20

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

Comm Click the “blue box” to enter details about the restrictions

Se}

NOTE: Make sure to “Timestamp” and “Save” the entered comments.
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Restriction Comments

(_ v/ Save ) (X Cancel ) (& Timestamp ) (#) Find

O® |

((Q Find Next )

03 Mar 2020 2:

Need updated immigration ID by 3/3/20.

46 PM Admissions Employee

L

I1. 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.

—
)

SHAP: Short Application Entry v L Search

El
C

EMPC: Emergency/Missing-Person Contacts
NAE: Name and Address Entry

PERC: Person Restrictions

SACP: Student Academic Program

SHAP: Short Application Ent

TSUM: Test Summa

Edit Search History

Field Description Example/Notes
Admissions Tests | Once the Admission Test is entered, ASCC.R (Reading)
pressing the “Enter” key will take youto | ASCcC.W (Writing)
the Test Scores form. ASCC.M (Math)
Or for SAT Scores
SAT.R
SAT.W

SATM

23




| TSUM - Test Summary |

Status
Admissions Tests Equiv Date Taken Score  Pctl Pct2 Source Status Date
1 ||ASCC Reading Test @ | Yes 4\@ L 03/03/20 | L 3200 | | A 03/03/20 |
2 ||AsccW Test & (Yes B} | 03/03120 ‘ 18.00| | \ A 03/03/20 |
3 ||ASCC Math Test By (Yes Y | 03/03720 | | 5500 [ | | | A 03/03/20 |
Status
Placement Tests Equiv Date Taken Score  Pctl Pct2 Source Status Date
1| R LR | \ J | L
2 || EI L \@ L | J | L
3| S-S = t | | t
Status
Other Tests Equiv Date Taken Score  Pctl Pct2 Source Status Date
1| =R (R | \ | | J |
2| B &R [ \ | | \ J
3_J| R R | t | | J
| TSUM - Test Summary | TEST - Test Scores
Test, Mr. Adam ID: 0022047
Pago Pago AS 96799 Home: 684-123-4567
Test : ASCC.R ASCC Reading Test Std Test ID :
P reefEcCReinc s | Source -
‘ Date Taken 7 Institution
Category AAdmissions Form Name
‘ Scores _ Pets | Form Number |
Score Index - Type |
Status v Comments 1 ‘i
Status Date e Special Circumstances | 1 -
Subtests Score Int Score  Pct1 Pct2  Index
1 | | Stu Ed Func Lv
2 | | Stu Ed Func Dt
Subcomponent Score Int Score Pct1 Pct2 Eriva iy N°_ Ej\
1 )|
Credit Cradit Type Acad Level Subject Course Level Dept Status
L JUR ] J [ J | v "]
Lz JL& 1 J . [ ]
Field Description Example/Notes
Title Title of the Test ASCC Reading
Date Taken Enter in the date the student took the test | 03/03/20
Score/Pct Enter 1n raw test score 32

NOTE: After saving out of ASCC Reading, use “Test Look Up” to enter in ASCC.W to insert

writing scores and then again, ASCC.M to enter math scores. After all scores are inputted,

“Save All”.

III.

To assign advisors for students GO to SACP (Student Academic Program)
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-\} SHAP: Short Application Entry ~ L Search
EMPC: Emergency/Missing-Person Contacts —

El NAE: Name and Address Entry —
[Y PERC: Person Restrictions
“Fi SHAP: Short Application Entry ~
== TSUM: Test Summary ==
Edit Search History

Type student Name in person lookup and press ENTER.

j SACP - Student Academic Program |

Acad Program : BUSMGT.AS AS in Business Management
Academic Lvl | UG | Class Lvl | FR Acad Lvl Standing
Status/Date/Time/Opr | A Active 3= 01/16/20| |  12:32PM| |KHELSHA
Location/Catalog | MAP Mapusaga Campus J [2018 2018-2020 Catalog ]

Admit Status | NEW New to ASCC

Dept/Div/School [BUS Business ] [Academic Affai J [ ]
Acad Standing/Dt | 1 || ] | |
Start/End Dt[ owero i By | | = Ant Cmpl Dt | 01/16722 [
Degree | AS Associate of Science | Grad App Rule Ovrd | J
ceps| 1 || 2 ||
a—— ) L=
Majors | 1 || BSMGT Business Mgmt 2 ||
Minors L 1 | 2 [
Specializations | 1 [ 2 ||

Program Additions [ @ » Printed Comrnentsl )[i
B

DA Eval/Cust L@ Counselors Comments l_@

Detail to “Advisors” @\
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SACP - Student Academic Program | STAD - Student Advisor Listing

Tuese, Miss Matilda A. ID: 0021989 SSN: 576-83-9557

Pago Pago AS 96799 Home: 684-252-9905

Advisor Type Start Dt End Date Academic Program

| 1 | 0001878 F. Fa'stosfe &y (masor | 011820 | ACC.AS |
|2 \35, |
|2 _\35‘ L J
I_4 B J
| 5 \31 L J
1 B ( \
7 5} J
|8 & )

9 B} J
| 10 v&l | J
| 11 e} J
| 12 B | \
| 12 ] |
| 14 B2 J
| 15 \3‘1 J

Detail to “blue box” @\

e Type faculty name in Faculty Look Up and Save to view the next window. Select
faculty name by entering the number under controller LookUp and press the save
icon or just press the Enter key.

e You can also type in the Faculty ID number directly.

Note: Advisors are assigned according to the students program and
students must be distributed equally among the faculty in the program.

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

Fa'atoafe, Dr. Faofua 1D: SSN:

Pago Pago AS 96799 Home:

Advisee | 0022047 | Mr. Test, Adam

Career Goals 1 |

Educational Goals 1 |

Counselor/Type/Dt 1

Start Date 01/16/20 |k
End Date g PART ONE
Type MAJOR Msjor -

PARTTWO Acad Program Academic Level Graduation Date
ACC.AS uG |01/22

Registration/Info
Student Term Info |

Email

BEEEB

Comments

Next step is to fill in “Type” and “"Acad Program”.
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Field Description Example / Notes

Type Select “major” from Type | E]
dropdown menu MAJOR Major !
S GEN  General
& VET Veteran
Academic | Enter”...” and select

Program the appropriate

academic program. Acad Program

ACC.AS
SOP # DOSS-ADM-06
e i - Policy: ASCC Admissions, Admission
IResponsibility Admission Office Procedures, Early Admission,
Residency Requirements
Page # Page 27 of 154 Scope Prospective & Current
Students
Title: Residency Tuition Last Reviewed/Update 6/12/2020 9:57 AM

Status Application Date

Description:

For the ASCC Admissions Office to determine that the prospective student applying is
qualified to receive the American Samoa Residency Tuition Status, documents must be
provided to prove residence in American Samoa for the last five consecutive years.

Documents such as:

e Verification from D.O.E Student Services/Private School based on
Student Performance Record.
High School Diploma and Elementary 8t Grade Certificate
Immigration ID with CA status
Verification Letter from Employer verifying length of employment.
Any other document submitted must be approved and accepted by
the Admissions Officer.

Veterans Access Fees and Tuition Policy (*currently updating form to add in policy).
Resident rates are granted to GI Bill recipients who are not U.S. Citizens or Nationals based
on the Section 702 of the Veterans Access, Choice and Accountability Act of 2014.
Supporting documents must be submitted along with the application.

Procedure:

1. Student picks up American Samoa Residency Tuition Status Application from the
Admissions Office;

2. Student completely fills out application and turns into Admissions Officer with
supporting documents;

3. Admissions Officer approves or declines student’s application according to the
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documents turned in with application and alignment of ASCC policies;

4. If declined, student will be notified and no changes will be made to their
residency status. B. If approved and student is applying for residency tuition
status the same semester they entered ASCC, the Admissions Data Entry Clerk
can change the status on SHAP.

5. If student is applying for residency tuition status after the semester they
entered ASCC, their name and student ID will be forward to the Registrar to
change their residency status.

Residency Tuition Status Application:

American Samoa Community College
AMERICAN SAMOA RESIDENCY TUITION STATUS APPLICATION

Policy: “A non-U.S. Citizen/National can apply for ‘American Samoa Residency Tuition Status’ if the student
has resided in the Temritory of American Samoa for five consecutive years prior to applying for admissions

[...] Supporting documents must be submitted along with the application.™
ASCC 2016 - 2015 Genersl Casalog page 11.

For the ASCC Admissions Office to determine that the prospective student applying below is qualified to
receive the American Samoa Residency Tuition Status. documents must be provided to prove residence in
American Samoa for the last five consecutive years. Documents such as:

Verification from D.O.E Student Services/Private School based on Student Performance Record.
High School Diploma and Elementary 8= Grade Certificate

Immigration ID with CA status

Venfication Letter from Employer venifying length of employment.

Any other document submitted nmust be appm\ed and accepted by the Admissions Officer.

STUDENTID.# LEGAL NAME

LAST FIRST MIDDLE / SUFFIX
CITIZENSHIP (Chooss cos fat Appliss)

[ Chinese [JKorean [] Samoan [ Other

[ Fijian [] Phulippines [ Tongan

(Please Spectfiy

APPLICATION CERTIFICATION
I certify. under penalty of perjury, that the information on this American Samoa residency tuition status application 1s true
and correct to the best of my knowledze. I understand that willful omussion or falsification of information may result in mxy
155al. I further understand that I am required to produce certified documents relevant to the determunation of my
residency status.

Student Sig - Date:
FOR OFFICE USE ONLY
Documents mms=t be dated from as early as: Documents Provided & Copies Attached:
(Month/Year)
APPLICATION APPLICATION REASON
APPROVED BY DECLENED BY
DATE DATE
ADMISSIONS FORM #2 REVISED 10/4/17
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SOP # DOSS-ADM-07

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

IResponsibility Admission Officer

Page # Page 29 of 154 Scope Prospective & Current
Students
Title: Transfer Evaluation Ilsz.:,(ta Reviewed/Update 6/12/2020 9:58 AM

Description:

A request to accept credits earned at other colleges or universities, or military or life
experience credits must be made to the Admissions Office.

Procedures:

I. College Credits
1. Student request for official transcript from prior college or university
institutions to be sent directly to the American Samoa Community College;

2. The Admissions Office determines the courses that are transferrable to ASCC
by way of visiting online college or university catalogs or with previously set
Memorandums of Understanding (MOU) er-by articulating the equivalency with
ASCC course descriptions and that the grade is a “"C” grade or better;

3. The Evaluation of Transfer Credits form is then filled out and routed with
course descriptions from the institution for the appropriate department
chairperson(s) for approval;

4. The form is then routed to the Dean of Academic Affairs for approval;

5. Lastly, the form with the official transcript attached is routed to the Registrar
for final approval and transfer in of credit(s).

I. Military Credits

1. Military students or personnel request for official transcript from Joint Services
Transcript website: https://www.military.com/education/timesaving-
programs/the-joint-services-transcript.html along with other prior college or
university institutions to be sent directly to the American Samoa Community
College;

2. The Admissions Office determines the courses or military work experience that
are transferrable to ASCC with the assistance of the American College Education
(ACE) by articulating the equivalency with course and military work experience
descriptions applicable to ASCC course descriptions. Credit recommendations are
at the discretion of the institution. The grade of a "C” grade or better policy also
applies;
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3. The Evaluation of Transfer Credits form is then filled out and routed with
course descriptions from the military for the appropriate department
chairperson(s) for approval;

4. The form is then routed to the Dean of Academic Affairs for approval;

5. Lastly, the form with the official transcript attached is routed to the Registrar
for final approval and transfer in of credit(s).

Evaluation of Transfer Credits Form:

American Samoa Community College
EVALUATION OF TRANSFER CREDITS
Student Name: Date of Evaluation:
SS Number: Veteran: Yes () No ()
Type of Evaluation: College Credits ( ) Military Credits () Work Experience () | Military Branch:
Institution Name:

Term/Year Course Name Credit | Grade | ASCC Equivalent and Course Alpha | Credit | Department Signature

Total Total

Comments:

Admissions Officer Approval & Date

Dean of Academic Affairs Approval & Date

Registrar Approval & Date

ADMISSIONS FORM # 3 REVISED 02/17/2017
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COUNSELING
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SOP # DOSS-COUNS-01

All Counselors of

Responsibility Counseling Services

Academic, Career,

Process: See
Personal,

Appendix #3 —
Student Support

. . Counselin
Counseling Services 9

All Enrolled Students
(New, Continuing, and
Page # Scope Returning);
Prospective and/or
Alumni Students

Counseling Services

Title: Intake

Last Reviewed/Update 6/12/2020 9:58 AM
Date

9/15/2020 8:30 AM

Description:

All students including the community requesting services from the DOSS Counseling
Services offices are afforded the listed services under the Division of Student Services. To
provide effective services, all enrolled students (New, Continuing, and Returning),
Prospective and/or Alumni, are required to initiate the process by signing in to be assessed,
referred, and to progress through college based on the needed service.

Please refer to the Comprehensive Counseling Services diagram in Appendix

Procedures:
Students are received through the following: Walk-Ins, Referrals, and/or Appointments.

STEP 1 — INTAKE of Information:

1. Have the student sign in and complete the "Counseling Intake Form”; with any available DOSS
counselor

American Samoa Community College - DOSS Counseling Services (#1a)
INTAKE

Walk - In Referral
Student Name: ID#: Today’s
Date:
D.O.B.: Age : Gender:
Female Male
Physical Address: P.O. Box Village: Zip
Code:
Home Phone: Cell Phone: Work
Phone:
Email: Ethnic Background:
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Years at ASCC: Major: Advisor:

Full-time: Part-time: Transfer from another
School:
Counseling Services before?
NOTE: Please attach copy of transcript and course schedule or advising sheet
Confidentiality Statement: 72 cvunseling Division is responsitie for recerving, recording and marntaining all information disclosed”
Jor 1ts services. Al documentation in the student s file 15 treated confutentially and will not be released to anyone without the student s written
consent or confitentiality release sgned by the student.
2. Based on the completed form, evaluate student’s request for counseling service.

STEP 2 — ASSIGN for Service:
1. Refer student to the appropriate counselor for assistance and or other support services on
campus;
2. Complete the “"Counseling Referral Form” and direct student to the appropriate counselor or
support service

3. Create student file (Refer to the FOR STUDENT FILE section)

American Samoa Community College

DOSS Counseling Services

REFERRAL FORM (RF2)
Referred By: Department
Date Referred: Name of Student: Gender: F M
Reason for Referral:

Please provide a brief discussion with student (if any)

For Academic referrals only: Were there any response to interventions provided? Please specify.

Please check the box if you request follow up information on the above mentioned student

Signature of person who is making the referral:
Confidentiality Statement: The Counseling Division is responsible for receiving, recording and maintaining all information
disclosed for its services. All documentation in the student’s file is treated confidentially and will not be released to anyone

without the student’s written consent or confidentiality release signed by the student.
(Revised 9/15/2020)

4. Advise student to return the form to you to ensure visit status and satisfaction.

STEP 3 — FOLLOW UP:
1. Process or initiate the contact with the assigned counselor and follow up with the
student progress.
2. Be sure to advise assigned counselor to have the student complete the“"Counseling
Service Satisfaction Survey/Questionnaire.”
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COUNSELING SERVICES STUDENT SATISFACTION SURVEY (#2)

The counseling office is interested in obtaining your comments about the services offered to
you. Your feedback helps us to improve the quality and effectiveness of the counseling
services. Please complete this survey and return it to the designated counselor.

Please rate your overall satisfaction with your experience on a scale of 1 to 5 (5 being the best)

5 - True to a great extent 4 - Mostly true 3 - Somewhat true 2 - Not at all true 1
- Does not apply

1. I was treated considerately and respectfully by the counseling staff
5 4 3 2 1

2. My counselor acted professionally
5 4 3 2 1

3. I felt safe to talk about my issues in counseling
5 4 3 2 1

4. My academic performance has improved as a result of my

participation in counseling services

5 4 3 2 1

5. Counseling services increased my understanding and appreciation
of human differences. (i.e. personalities, ethnicities, sexualities, etc.)

5 4 3 2 1

6. Do you have additional comments? If so, please specify:

Thank You ©

3. Request a report from the assigned counselor on service activity ( action and progress report) for
student file and closure. Note: Report is based on the office’s required reporting period.

FOR STUDENT FILE:

1. Create an intake checklist in the student file;

Create a student file/record of visit;

Include completed “Counseling Referral Form”;

Include Assessment Form

. Include completed “"Counseling Service Satisfaction Survey/Questionnaire.”
Note: Checklist must include the above forms.

v WwN
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SOP # DOSS-COUNS-02

Academic, Career,

Responsibility é" DOSIS Diversity, Personal,
ounselors Policy: Transfer and Veterans

Affairs
Page # Scope All Enrolled Students
Title: Academic Last Reviewed/Update Date  6/12/2020 10:00 AM

Counseling
9/15/2020 8:00 AM

Description:

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
students, 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 counselors for the
following services:

mi nselin

Procedures:

When students request Academic Counseling based on the Intake “Counseling Referral Form” and/or
“Assessment” form, Counselors shall:

1. Assess and counsel students with low grades and students on academic probation
and create an academic plan with the student(s) to improve their progress.

a. Request student academic information (academic transcript and
semester course schedule) from the Records Office;

b. Review the student’s academic information for corrective
Academic plan;

c. Initiate contact with the student’s instructors and Academic Advisor and
gather information on the student’s performance;

d. Discuss corrective plan with student and have student sign an agreement on
discussed plan;
Review student progress at the end of the semester;

f. Follow through with the student in the beginning of the subsequent semester.

2. Have the student complete the "Counseling Service Satisfaction

rv tionnaire” an mit to the Program Director of nselin
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Services.
3. Submit report of counseling assessment to the Program Director of Counseling
Services based on the required office reporting period.

American Samoa Community College - Counseling Services
ASSESSMENT (#1b)
| Name: | Date of Assessment:

1. What is the purpose of student’s visit or referral?

2. Student’s Written Statement: [Please explain in details your situation or condition]

3. Counselor’'s recommendation(s)

4. Will the student have a follow up appointment? If yes, write in the date and time

Yes, Date: Time:

No, [Please fill out counseling services survey]

Confidentiality Statement: 72 cvunseling Division is responsitle for recerving, recording and marntaining all information disclosed”
Jor 1ts services. Al documentation in the student s file 15 treated confutentially and will not be released to anyone without the student s written
consent or confutentiality release sgned by the student.

SOP # DOSS-COUNS-03

R ibilit DOSS
esponsibiity \~ . nselors Policy: Low Grade Counselin

Reporting Period g
Page # Page 36 of 154 Scope All Enrolled Students
Title: Low Grade Last Reviewed/Update Date ~ 3/11-12/2019 9:00 AM

Reporting
6/12/2020 10:00 AM

Description:

The Low grade reporting period as scheduled in the college calendar occurs four weeks after instructions
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.
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This is a Counseling intervention effort to help faculty and students assess their 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:

The Program Director of Counseling or assigned Counselor (by the Dean of Student
Services)

1. At the beginning of the Low Grade reporting period (4™ week of instruction), send
out a general memo to the Dean of Academics and Chairpersons via the Dean of
Student Services;

2. Memo should remind faculty of the reporting period ending on the 8™ week of
instructions.
3. Advise the faculty on the Student Reporting/Referral process.

t nt R rting/Referral by F Ity:

1. Faculty submits list (email) of students to Program Director of Counseling following the referral
process;

2. Faculty encourages students identified to seek academic counseling assistance from DOSS
counselors.

Actions by the Program Director of Counseling:

1. Within the reporting period (4" to the 8% week of instructions), collect all “Low Grade
Reporting” list submitted by the faculty;

. Assign reported students to the DOSS Counselors;

. Keep record of the students and counselor assigned;

Inform the respective faculty via e-mail or memo to send student to see the assigned
counselors;

H wWN

Note: DOSS Counselors to complete the "Low Grade Reporting Form”

Dzvision of Student Services
Counseling Services
Low Grade Reporting Form  (#4)

Instructions: Student’s must return a copy of the form to the Instructor as verification of the meeting
with a DOSS counselor.

Instructor / Class:
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Student: Date:

Academic Status/Grade:

Student’s Issues/Challenges:

Counseling Services:

Counselor: 1% Visit Date:
Appointment (Y) (N) Date (Y):
Follow —up Date:
Comments/Plan for Student:

Counselor’s Signature/ Date:

*Counselors please print a copy of the form for the student and keep the original for our files....

Received by: (Faculty) Date:
Last Revised: Fall 2016
Current revision: September 20, 2017 Revised again March 2019

Actions by the Designat nselor:

Be sure to review the received Low Grade Reporting form prior to student visit. It is good to request
the academic information from the Records Office and also recommended to have the student access
his/her online academic information and provide the academic transcript to the counselor.

For your assigned students:

1. Review and assess the "Low Grade Reporting” form to begin discussions and
generate an effective plan of action ensuring student success and retention;

2. Based on discussions and review, draft an Academic Action plan for
recommendations to best support the student in their academic effort.

3. Discuss corrective plan with student and have student sign an agreementon
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discussed plan;

4. Have the student complete the "Counseling Service Satisfaction
Survey/Questionnaire”;

5. Submit the "Counseling Service Satisfaction Survey/Questionnaire” to the
Program Director of Counseling Services;

6. Submit report of counseling activity to the Program Director of Counseling Services
based on the required office reporting period;

FOLLOW-UP

1. Review student progress at the end of the semester;
Follow through with the student in the beginning of the subsequent semester.

Personal Counseling

SOP # ngS-COUNS-PERS-

DOSS Counselor
Responsibility
Policy: Counseling

All Enrolled Students; All

Page # Scope Alumni/Prospective
Students
Personal 3/19/2019 9:00 AM
Title: Counseling; Last Reviewed/Update Date 6/12/2020 10:01 AM
YANA

Description:
The DOSS Counselors provide personal counseling support services to all students at ASCC.

Procedures:

When students request Personal Counseling based on the Intake “Counseling Referral Form”:
1. Complete “Personal/Confidential Data Form” (For office information ONLY);

Division of Student Services
Counseling Services
(CF #6)
Student Confidential Data Form: (Consent)
Counseling services provides academic, personal, career, and transfer counseling for ASCC students. Please sign in on the Sign
- in form prior to the counseling session.

CONFIDENTIALITY

Counseling is confidential. Information obtained during counseling sessions will not be disclosed to any outside persons or
agencies without your written consent (permission), except when required by law (e.g., where there is reasonable suspicion of
abuse of children or elderly persons, where the client presents a serious danger of violence to another, or where the client is
likely to harm him/herself unless protective measures are taken). As part of the counseling process, your counselor may
consult with or receive supervision from another member of the counseling staff.

Did the student meet with a Counselor? Yes No Does Not Apply

39



Counseling session: At your visit with a counselor, the two of you will discuss the issues that lead you to meet with a
counselor. The counselor will talk to you about how the counseling office is best able to provide you with the kind of help you
need. When the Counselor is unable to provide the type of service you need or request, we will refer you to an appropriate on
campus office/service or outside agency.

Scheduling appointment:

When you request services at the Counseling offices, time is reserved on a counselor's schedule for your appointment. Thus,
missed or canceled appointments prevent valuable and limited staff time from being offered to other people in need.

In an effort to insure that the Counselor is providing services in the effective manner possible, please comply with the
following:

Call or email if you will be late for an appointment

Call or email if you need to cancel or reschedule an appointment.

I have read and understand the above Consent information. I understand that I may ask my counselor for additional
information should I need it.

Student Signature Date

Witness by: Date

Revised with updates: March 11, 2019, by PD of DOSS Counseling Services

[ay

Conduct further assessment of student’s request or need;
2. Based on information collected, counseling will take place with the student toensure
s/he is aware that help is available (but not limited to) through:
(@) On-going counseling
(b) You Are Not Alone (Y.A.N.A.) program
(c) Peer Mentors
(d) Other related services (off campus if needed)
3. Based on discussions and review, further counseling or referral of student to the
appropriate support (See NOTE at the end of this section), depending on the issue
at hand;

4. Have the student complete the "Counseling Service Satisfaction
Survey/Questionnaire”;
5. Submit the "Counseling Service Satisfaction Survey/Questionnaire” to the
Program Director of Counseling Services;
6. Submit report of counseling assessment to the Program Director of Counseling
Services based on the required office reporting period;
7. Designated counselor to review student progress at the end of the semester or as necessary;
8. Follow-up (if necessary) with the student for any update or progress.

The You Are Not Alone (YANA) program is for students-who are in need or want someone to talk to.
The designated Counselor coordinates the program with assistance from the peer mentors.
Peer Mentors: Interested students will apply during the first to second week of instructions to the counselor
coordinating the peer mentoring program, orientation will follow.
Procedures: (Upon availability)
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:
a. Name of the caller (if required)
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NOTE: 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.

Transfer Counseling

SOP # E?SS-COUNS-TRANS-

Responsibility DOSS Counselor

Policy: Counseling

All Enrolled Students;

Page # Page 41 of 154 Scope Prospective & Alumni
Students
Transfer Counseling 3/19/20 9:00 AM
for Students
Title: Transferring to Last Reviewed/Update Date = 6/12/2020 10:01 AM
Institutions of 9/15/2020 9:00 AM

Higher Education

Description:

Transfer Counseling provides assistance to ASCC students who are planning to transfer or are in the process of
transferring to an off-island college or university or to the workforce.

Procedures:
When students request Transfer counseling based on the Intake “Counseling Referral Form":

Transferring to Institutions of Higher E tion

1. 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.;

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

3. The transfer plan of action is presented to and reviewed with the student to ensure
the student fully understands the plan;

4. 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;

5. The counselor provides assistance as needed;
Additional Activity by th nselor t mplete Pr

1. Have the student complete the "Counseling Service Satisfaction
Survey/Questionnaire”;
2. Submit the "Counseling Service Satisfaction Survey/Questionnaire” to the

41



Program Director of Counseling Services;
3. Submit report of counseling activity to the Program Director of Counseling Services
based on the required office reporting period;

reer nselin
SOP # DOSS-COUNS-CAR-06
Responsibility DOSS Counselor Policy: Counseling
Page # Page 42 of 154 Scope Q:Llrznnnrio lled Students;
Title: Career Counseling Last Reviewed/Update Date = 6/12/2020 10:01 AM
9/21/2020 11:30 AM

Description:
The Career Counselor works with the students in career exploration and planning and guides them
through the career and life-planning process.

Procedures:

When students request Career counseling based on the Intake "Counseling Referral Form”.
1. Assess the student’s career path interests and or provide guidance career
explorations;
a. Use an online career interest surveys or inventories;

a. Provide online and or additional resources (SOC Guide, Career Explorations
Guide, etc.)

2. Based on the information collected, a career counseling plan of action is developed;
a. Develop student’s career profile to include the following checklist:
i. Educational information (Credentials)
ii. Resume (Work Experiences)
iii. Extra-curricular/Co-curricular Information

If Student Needs Assistance with Job Applications:
1. Assist with Student Portfolio to include all the #2.

Additional Activity by th nselor t mpl Pr

1. Have the student complete the "Counseling Service Satisfaction
Survey/Questionnaire”;

2. Submit the "Counseling Service Satisfaction Survey/Questionnaire” to the
Program Director of Counseling Services;

3. Submit report of counseling activity to the Program Director of Counseling Services
based on the required office reporting period;

Diversity Counseling
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SOP # DOSS-COUNS-DIV-07
- Program Director of
Responsibility C li dl
ounseling and/or Policy: Counseling
designated
Counselor
All Continuing
Students; All Students
needing Reasonable
Page # Scope Accommodations
(prospective and
current students)
Title: Diversity Counseling Last Reviewed/Update Date = 6/12/2020 10:02 AM
9/21/2020 12:00 AM

Description:

Diversity Counseling provides 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:

When students request Diversity counseling based on the Intake "Counseling Referral Form.”

1. Assist the student with completing the "Student Accommodation Request Form.

ASCC Division of Student Services
Counseling Services
Request for Accommodation

14

(RA form #5)
Name: First Last ASCC ID#
Cell /Phone: Email: Address:
High School Graduated Anticipated year of graduation from | Transfer Student (circle answer)
ASCC:
Yes No
Scholarship Recipient Major: Career Objective:
(circle answer)
Yes No
Please indicate your disability. Check all that apply
O ADHD O LEARNING O PSYCHOLOGICAL | O CHRONIC MEDICAL

DISABILITY / PSYCHIATRIC
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(0] O BLIND/LOW VISION O DEAF/HARD OF O NEUROLOGICAL
TRAUMATIC/ACQUIRED HEARING
BRAIN INJURY
O AUTISM SPECTRUM (0] (0] O ALLERGY
DISORDER COMMUNICATION/SPEECH PHYSICAL/MOBILITY

LANGUAGE IMPAIRMENT
O SUBSTANCE ABUSE O OTHER

RECOVERY

In as much detail as possible, describe how the diagnosed condition impacts you as a student and/or in an educational

setting.

Do you require any of the following services? Check all that apply.

NOTE TAKER

SIGN LANGUAGE INTERPRETER

Other(Briefly describe below)

DOCUMENT CONVERSION OR ALTERNATIVE TEXT (I.LE. BRAILLE, ENLARGED
TEXT AUDIO FORMAT
CAPTIONING/TRANSCRIBING TUTOR

What other types of accommodations and/or services are you requesting at

ASCC?

What types of accommodations have been helpful to you in the past?*
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Are you a client of Vocational Rehabilitation?

Confidentiality Statement

The Division of Student Services [DOSS] is responsible for receiving and maintaining personal /disability-related documentation and
information for students with personal issues / disabilities at ASCC. All documentation in the student's file is treated confidentially and will not
be released to anyone including student’s parents/guardian/caregiver without the student’s written consent or confidentiality release signed by
the student.

Student
Signature: Date:

1. This request must be submitted at least 2 weeks before the first day of
instructions.

2. Assess the student needs according to #1 and determines the plan of action to
accommodate the student needs.
a. Provide reasonable accommodations based on a received Certified Disability
status;

3. Collaborate with ASCC respective departments and personnel in obtaining the
Reasonable Accommodations for students.
a. Work with any and all ASCC personnel to ensure services as requested, thus
meeting student learning needs. (Note: See NOTE at the end of this section)

Additional Activity by th nselor t mplete Pr

1. Have the student complete the "Counseling Service Satisfaction
Survey/Questionnaire”;

2. Submit the "Counseling Service Satisfaction Survey/Questionnaire” to the
Program Director of Counseling Services;

3. Submit report of counseling activity to the Program Director of Counseling Services
based on the required office reporting period;

N O TE: For cases that might require assistive technologies and learning materials, and/or
further outside assistance, the counselor will inform the supervisor whereby, appropriate referral
will take place in accordance with ASCC policies and procedures.
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Veterans Affairs

SOP # DOSS-COUNS-VET-08

Responsibility Veterans Affairs
Counselor Policy: Counseling

All Veterans Affairs Students under

Chapter
Page # Page 46 of 154 Scope 30,31,33,35,1606

VA Intake and

Title: Service

Last Reviewed/Update Date = 6/12/2020 10:02 AM

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:

When students request Veterans Affairs counseling based on the Intake “"Counseling Referral Form”:

1. Assist VA students in applying for educational benefits based on received eligibility
information or documentation;
a. When requested, assist and help veterans and dependents fill out and send
out VA proper educational benefit application (VA Form 22 - 1990, VA Form
5490) paper forms, or electronically via VA Once Website;
b. Ensure that VA students are fully aware of their responsibilities to the school.

2. Maintain copies of appropriate application forms;

3. As Certified Official for ASCC, keep VA Regional office informed of the enroliment
status of ASCC student veterans and other eligible persons (dependents).

4. Maintain student records on VA students in accordance with VA guidelines.

Additional Activity by the Counselor to Complete Process :

1. Have the student complete the "Counseling Service Satisfaction
Survey/Questionnaire”;

2. Submit the "Counseling Service Satisfaction Survey/Questionnaire” to the
Program Director of Counseling Services;

3. Submit report of counseling activity to the Program Director of Counseling Services
based on the required office reporting period;

rtification of A VA St nts and D ndents:

1. Eligible interested prospective and transferred VA students will submit their
applications, required and requested documents to the VA Certifying/Liaison (VA
Counselor) for further processing to regional office(s).
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2. Based on student’s major, monitor student’s grades to ensure s/he is making
satisfactory progress

a. Report to the VA Regional Office any changes in student’s academic progress
(See VA Educational Benefits Guidelines
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FINANCIAL AID
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SOP # DOSS-FAO-01

Responsibility All Office Staff . Federal Student Aid
Policy: Eligibility

Prospective, New,
Page # Page 49 of 154 Scope Continuing, and
Returning Students
Financial Aid
Title: Eligibility and Last Reviewed/Update Date = 6/12/2020 10:02 AM
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.

a P~ WNHE=

o

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:

Providing an information services and supports to prospective students, parents, and
schools;

Determination of student eligibility;

Batching;

Verification;

Som >
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E. Reconciliation; and
F. Updating the Colleague System

Referen nd Definition
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

N
SOP # DOSS-FA0-02
Providing an
Responsibility  All Office Staff information service
Policy: and supports to
prospective students,
parents, and schools
Page # Page 50 of 154 Scope Prospective Students
Title: Financial Aid ) .ot Reviewed/Update Date  6/12/2020 10:03 AM
Information Services
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 12% 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 FAO.

Procedures:

1. Prepare informational package containing Federal Student Aid information:

YOUR COLLEGE

YOUR COMMUNITY ; 5 = = E
e e e | i How do I Apply for Financial Aid? |

YOUR FUTURE!!

| Eligibility Requirements
p FAESA for Federal Student Aid
inz gualey zordees for s muden
One method of providing thess services is 1o develap Youmjust complets thefres Application
w2z to ease the financial burden of 2 college education pfor Federal Student Aid (FAFSA). You
You may be eligitie to recehve Federal Student Asd (F: oy <yl cmtina or witha gog o ogp-
0 hielp pay for your educational costs such as tuition
and feez. room and board. books and supphes. tranzpo
tation. and other misesllansous personal expensez. F
eral Student A5d provides funding to eam your first pro- |
fezsional degres calaureate degres. i
Ascc -_
Accreditation
:ﬁ;;}é&;{i;{é&;&k};i{-’é&hg}’(&'&{; """ ftod by the Accraditing Camm: ison | i complisis the Eectronic apphcation snlins.
H Colle gos (ACCIC) of the Wemern Associstion of Schools and Callegss | e Iapphing ml“ ,umﬂ.,kﬂ ha
H =and s ACSCT). o Gam: | FAFSA an the
{meerisg! Boulevard, Suirs 2o, Wu Ds0s5. BB (s13) soS-033s Fax: (s15) soS-0338 | (] (g
{ i =enature nstractions.
et : Note: Ifyou ars o dependent sudent. plmss
R T N T S e W R S| 1 enchasien s greremnt o exppliy fin = PEN
\Financial Aid MISSION STATEMENT i Wait for Notification
{The mizion of the Financial A3a Offics (FAO) = t0 on sure that 21l ol sitie mdi-
{viduals benefit from federal financial assistance for education beyond high i | Once your application is processed, the
ischool Promoting and assuring higher education access and opportunitny are the | FAPSAN&M will notify you about
{B=s3= prinsiples of Federal Student A4, By supporting the promise of pamsss H jyours Ry, < th-m = o

2. Be familiarize with the Free Application for Federal Student Aid (FAFSA) online
application @www.fafsa.ed.gov
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SOP # DOSS-FAO-03
All Financial Aid

Responsibilit . . .
Y Staff Policy: St_uc_ie_n_t Financial Aid
Eligibility
Page 51 of 154 Prospective, New,
Page # Scope Continuing, and

Returning Students

Determination of

Student Eligibility Last Reviewed/Update Date = 6/12/2020 10:03 AM

Title:

Description:

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.

SAMPLE ISIR

06 Apr 2020 Institutional Student Information Record Page: 1
For 2019-2020

Je e e e Kk ke ok ek ke kK ok ek ok kK ke ok ok ok ok ok ok ok ok ke ke ok ok ok ok ke ke ok ok ok ok ke ok o ok ok ok ok ok o ok ok ok ok ok ok o ok ok ok ok ok ok ke ok ok ke R ok ok ok ok ok

* IMPORTANT: Read ALL information to find out what to do with this Report.

Khkkkhkhkhkhkkhkhkhkkkhkkhkhkhkhhkkkhkkhhkkkkkhhkkhkkhkkkkkhkhkkkhkkkkkk ok ko kk ko k ok dkk ok ok kk ok ok k ok ok ok ok ok

08/20/2019
PO BOX
PAGO PAGO AS 96799 EFC 0Y
149

Based on the information we have on record for you, your EFC is
<EFC>. You may be eligible to received a Federal Pell Grant and
other federal student aid. Your school will use your EFC to
determine your financial aid eligibility for federal grants, loans,
and work-study, and possible funding from your state and school.

170

Your FAFSA has been selected for a review process called
verification. Your school has the authority to request copies of
certain financial documents from vou and vour parent(s).
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SAMPLE AWARD NOTIFICATION

AMERICAN SAMOA COMMUNITY COLLEGE
FINANCIAL AID OFFICE
FUNDING CHECKLIST
Academic Year 2019 - 2020

Name: Admission Criteria: HIGH SCHOOL DIPLOMA
St. ID#: Credit hours required in Program: 61
P.O. Box: Credit hours Completed by payment date: 21
Phone: Beginning Attendance Date: 20200113
Major: AA-LBART Semester Enrolled: SP 2020 Credits Enrolled: 16
Trans#: 3 EFC: 0
SAP Status at Start of Term: SAP
Students Cost of Attendance (Academic Year) S 11,550.00
Withdrawal Date/last date of attendance (if applicable): N/A
Percentage of award earned: N/A
Amount of the award claimed by Title IV for the semester enrolled: SP 2020 Full-time
Budget $ 11,550.00 - EFC 0 = Need $ 11,550.00
Payment Schedule Amount for Award Year: $6,195.00 Total Award Claim: $ 3,097.00
Other Award: FSEOG
Notes: BATCH #: 5
DISBURSEMENT CLEARANCE
vac: [ - I ~
TO: ASCC Finance Office, Disbursement Division
I hereby confirm that the above named student is eligible to receive Federal Student Aid as provided by the Institutional Student
Information Record (ISIR) and student's academic transcript as of packaging date.

SOP # DOSS-FAO-04

Importing an institution
Student Information

All Financial Aid
Staff Policy: Financial Aid

Application Procedures

Responsibility

Report
Prospective, New,
Page # Page 52 of 154 Scope Continuing, and

Returning Students

Title: ISIR Import Last Reviewed/Update Date = 6/12/2020 10:03 AM

1. Log into Datatel website.
2. Select DOEI: Department of Ed Import from dropdown, make the following updates and select
‘Save All’ to the end. Datatel will then pull ISIRs from the SAIG mailbox portal:
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. : —
<) T i

TSEARCH RESULTS

T

NAVIGATION S8 # IFAVORITES | -

o

Ellucian ‘

POOO®

Colleague Ul

No Active Context

ose Context | (v save ) (  SaveAll ) (X Cancel ) (XX CancelAll ) (-

EE——D) © © 0

[ O -
DOEI - Department of Ed Import |

Process Steps |f]

Imported File Types to Update

©OD XML Yes |

NSLDS Exit Interview| |

NSLDS Monitoring | Yes |

MRR Yes |

s

ESOA Yes

fen v

PROFILE/NCP| |
Colleague Updated Records

Report
oD Student

SSN Option

Output Saved List Name

Renoc
Interview (

J (

CM Code CM Date

NSLDS Monitoring ]

3. Result will be this page:

. - - — — T . e ——
mw @ hitp: //matsiuiascclocal/Production/sl/indechtm pL-c ]Eu{u.\-bmul Colleague .. X | &
I~ 00E" Department of Ed Import < T Search ARCH R AVIGATIO i * I FA
Ellucian |
co"eague UI No Active Context
File elp t v Save W/ Save All X Cancel ~ XX Cancel All ) (= E—h ©® © 0
DOEI - Department of £ Import | VBS - View Batch Process Status |
JOBSTATS.ID : DOEI_H.VAOULI_37618_19090
Submitted On : 04/06/20 At: 10:26AM By : HvAOULI
Job Start Date : 04/06/20 Job Start Time : 10:28
Records Records Elapsed Remaining
Process Status Complete Remaining Time Time Errors.
1 |[INmaLze By [Finisned ] [ o [ o] ( o0 | o000 | o
|_2 Vlm’“ JE [Fmisned J [ o D | 000) | c-o 1
Call B2 ( ) ( f ) ( J( ) C
e & ( J L J [ ) ( J L J J
s J[ B J J ( ) J [ ) | J
s =8 J ( J ( ) ( J ( ) ( J
Lz B ( J ( J ( ) ( J ( ) ( J
| B J [ J ( ) J [ ) ( J
= JC B ] ( J ( ) ( J ( ) ( J
[ R ( J ( J ( ) ( J ) ( J
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22 J B J [ J ( ) L J [ J )
Lol 2 ( ) ( ) ( ) ] ( )
L J( & ( J( J ( J C JL J L J
&)
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4. Select ISIM: ISIR Import from dropdown, make the following updates and select ‘Save All’
to the end.

. TR T W W T
'S :i B http://mataiui.ascc.local/Production/sl/indexhtm £ ~ & || [@ u144.1 - Datatel Colleague ...
V ——— —— — —————|

! | —

=) ISIM: ISIR Import TSEARCH RESULTS "/4 NAVIGATION 8 # IFAVORITES | @
( ~
Ellucian \
Colleague UI No Active Context
)
File Options Help | | ( / Save ) ( &/ SaveAll ) ( X Cancel ) ( XX CancelAll ) \ﬂ |} E\

|| ISIM - ISIR Import |

—
Academic Year | 2019

SSN Display Option | L Last 4 digits of SSN -]

Print Remaining Unlinked |

CM Code FAC19ISR

CM Date 04/02/20 |5

Generate Spreadsheet Yes |

Combine Input Files v |
Combined File Name  |SIM2019011520

Message Class

School Code

Max File Size Limit

Single Import File Name

Add Extensions
Output Student List | ISIM.ST.2019.040220 |

Output ISIR List ISIM.ISIR.2019.040220

5. Linked ISIRs Report will list name of students.
6. Email list to faid@amsamoa.edu for each respective counselor to review their assigned
student and add information to spreadsheet.

SOP # DOSS-FAO-05
Policy: ASCC Financial Aid -
i i i A Determining the
Responsibility g{' rflnanmal Aid Application Procedures; Amount of ginancial
a ASCC Financial Aid Policy . L
e s A Aid for an Eligible
Manual; Financial Aid Student
Handbook
Prospective, New,
Page # Page 54 of 154 Scope Continuing, and
Returning Students
Title: Batching & Last Reviewed/Update Date  6/12/2020 10:04 AM
Packaging
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 Datatel.
2. Select first student record and review ISIR
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II.

CPS has already determined student’s EFC

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

oo

oo a0

3. 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 Used

d. 150% of program

e. 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.

PRE-AWARD AND REGISTRATION PROCE

1.

o hkw

Access Datatel—FASI (Financial Aid Status Information)
Get student Identification number
a. Assigned by Record’s Office when student completes Enroliment
Application
Select current or correct ISIR transaction
AIDE: award amount based on eligible registered credits.
Assign Budget
Award Amount (offer vs. accept)
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Step 1:
ISIR IMPORT

Step 2:

Counselor
eview,

Stey 3:

Pre-Award
and
Rexgjstrajfon

Stey 4:

Packaging
and
tchi

e Import ISIRs received from CPS
e Create Individual Spreadsheet

e Counselor Review

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

¢ Assign student budget during registration period

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

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

¢ Review enrollment, SAP status, Award letters, and
program requirements

A 2 S S N
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III. 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 and Datatel
1) Counselor reviews individual spreadsheets to determine student’s on
current batch by using (1) ISIR date or (2) Attendance Verification Form
completion date.
2) Create counselor folder for current batch which includes the sample
package, batch spreadsheet, sample letters and forms.
3) Create working spreadsheet for batch, based on #1.

4) Print transcripts
5) Review attendance form against the transcript
6) 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 Datatel 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%)
on page 5 (if any)
f. Complete award notification letters,(warning letters, etc) on page 6

B. Financial Ai tus Information (FASI
1) Select the “"Award” detail to input student “"Award Detail Entry”

2) Enter award amounts based on eligibility of credits for the term for Pell,
FSEOG, FWS, etc.
3) Enter “file complete date” for the date counselor completed the package.

C. Batch FA Transmittal Register

1) Enter list of students on individual counselor batch spreadsheets torun
FATR awards for each student
a. Review the FATR reports for accuracy, make corrections as
necessary and re-run until information is matching
2) Request the business office to run FATP to post and credits FA awards to
student’s accounts.
3) Export combined counselor spreadsheets to Common Origination and
Disbursement (COD) via Datatel (CODE).
a. Review the CODE report for accuracy, acceptances, rejection, make
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4)
5)
6)

7)

corrections as necessary and re-submit until information is
matching (reconciled).

Inquiry) to verify if awards were accepted by COD.

on award preparations.

After CODE has been transmitted, counselors will review PCOD (Pell 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

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.

SAMPLE COUNSELOR SPREADSHEET

A B C D E F G H 1 J K L
1 SAMPLE OF COUNSELOR FOLDER
Dz LASTNAME FIRST NAME M SSN TR TRDATE EFC VER VER CODE ISIR STATUS FILE STATUS
2 =1 - - - v - - - v v - -
3 :113-15 LANG TASI 000-00-0001 02 7/02/2019 0 N AY! COMPLETE COMPLETE
4 12346 |SIAKI LEFEEMO 000-00-0002 04 9/30/2019 1249 N Vi1 COMPLETE COMPLETE
5 :13347 SOLAITA LEONETTA 000-00-0003 01 9/03/2019 0 Y N COMPLETE COMPLETE
6 ’12348 TUISAMOA JOSEPHINE 000-00-0004 03 9/13/2019 0 N N COMPLETE COMPLETE
7 12349 |VAOQOULI HANNA 000-00-0005 03 9/13/2019 0 N Vi COMPLETE COMPLETE
8 :13350 AFALAVA LORELEI 000-00-0006 02 9/23/2019 17801 Y Vi COMPLETE COMPLETE
9 '12351 TAUTUNUAFATASI (LEATIME 000-00-0007 01 1/13/2020 0 N A%! NEED CORRECTIONS |NO DOCUMENTS
10 [12352 |HOLLISTER OLITA-LAUMUA 000-00-0008 04 7/23/2019 0 Vi COMPLETE COMPLETE
SAMPLE COUNSELOR BATCH SPREADSHEET
A B C D E F G J K
1 85 | 2019 - 2020 AWARD YEAR PELL e —-
2 NO.|LAST NAME v |FRSTNAME |~ [sti~| m'19 ~ F19 ~ 5'20 |~ | PellTotz v | FSEOG To ~
3 1 1,854.28 1,854.28 1,854.28
4 2 1,549.00 1,549.00 1,549.00
5 3 1,549.00 1,549.00 1,549.00
6| a 3,097.00 | 3,097.00 3,097.00
7 s 1,549.00 1,549.00 1,549.00
8 6 1,549.00 1,549.00 3,098.00 3,098.00
9 7 1,549.00 1,549.00 1,549.00
10 8 2,323.00 2,323.00 2,323.00
1| 9 1,549.00 1,549.00 1,549.00
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SAMPLE SUMMARY COVERSHEET

A B & D E F G H | J

4 Academic Year 2019 - 2020
5
6 Name: Admission Criteria: HIGH SCHOOL DIPLOMA
7 |St.ID#: Credit hours required in Program: 61
8 P.O.Box: Credit hours Completed by payment date:
9 Phone: Beginning Attendance Date: 20200113
10 Major:  AA-LIBERAL ARTS Semester Enrolled: SP 2020 Credits Enrolled: 12
11 Trans#: EFC: 0
12 SAP Status at Start of Term: SAP
13 Students Cost of Attendance (Academic Year) $ 11,550.00
14 Withdrawal Date/last date of attendance (if applicable): N/A
15 Percentage of award earned: N/A
16 Amount of the award claimed by Title IV for the semester enrolled: Full-time
}Z Budget $ 11,550.00 - EFC 0 = Need § 11,550.00
19 Payment Schedule Amount for Award Year: $6,195.00 Total Award Claim:
20 Other Award:  FSEOG
21
22
23 Notes: BATCH #: 5
24 DISBURSEMENT CLEARANCE
26 TO: ASCC Finance Office, Disbursement Division
27

| hereby confirm that the above named student is eligible to receive Federal Student Aid as provided by the Institutional Student
Eg Information Record (ISIR) and student's academic transcript as of packaging date.

This student has provided all necessary documents for retention by this office and student's file is complete, as required by
30 federal regulations.
31
32
33 Financial Aid Counselor .. :. cece- Date

SAMPLE SAP REPORT

[ e .o+ I

Program #1: AA-LIBERAL ARTS Published Length: 61 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 3 7 £ 3 10 1 12 13 14 15 16 "
P— P— 150% = Cumulative | Cumulative )+
Term* non-| “Term’ Cumulative
i it s2 none | remedial | oo [Remedint o p | eredie | Cumulative Term eredit TamGPA | Cumslstive
o | | || | e | Sk | e | o | e oo |, | TR | S Status at End of Term
attempted | sttempted Credite creditz | attempted 3 creditz completed | (66.667%) (66.667%)
Attempted | 2tsmpted | (30) completed
F'17 0 12 12 0 12 12 12 100.000% | 100.000%
12 12 0 12 #DIV/0! 100.000%
12 12 0 12 #DIV/0! 100.000%
12 12 0 12 #DIV/0! 100.000%

12

12

12 12

olele|e|e|e

12 12




SAMPLE TRANSCRIPT

03/04/20 Advising Academic Record Page 1 of 1
.\_Ciss L ] ID Nun'_b%r: )
ggggogago AS 967399 Birth 3;;; T
AMERICAN SAMOA Birth Name:
ENG 070WA = for ENG-070 0.00 0.00
ENG 081 I:ts_tl.fn; ﬂ_:r‘]si‘-‘.?qﬁ 2 . E‘: E . 22
US DOED Central SOP # DOSS-FAO-06
Responsibility Processing Station . o
(CPS), Financial Aid Policy: Verification Student Financial Aid
Counselors/Staff Awards
Financial Aid
Page # Page 60 of 154 Scope Recipients
. Verification of . .
Title: Selected Students Last Reviewed/Update Date  6/12/2020 10:05 AM
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
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.
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PROCEDURES:

=

Receive ISIRs from the Department via transmission into Datatel

Counselors must update the spreadsheets to notate which students are selected
by CPS for verification. This can be 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.

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.

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

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

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.

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.

RELATED POLICIES AND DOCUMENTS:
Student Financial Aid Handbook, AVG - Chapter 4

Responsibility

Page #

Title:

US DOED Central SOP # DOSS-FAO-07
Processing Station ) ) _
(CPS), Financial Aid  pgjicy: EFC Calculations Student Financlal Aid
Counselors/Staff Awards

Page 61 of 154 Scope Financial Aid

Recipients

EFC Calculations Last Reviewed/Update Date = 6/12/2020 10:08 AM
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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.

2.

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 EFCis
calculated according to a formula specified in the law. Refer to the EFC Formula
2019-2020 in

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).

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.

. 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 POLICIES AND DOCUMENTS:

1.
2.

Higher Education Act (HEA Sec. 474-479)
2019-2020 Federal Student Aid (FSA) Handbook, Volume 3

3. ASCC Student Financial Aid Handbook
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Financial Aid SOP # DOSS-FAO-08
Counselors/Staff

Responsibility with Coordination . Student Financial Aid
with the Finance Policy: Awards
Office

Page # Page 63 of 154 Scope EZ‘;B?;?‘L:‘ id
Declination of Pell

Title: Grant Funds by a Last Reviewed/Update Date  6/12/2020 10:08 AM
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).

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 ifthe
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 sheis
otherwise eligible and that the student understands that those funds may not be
available once the award year is over.

FA Officer must receive and review the letter and route the approved statement from
student to all parties involved in the return of funds (FA Counselor, Finance Office).
FA Officer, Counselor, and Business Office must submit any adjustment records for
the student to the Common Origination and Disbursement (COD) System.

Update student aid in Datatel "AIDE” and make notations in Counselorfolder,
Disbursement Spreadsheet, and in "Comments” section of "AIDE.”

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 Finance 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

Financial Aid SOP # DOSS-FAO-09
Counselors/Staff

Responsibility with Coordination . Student Financial Aid
with the Finance Policy: Awards
Office

Page # Page 64 of 154 Scope E:;];gféilt: id
Returning

L Unclaimed Title IV . .

Title: Credit Balance (Pell Last Reviewed/Update Date  6/12/2020 10:09 AM
Refunds)

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.

3.

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 fromthe
Finance Aid Office.

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.

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.

2.

Access COD website

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.

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. It isa 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 returnto 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.
RELATED POLICIES AND DOCUMENTS:

1. FSA Handbook, Volume 5, Chapter 1

2. https://www.g5.gov
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Responsibillty - Gounselorsistaff Policy: itudt—;nt Financial Aid
wards
Page # Page 66 of 154 Scope Financial Aid

Title:

SOP # DOSS-FAO-10
Financial Aid

Recipients

Processing

Drawdown of Funds Last Reviewed/Update Date = 6/12/2020 10:25 AM

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

SO.

1.

DOE1

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:

¢ 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

CDMR

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: ####

o Include Pell: YES

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

o The following should be BLANK: Include TEACH

o As of Date: (Todays Date)

The rest should be blank. SAVE and UPDATE UNTIL REPORT PULLS UP. Save report
to CDMR folder.

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: ####
+ Report Type: V-Variance
¢+ SSN Options: S-Show SSN

The rest should be left blank. SAVE and UPDATE UNTIL REPORT SHOWS. Save
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report to PRER rolder. .
Access www.g5.gov

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.”

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:

FO - Elsie Lesa; Dean of Student Services - Dr. Emilia Le’i, courtesy copy the
following individuals: Josephine Afoa-Liva Anae, Eleasalo Sialoi; Soy Ah Siu (Ben);

Message should read as follows:

Talofa FO,

Here is Batch #7? Draw Down:

PELL $#+#,#+#4#.00

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

Thanks,
(Name of FA Officer)

Responsibility

SOP # DOSS-FAO-11
Financial Aid

Counselors/Staff Monthly

Policy: Reconciliations

Page # Page 67 of 154 Scope Internal
Financial Aid &

Title: I'\:n'gr"::‘r:’l; Team Last Reviewed/Update Date  6/12/2020 10:26 AM
Reconciliations

PURPOSE:

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

PROCEDURES:

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

2. Finance office reconciles the Financial Aid report to the Finance General Ledger if there
areany variances. If variances exist, then research this with the Financial Aid Office
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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 Officer and file in the “Reconciliation” binder.

Responsibility: | FA Officer SOP#: DOSS-FAO-12
FA Counselor Il Policy: R2T4 — Return to Pell
Page#: Page 670of 153 Scope: Complete Withdrawal & Zero Credits

Earned
Title: R2T4-Return To Inserted: 12/07/2020
Pell

Title: R2T4 - Return to Title IV

Policy: Counselor II has been designated to review and execute the return of Title IV
funds with the FA Officer as the alternate.

PURPOSE: With the responsibility for the accurate execution of the R2T4 process in Datatel, Common
Origination and Disbursement (COD), and FSA R2T4 form, it is believed that this process will eliminate
interruptions in completing requirements (34 CFR 688.173 (b)).

PROCEDURE: Official Withdrawals: Each Financial Aid Counselor is responsible for completing the R2T4
form for their respective students and forward to the Counselor II for review of accuracy. Counselor II is
responsible for manually inputting calculations into Datatel and ensuring adjustments are included that
must be returned via COD. This action should be completed and included in the next scheduled batch
or no later than 45 days from the date of withdrawal.

Unoffiial Withdrawals: After final grades have been posted at the end of each semester, each counselor will
review their respective students for “zero credits earned”. A compiled list of these students will be
forwarded to the designated counselor for review of last dates of attendance. Should a R2T4 be required,
the designated counselor will complete the above process for necessary and required adjustments and
returns to COD.

Zero-credits earned/Unofficial Withdrawal: —R2T4 calculation must be completed ASAP after last date of
attendance is determined and submitted within 45 days. Complete Withdrawals must then be reported to
NSLDS.
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Responsibility: FA Officer DOSS-FAO-13
FA Counselor Il NSLDS Enroliment Reporting
Paget#: Page 68 of 153 Financial Aid Recipients

NSLDS 12/07/2020
Enrollment
Reporting

Title: National Student Loan Data System (NSLDS) - Enrollment Reporting
Policy: ASCC is required to transmit this report from NSLDS via EDConnect on the 1t of every other month
and submit the updated enrollment roster on or before the 15™ of every other month.

Purpose: The report provides NSLDS with a source of current student-level, grant-level, and loan-level
information that the Department and other Federal agencies can use both for research and to improve Title
IV delivery through automation and standardization.

Procedure: The Financial Aid Coordinator has been assigned to complete bi-monthly updates to the
Enrollment Report roster file in spreadsheet transmitted from the NSLDS, with the Counselor II as the
alternate. This practice will eliminate interruptions in the completion of the reporting requirements.

The Financial Aid Officer (alternately the Financial Aid Counselor III) conducts a final review of this
spreadsheet for submission to NSLDS.

Graduates and Complete Withdrawals: Students who graduate will be updated into NSLDS within one week
after graduation. Students who completely withdraw from ASCC will be updated into the NSLDS
system within one week after performance of R2T4. Students who earned Zero-credits and are Unofficial
Withdrawals will be updated into NSLDS within 45 days.
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LIBRARY
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Responsibility
Page #

Title:

Library Associate (LA) SOP # DOSS-LIB 01

(Cataloger)/Supervisor [Policy: Cataloger workroom
Page 71 of 154 Scope LA cataloging duties
LA Last Reviewed/Update

cataloger/supervisor P 6/12/2020 10:26 AM

Date

workroom

Description:

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.

Procedures:
Cataloging
1. Go to Destiny cataloging
a. On the internet browser type in the URL: http://destiny.doe.as and press
enter to go to the site.
b. Click onto: American Samoa Community College (in blue)
c. Click onto the Login tab at the far right.
d. Type in your Username and Password, (this can be obtained from the
library director), then press enter or click onto the Login tab.
e. Click Catalog tab just above green bar
2. “Copy Cataloging”, copying a record that someone else has already made
a. Click onto Add Title at far left of page
b. Use arrows to set search options. Type information to be searched into
box and click GO tab.
c. Click the Details tab on the record that you want.
d. Click Save Title tab at far right of page.
e. Click Add Copies tab at far right of page.
f. Type in all vital information (ie. Barcode, call #, etc.), for the copy.
g. 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. Click onto Add Title at far left of page
b. Use arrows to set search options. Type information to be searched into
box and click GO tab.
c. If nothing matches then click Add the Title (in blue) at far right.
d. Click onto the Use Easy Editor or Use MARC Editor tabs at far right.
e. Type the material information into the blanks, use the tabs to entera
complete record, then click Save Title tab at top or bottom of entry.
f. Click Add Copies tab at far right of page.
g. Type in all vital information (i.e. Barcode, call #, etc.) for the copy.
h. 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.
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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

a. Stamp Title page and stamp on all three outer sides of books with ASCC
Library stamp
Place a security tape inside of books and journals (avoid middle sections)
Place Barcode inside of front cover and write number at top of Copyright
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)

2. 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)

3. Weed outdated/damaged material from collection and delete records from system

Supervising
1. 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, Elevatoruse,
Destiny operations, etc.

2. Make library schedules
a. Scheduled staff members for kitchen/staff restroom cleanup
b. Schedule for Circulation/Reference area
c. Semester break work schedule

3. 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. Fill-in for staff vacancies in different library areas

2. Complete area statistic records and library reports
3. Complete & turn-in library staff yearly evaluations
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Aide in the performance of inventories

Make & monitor work orders and prepare office supply lists
Communicate with vendors

Help students and staff with computer use, research, library tasks, etc.

No vk

Responsibility LiPrary Associate - SOP # DOSS-LIB 02
P y Processing Policy: Processing workroom
Page # Page 73 of 154 Scope LA processing duties

Title:

Last Reviewed/Update

Workroom Processing Date

6/12/2020 10:26 AM

Description:

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

1.

HwWN

O RN,

Prepare PR/IPO form or Job Order form for Maintenance & Facility Department (PFM)
and other vendors

Obtain director’s / division head authorize signature for approval

Hand carry IPO’s to Business Office for Budget approval

Make copies for file, make sure to attach invoice from vendors on vendor’s Job
Order forms.

Fax or hand carry Job Order forms to PFM

Call Maintenance Department to confirm receipt of fax

Follow up on PFM Job Orders and Purchase Requisitions status

Get PFM Job Order and Procurement Purchase Order numbers and dates for records
Maintain records of completed jobs

Book Orders:

10.
11.
12.

13.
14.

15.
16.

Choose published books from Publisher’s catalogs

Check Destiny system for duplicate copies in library collection

Prepare Purchase Requisition (PR) forms for book orders, listing books in alphabetical
order

Obtain director’s signature on PR for approval

Make copies of PRs, Invoices and Publisher’s catalog pages for library files and
submission with Purchase Requisition

Hand carry PR’s to Dean’s Office for signature of approval

Deliver to the Business Office for final processing

Final Processing of Books after Cataloging:

17.
18.
19.
20.

Type and prepare cards and pockets to go inside of books
Prepare & attach informational labels to go outside of books
Distribute books to various sections of library for filing on shelves
File books & periodicals as needed

Monthly statistics (stats)

21.
22.

23.

Prepare monthly stats for work area, in the Library Director’s format

Stats should consist of total number of PR/PQO’s & Job Orders processed. Under
each heading for PR/PO/Job Order provide details such as processing number, date,
vendor name, brief description of job and status of order

Email monthly stats to the Director by 3:00 pm on the specified date
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Extra /Duties:
24.Fill in for absent employees and /or during lunch time
25. Monitor the Circulation desk, Reference, and Pacific Room when ever is heeded.
26. Maintain order in library and outside perimeter of building
27.Be aware of students’ welfare inside the library
28. File books & magazines as needed

29. To maintain student’s safety, direct students out of library on power outage days
30. Clean areas after Semester. Clean & dust books, shelves, reshelf books, etc. Do
Inventory

Maintain files in filing systems:
31. Update files periodically
32. Create new files on new jobs

R ibilit Library Associate (LA) [SOP # DOSS-LIB 03
esponsibIlity|_ circulation Desk (CD) Policy: CD
Page # Page 74 of 154 Scope LA CD duties
Last Reviewed/Update

Title: LA CD 6/12/2020 10:26 AM

Date

Description:

+ Morning Circulation daily count of petty cash.
e Starting float $20.00.
e Record on Daily Money Report how much cash is in register in each denomination.

+ Daily collecting statistics on library use.
e Use Blue Circulation Statistics File. Log in previous day’s quantity of New Library
Cards and materials checked out. Log in Daily Head Count on today’s date
subtracting from the previous day’s count.

o Check out/Check in
e Check out materials to library users who have a library card using Destiny system
or manually if internet is down. (only ASCC students, faculty & staff can check
out material)
e Check in returned materials using Destiny system or manually if internet is down.

e Fines
e Overdue fine of 10 cents a day will be charged to patrons’ accounts
¢ Damaged material will be accessed and a fine will be charged
e Lost material will be the cost of the material plus any overdue fine that has
accrued.

o Audio Visual (AV)
e AVs may be signed out by ASCC faculty only. Faculty must have a library card.
e ER AV’s may be signed out for a week at a time by all ASCC students, faculty &
staff. Patrons must have library card.
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CD Rom'’s
e CD-ROMs may be signed out for in library use only.
e Patrons must sign a blue reserve card and leave a library card, local ID, etc. on
hold to use.

Reserve Textbooks
e Cannot be checked out of library.
e Patron must sign a blue reserve card and leave a library card, local ID, etc. on
hold to use.

Answering desk phone.

e Staff is to use common courtesy & good customer service when answering the
ASCC phone lines (Hello, this is the ASCC Library, my name is ..., how may I
help you)

e Patrons may use the phone at the Reference desk if they need to call a ride.
(This phone will not call cell phones)

Photocopy & Computer Printing
e Assist patron on how to use the copy machine for their documents or photos.
e Copies are 15 cents per page per side
e Computer printouts are 20 cents per page & color prints are 40 cents per page

Library Cards
e Issue new library cards for new students. Documents needed for new library
card: Local Photo ID, Class Schedule or Current Student ID.
e If lost, a fee of $7.00 will be charged for a new library card

Newspapers
e Purchase Samoa Newspaper daily & log transaction on daily money report.
e Stamp Newspaper with ASCC Library Stamp; add security & staple left side.

Monthly Statistics (stats)
e At the end of the month compile the daily stats & type a statistics report.
e Email the monthly report to the Director by 3:00 pm on the specified date.
e Prepare Library Highlights and email to Dean of Student Services with a “cc
to the library director

4

Timesheets
e Complete Timesheet & give to the Supervisor.

Money Report
e Evening Circulation Money Report to be completed daily at 2:00 pm.

Clearances
e Look up library patrons in the Destiny program to see if they have any outstanding
accounts or checked out material
e Sign clearance & exit forms for library patrons

Other duties
e Assist people in finding resources.
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e Reference Desk duties when staff is on lunch break.
¢ Monitor students on the first floor.

e Monitor and maintain library equipment

e Clean up area & sweep floor as needed.

e Help with opening and closing library.

A Library AssociateSOP # DOSS-LIB 04
Responsibility (LA) y Policy: RD
- Reference
Desk (RD)
Page # Page 76 of 154 Scope LA RD duties
Last Reviewed/Update

Title: LA RD

Date 6/12/2020 10:27 AM

Description:

The Reference Desk or Information Desk provides library user’s with direction to library
material and advice on library collections and services. Staff provide instruction in the
use of specific searchable information resources such as the library's online catalog,
subscription databases, or the library's reference collection.

1. Daily open at 7:30 am:
a.Turn on A/C's
b.Turn on and log into Reference computers, student computers & OPAC
stations

2. Computers :
a. Reference computer: Log into Destiny system & PaperCut software for

printing

b. Have patrons sign-in for computers on log-in sheet for Typing, Research &
Email

c.Look up library card or patron’s name on the Destiny system for outstanding
items

d. If there is a waiting list for computers, then put a time limit on computer use
eTyping - 2 hours
eResearch - 1 hour
eEmail - 30 minutes
e. Delete all personal files on lab computers at 3:00 pm each day and run a
virus check
f. Discontinue new computer transactions at 3:45 pm daily
g. Contact MIS by email: support@amsamoa.edu if there is a problem with the
computers

3. Printing:
a. Instruct patrons to notify the Reference desk before printing
b. Use the PaperCut software on the Reference desk computer for student lab
printing
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e Ask patron the number of pages to print and computer number
e Select the computer and enter the dollar amount for the total pages
to print and then press enter
e Instruct the patron to print the number of pages they requested
c.Have patrons pick up & pay for their pages at the Circulation desk
d. For Color prints
e Have patron send their document to Reference staff email account
e Log their name, date & number of pages on the color printer sign in
e Print the document they sent from your email to the color printer
e Have the patron pay for the color prints at the Circulation desk
e. Contact MIS by email: support@amsamoa.edu if there is a problem with the
computers
f. Monitor toner levels in printers and notify Processer/Supervisor when toner
is low

4. OPAC (Online Public Access Catalog):
a. Assist patrons with OPAC use
e Search using keyword, title, last name of author or subject
e Search can be narrowed by changing location, material type, etc.
b. Assist patrons on printing from a flash/thumb drive from the OPAC stations
c.Keep a daily log of the number of patrons who use the OPAC stations

5. Periodicals (Magazines & Journals) :
a. Log new periodicals in file draws
e Mark card with the title, number of yearly issues & if it's a subscription,
gift or donation
e Log-in each issue by year, volume number& issue number
b. Distribute periodicals to designated areas of the library i.e. Reference, ERC
And Special Collections room
e Place new magazines in plastic sheeting on Reference rack and place
previous copies on Archive shelves
c.Keep magazine shelves in order and weed magazines that are 5 years or
more from shelves for discard
e Stamp with “Discard” and write date & staff initials under stamp
e Note in periodical log discarded issue and date
e Place discarded issue on a cart to give away at library entrance

6. Reference Materials:
a. Assist patrons in finding resources from the reference and magazine collection
b. File, read & organize shelves in Reference Collection periodically
c.Check collection for damaged or lost material

7. Monthly Statistics (Stats)
a. At the end of the month collect the daily stats & type a monthly report
eList Computer usage, humber of Research, Typing, Email users,
number of Student Programs Represented and Color printer usage
b. Email the stats report to the Director by 3:00 pm on the requested date

8. Library Tours:
a. Give an overview of services and material available in the Reference area
b. Give an instructional demonstration on how to use the OPAC station
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9. Other duties
e Circulation desk duties when needed.
¢ Monitor students on the first floor.
e Clean up area & sweep floor as needed.
¢ Monitor & maintain library equipment.
e Help with opening and closing library.

Library Associate SOP # DOSS-LIB 05
(LA)
Responsibility |- Special Collection

(SC) (a.k.a. Samoa & Policy: SC/SamPac

Other Pacific

Islands Collection

or SamPac)
Page # Page 78 of 154 Scope LA SC/SamPac duties
Title: LA SC (SamPac) 'BaaiiRe‘"e""ed/ Update  ¢,12/2020 10:27 AM

Description:

The Special Collections Room consists of Samoan & Pacific Island books, journals and
South Pacific Commission material as well as the library’s Rare Book Collection. The room
is @ Quiet Room which means students can only do individual study in this room. There is
no group work or discussions. Students may also use this room to study for exams.

1. Special Collections room opens at 7:30 am to 3:45 pm daily.

2. Prepare sign-in sheet for patrons who enter the Special Collection room.
Instruct patron to enter Full name, time, research topic and Program major.

3. Instruct patrons to leave bags, folders, etc. on cart at entrance of Special
Collection area. Only notebooks and writing implements may be brought to
table area.

4. Assist students in locating books for their research, as well as any additional
resources that they may use for their research based on their research topics.

5. Monitor use of Samoan and Pacific material as well as the Rare Book collection
for signs of wear, detached pages, deterioration of binding, mold & mildew as
well as other signs of damage. Turn-in damaged material to Workroom to be
fixed or replaced.

6. Keep a file of the Pacific Journals and material from the South Pacific
Commission.

7. Assist patrons with copy machine. Pacific materials may not leave the Special
Collections room without approval from Library Director, but material may be
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10.

11.

12.

13.

14.

copied for a sum of $.15 per page.

Obtain permission from the Library Director for patrons’ who request to
check-out Special Collection materials.
e Upon approval, prepare Blue Reserve Card for each book requested
o Inform Circulation Desk of Director’s consent and give staff the book
to be checked out (the Circulation Desk is the only authorized area to
perform check-outs and check-ins)

Keep a log of funds for copy machine transactions.

Re-file books and journals at the end of day. Place books on Reserve cart for
patrons requesting continued use of material.

Read shelves, dust shelves and vacuum room as needed.

Prepare and turn-in at the end of the work week the Daily Monetary report
with cash funds minus a weekly cash float.

Provide Monthly Statistics report based on Special Collections Patron Sign-in
sheet. Stats should contain: Total number of Patrons, Research topics covered,
and Students’ majors/ Community Members. Stats are due at the end of each
month on a specified date & should be email to the Director by 3:00 pm that
day.

Research Pacific resources i.e. Pacific brochures, periodicals, websites,
bibliographies, etc. to find additional books to add to the Special Collections.

Page #

Library Associate (LA) |SOP # DOSS-LIB 06
Responsibility|- General Collection —

(GC) Policy: GC

Page 79 of 154 Scope LA CD duties

LA GC Last Reviewed/Update g ,45,5020 10:27 AM

Title:

Date

Description:

I. Monitor and maintain books & materials in the General Collection (GC):
a. Collect books on carts from 15t floor and 2" floor,
b. Collect books on desks & tables, re-file properly using Dewey Decimal System.
c. Read shelves and pull any damaged material in need of repair or replacement
d. Organize tables & chairs back to their original places at end of each day.

II. Create & Maintain Master Lists for General (VF) & Pacific (PCVF) Vertical files
and Newspapers:

a. Type detail of each VF & PCVF files’ contents to Master List spreadsheet.

b. Create and file a shelf list and card catalog card for each vertical file subject heading.

c. Generate a Master list spreadsheet for Newspapers detailing date, page numbers,
and headlines.

d. Use Vertical file and Newspaper spreadsheets as an aide in locating additional
research material for students.
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III. General Collection Computers:
a. Monitor GC student computers & have students sign-in for computer use
b. Collect and keep a log of funds collected for printing
c. Prepare and turn-in at the end of the week the daily monetary report with cash
funds

IV. Assist Students Locating Material/Books:
a. Assist students with OPAC (Online Public Access Catalog) to find their research
material.
b. Assist in finding various books/materials on research subject in GC and ERC book
stacks.

V. General Collection Area Policies
a. Remind students to observe silence (noise) policy.
b. Maintain students respect for one another and college property.
c. Keep all students safe, (no rough housing, loud conversations, inappropriate
behavior)

VI. Assist ERC=Educational Resource Center Room Staff
a. Turn on & log-in computers, turn on A/Cs and lights at beginning of the day.
b. Assist in filing books and magazines.
c. Assist with computer printing and help students to locate research material in ERC.
d. Monitor ERC room when ERC staff is not present.

VII. Library Tours:
a. Give an overview of services and material available in General Collection area.
b. Explain Dewey Decimal System and how to locate books on shelves.

VIII. Maintenance of 2" floor General Collection Area:
a. Area should be clean at all times for students to read & study.
b. Dust and sweep area as needed.
¢. Maintain cleanliness of staff restroom & lounge and give access to custodian for
cleaning as needed.

IX. Monthly Statistics:
a. Provide Monthly Statistics report based on General Collections Patron Sign-in sheet.
b. Stats should contain: Total number of Computer usage, number of patrons who used
the computers for: Typing, Research, Email, OPAC, Flash drives/scans, and Students
programs represented.
c. Stats are due at the end of each month on a specified date & should be email
to the Director by 3:00 pm that day

4

Library Associate SOP # DOSS-LIB 07
- (LA)
Responsibility |~ Education Policy: ERC

Resource Center
(ERC) Room, 2™

floor
Page # Page 80 of 154 Scope LA ERC duties
Title: LA ERC Last Reviewed/Update ¢4, /5050 10:28 AM

Date
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Description:

The Education Resource Center (ERC) Room has books, journals and CD-ROMs geared to
support teacher education program. Although the priority is for the TED program, all ASCC
students are welcome to use the room and its services when available.

Daily Open = ERC room opens 7:30 am for library patrons for research, study and
computerusage. Turn on lights, AC’s, 15 student computers and printer.
Computers = Library staff in the ERC room is in charge of monitoring the computer
usage sign in sheet.

Prints & copies = Keep track of the ERC room petty cash collection from library
patron’s computer printouts and copy fees. Record funds collected on daily monetary
report.

Research Assistance = Assist library patrons in finding books and other learning
resources based on their research topics for a class projects or research papers
from the instructors.

EBSCO = Provide computer assistance to students in accessing the Online
Research Database (EBSCO) using the patron log-in password.

Book Maintenance = File books and read shelves using the Dewey Decimal System.
Pull any damaged material in need of repair or replacement.

Educational Journals = File journals alphabetically on shelves. Keep a spreadsheet
of received journals and weed any periodicals over 5 years old

Computer Maintenance = 3:00 pm daily, delete all student saved files/documents
from each computer and clean out viruses.

Money Report = Fridays at 2:00 pm prepare and turn-in the Daily Monetary report
with cash funds minus cash float.

Library Tours = Give an overview of services and material available in the ERC
room. Also give an instructional demonstration on the EBSCO databases using the
Library’s laptop & screen

Monthly Statistics = Provide monthly statistics based on patron sign-in sheet using
Library Director’s format. Stats consist of number of patrons using computers,
number of patrons who used to the computers for: typing, research, email, OPAC,
Flash drives/Scans and how many patrons from each student program.

Maintenance = Sweep floors & dust during semester breaks and as needed.
Maintain cleanliness of restroom and staff lounge area.

Reserving Room = The ERC staff is in charge of reserving the room for meetings &
TED instruction. Record class or meeting in the ERC room Log/Reservation Book.
Include instructor's/meeting name, class, reserve time & date.

Close ERC room 3:45 pm = Inform patrons at 3:30 pm that room will be closing in
15 minutes and ask if anyone needs to print out their work.

Other duties: Fill in at other library areas as needed; monitor patrons on 2" floor
of the library; monitor & maintain library equipment and help with opening and
closing of the library.
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Responsibility

Professional SOP # DOSS-LIB 08
Librarian (MLS) /

Program Director Policy:
of Library Services

Director of Library
Services

Professional duties /

Page # Page 82 of 154 Scope Program Directorship

Title:

of Library Services

Professional

Librarian/Program |Last Reviewed/Update
Director of Library |Date

Services

6/12/2020 10:28 AM

Description:

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

2. Assists in selection and trains new staff; coaches, advises, counsels, and evaluates staff.

3. Develops library collection for providing update information service.

4. Develops and updates division strategic plans, goals, and objectives pertaining library
services.

5. Implements an integrated library automation system and online service.

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

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

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

9. Writes Monthly Reports, ASCC WASC Standard II C Subcommittee Report, library
manuals, policies, and procedures.

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

11. Keeps pace with Internet Trends for upgrading information and instructional
technologies.

12. Communicates both the college and library missions to internal and external audiences.

13. Performs other duties as assigned by the VP of Academic Affairs and Student Services or
the President.

...... |Professional Librarian [SOP # DOSS-LIB 09
Respon5|b|I|ty(MLs) / Cataloger Policy: Cataloger
Professional duties /
Page # Page 82 of 154 Scope Cataloger
Title: Professional Librarian |Last Reviewed/Update 6/12/2020 10:28 AM

/ Cataloger Date

Description:
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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

1.
2.

vk

© N

10.
11.

12

14

16.

17

18.
19.
20.

21.
22.
23.
24,
25.

Go to Destiny cataloging

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

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

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.
13.

. Click Save Copies tab to add the record to the library’s collection.
15.

Type in all vital information (i.e. Barcode, call #, etc.), for the copy.
“Original Cataloging”, entering all the data yourself to establish a record

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 (i.e. Barcode, call #, etc.) for the copy.

Click Save Copies tab to add the record to the library’s collection.

Edit and update library records in Destiny system.

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

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 Copyright 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
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material)

2. Type labels 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)

3. Weed outdated/damaged material from collection and delete records from system

4. Choose new books, journals, magazines, DVDs, etc. for purchase from publishers’
catalogs to expand the library’s collections.

Office Petty Cash
1. Receive money from Circulation, TERC Room, & Pacific Room
2. Count money received daily/weekly
3. Record deposits received
4. Make copies for files

Perform additional duties as needed
1. Fill-in for staff vacancies in different library areas

2. Complete area statistic records and library reports
3. Aide in the performance of inventories

SOP # DOSS-LIB 10
Responsibility/Any Library Staff Policy: Reference Dewey II-_\iILrSatf;f

Decimal System Tour/Orientation -

Page 84 of 154 All Students; All

Page # Scope Patrons (Community)
T Library Last Reviewed/Update .
Title: Tour/Orientation Date 6/12/2020 10:28 AM

Description:

The library will give a guided tour of the facility and its services to instructors’ & their classes
upon request. Instructors must schedule tours in advance with the Circulation staff.
A. Greet instructor & class on 1%t floor of library (Gather everyone in open area to the
right of copy machine), introduce yourself and give an overview of the library.
B. Guide tour to the different areas in the library so that each staff may explain the
services in their area.

I. 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
c. Check-in/out materials
o Period of loan
+ Fines (overdue, damaged, etc.)
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d. Library cards
¢+ How to make (materials needed)
¢ Fees (lost cards)
e. Schedule library tours/orientations
3. Comments from area staff
4. Questions

II1. Reference area (Move class to the clear area in front of OPAC/Card Catalog)
1. Staff introduction
2. Describe services
a. Research guidance
¢ Computer Databases ("EBSCQ”, also mention ERIC, Google,
RefWorks, GPO, etc.)
o Reference material help
b. New and archived magazines
c. Computer sign-in, computer assistance & printing
d. OPAC & Card catalog instruction
¢+ 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 (General & Pacific Subject Vertical files)
3. Comments from area staff
4. Questions

III.  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

C. Move Tour to 2™ floor ERC room

I. 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. Printer - Lexmark 20C per page
d. TED course textbooks - for 2 day check-out)

3. Comments from area staff

4. Questions

II. General Collection

1. Staff introduction

2. Describe area, services & contents of area
a. Monitor computers, printer & OPAC stations
b. Virus scanning - flash drives, SD cards, CD-ROMs, etc.
c. Vertical pamphlet files - location & contents
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d. Dewey Decimal System
+ Briefly explain classification & call number designation in library
(Use “Cave Man” story with handouts to explain rational behind
Dewey system)
+ Show on books where call humbers are located & explain
prefixes
+ Explain signage on shelves & their relationship to call numbers
e. Reference material located in General Collection area
+ Encyclopedias
¢+ RES - Reserved for reference material
3. Comments from area staff
4. Questions

Note: Please refer to Appendix #2 for the Caveman’s Guide to Dewey Decimal System.
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RECORDS
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Registrar/Records SOP #

Responsibility Officer

Page #

Title:

All Office Staff Policy:

Page 88 of 154 Scope

General Information = Last Reviewed/Update Date

DOSS-REC-01

Registration, Records
Management

New, Continuing, and
Returning Students

6/12/2020 10:29 AM

Purpose:

The Records Office 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 Records function of the Division of Student Services.

Procedure

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

A.
B.

Registration
Change of Registration

1. Add/Drop
2. Withdrawal

Grades
1. Independent Study
2. Audit
3. Credit by Examination
4. Course Substitution
5. Course Repetition
6. Change of Grade

Academic Transcript

1. Verification

2. Processing and Printing
Evaluation of Academic Credits

1. Credit for Transfer Courses

2. Evaluation of Foreign Credits
End of Term

1. Grade Sheets
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Grades Data Entry
Verification of Grades
Grade Reports

Filing

RN

References and Definitions
ASCC current Academic Catalog; Datatel/Colleague Academic Records & Registration
Training Materials.

. SOP # DOSS-REC-02
Registrar/Records
Responsibility Officer, Assistant
Registrar Policy: Registration
Page # Page 89 of 154 Scope Internal Process
Academic
Title: Schedule Review Last Reviewed/Update Date 6/12/2020 10:29 AM

h le of r
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

CSSC-Course Section Schedule ‘

Sort Selection FEI Print Requisites [XEN

Elock Type ~ Include Printed Comments [EERR

Sawved List Name

Begin End
Section Dates
FMeeting Times
Feeting Day -~ -~
Subjects [ 1] -
Courses [ 1 ] ==
Course Sections [ 1 ] ~
Terms [1 ] 2013FA 2013 Fall Semester =
Departments TED =
Divisions [ 1 ] =

Faculty Members
Locations

Instructional Methods
Addnl Selection Criteria

o

i
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R200 1 0% 3|

11/25/13 COURSE SECTION SCHEDULE Page 1
09:102M 2013FA

Department and Synonym Sort
Department: TED

Course Section/ Title/ Instr ---Start/End----
Synonym Faculty Members Meth Room Days Time Date Freqg Credits CEUs
ED-150-01 Intro. to Teaching LEC ADM TED2 MAF 10:002M 08/19/13 Week 3.00
04736 Shirley Magalei Dela Rosa 10:50AM 12/05/13
ED-150-02 Intro. to Teaching LEC ADM TEDZ MWF 11:002M 08/19/13 Week 3.00
04737 Shirley Magalei Dela Rosa 11:502M 12/05/13
. SOP # DOSS-REC-03
Registrar/Records
Responsibility Officer
All Office Staff Policy: Registration
New, Continuing, and
Page # Page 90 of 154 Scope ’ 9,

Title:

Returning Students
Registration Process Last Reviewed/Update Date 6/12/2020 10:29 AM

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

nt Registration

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:

I. 'New and New Transfer Students” Registration

STEPS:

- 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)

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

TRAMN-Transcript Print 1

Trans Grouping @ D — Recipient
Use Grouping Ptr No Sort Order ~
“Yerify Prt Restrs Add Hierarchy [EElSa3s1s1=5)

Sawved List Name
Students 4125
Acad Programs Incl
Acad Programs Excl
Scademic Levels 1

IXEXEXL

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

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

1. 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

2. Direct student for academic advising
- CAPP students = send to the CAPP advisors
- Non-CAPP students = send to the declared program department for
advising

3. 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

4. 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)

5. Direct student to the Finance Office for tuition payment and official schedule
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RGMN-Registration

REGSTA

Test, Mr. Lam |D: 000412 N: 000-00-412,
Pago Pago  AS 96799 ome: 234
Date 11722413 Term 2013F4A Pass Start
Section Name and Title Aud Creds CEUs Stat Date Term
ENG D30| ) ~ @ mm - @ -
=) ~ 3] E mm -5 ‘
L - ® = - E 1
Ca) =) ~ mm - T
Term Summary Level Load Creds CEUs Status
() F) ,
E] (|
=) -
Sched =) Woaitlist =) Other Info % ) Billing =) Pay N
Controller Section Name Mo Values
Course Section LookUp
RGN-Registration | RGN-Registiation
Course Sections Resolution
using COURSE.SECTION.AVATILABILITY, View: COURSE.SECT
D Seq: Term Section Name Instr Loc Days Time Stat Cap/Avai
| 1: 2013FA ENG-090-151 B. Goodwi MAP MTWR 08:00AM Open 25/1 .
] 2: 2013FA ENG-090-152 J. Mareko MAP MIWR 09:30AM Clsd 25/-2
] 3: 2013FA ENG-090-153 S. Ropeti MAP MIWR 12:30PM Clsd 25/0
] 4: 2013FA ENG-0%80-154 F. Calump MAP MIWR 02:00PM Open 25/3
] 5: 2013FA ENG-090-155 D. Fanene MAP MIWR 09:30AM Clsd 25/-1
] 6: 2013FA ENG-090-251 F. Calump MAP MIWR O8:00AM Clsd 25/0
] 7: 2013FA ENG-090-252 B. Goodwi MAP MIWR 09:30BM Clsd 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

II. “Continuin nd R rnin nts"” 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)
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2.

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

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
If student has an Admissions hold, then refer to the Admissions
Office

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

TRAN-Transcript Print l

Trans Grouping @ uG = Recipient
Use Grouping Ptr No Sort Order v
Yerify Prt Restrs Add Hierarchy [EElEE=E110)

Saved List Name

Students 4125
Acad Programs Incl
Acad Programs Excl
Academic Levels

{1» 4> 14» 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
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

Direct student for academic advising
CAPP students = send to the CAPP advisors
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- Non-CAPP students = send to the declared program department for
advising
8. All Registration Forms must be returned to the Records 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
- 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

RGMN-Registration

REGSTA
Test. Mr. Lam |D: 0004 0-00-4122
Pago Pago AS 967339
Date 11/22/13 Term 2013FA Pass Start
Section Name and Title Aud Creds CEUs Stat Date Tem
(1) ENG 03 ) ~ [ = -
\
) ~ [ = |
) = - T
(4] ) -~ E = -5 = :
Term Summary Level Load Creds CEUs Status
()| -
") [
) >
Sched E] W aitlist B Other Info X @ Biling B Pay M
i Controller Section Name No Values
Course Section LookUp
RGN-Registration | RGN-Registration {
Course Sections Resolution
using COURSE.SECTION.AVAILABILITY, View: COURSE.SECT
D Seq: Term Section Name Instr Loc Days Time Stat Cap/Avai
= 1: 2013FA ENG-090-151 B. Goodwi MAP MTIWR 08:00AM Open 25/1 5
= 2: 2013FA ENG-090-152 J. Mareko MAP MIWR 09:30AM Clsd 25/-2
[l 3: 2013FA ENG-090-153 S. Ropeti MAP MTWR 12:30PM Clsd 25/0
[l : 2013FA ENG-090-154 F. Calump MAP MIWR 02:00PM Open 25/3
[ 5: 2013FA ENG-090-155 D. Fanene MAP MTIWR 09:30AM Clsd 25/-1
= 6: 2013FA ENG-090-251 F. Calump MAP MTWR O08:00AM Clsd 25/0
[l 7: 2013FA ENG-090-252 B. Goodwi MAP MIWR 09:30BM Clsd 25/0
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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

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

Responsibility

Page #
Title:

SOP #
All Office Staff

Policy:
Page 95 of 154 Scope

Change of Registration Last Reviewed/Update Date

DOSS-REC-04

Add/Drop

Internal Process

6/12/2020 10:32
AM

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.

A Dr
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American Samoa Community College

Add/Drop Form

Semester: D Fall @ Spring @ Summer Year: 20

OVER-ENROLLMENTONLY
LEGAL NAME: SS#:
SYIN# /Course Class| Instructor
Add/Drop Alpha Section Course Title Days Time Credit Instructor Name Size Approval
Total Credits from to Advisor Approval:
Over 16 credits-Dean of Instruction: Approval:

Student Signature:

() FeeExempt—Reason:

Date:

Date Posted:

Approval:

Posted by:

1. 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

the Add/Drop request.
SHOULD BE for the current
term.

Add/Drop Form
Semester: D Fall dSpring D Summer Year: 20 Jﬁ'

2. Complete the form accordingly and correctly to avoid any mis-post in the
student’s record:

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 assignhed
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

Example: if a student wants to Add
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student wants to Add or
Drop

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
required when the number reaches
28.

Total Credits from
to

Note the number of credits
the student is currently
enrolled in after posting the
form in Datatel

This number should correspond
with what is in the system.

Over 16 credits

When the student’s total
credits for the term totals
over 16 credits after adding
a class, the Dean of
Academic Affair’s signature
is required.

**See Note**

Note: See policy on Student
Credit Load

Notes: Make sure the student and advisor signs the form before accepting the form for

posting in Datatel.

Posting A r Dr in Datatel

97




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.

Unofficial Withdrawal

SOP # DOSS-REC-05
Responsibility All Office Staff Policy: Class Withdrawal,
Complete Withdrawal, Withdrawal

Page # Page 98 of 154 Scope Internal Process

Title: gzair;?l:t?;n Last Reviewed/Update 6/12/2020 10:33 AM
: 9 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

American Samoa Community College
WITHDRAWAL Form - Class ___ Complete___

Semester [T} Fal 0 Serm [} Summer Year 20___

Last Oate o

Couse Tt Qave Trme Crodt € Mlendance Crade

) Faa Examgt - Raeasen

| Date Approva

Dae Fosted _ Postedoy _

—_ —— 2 5 Suden! Signatura St
— i Bux, Office Use Only J

YWhite Rocords Ofe Grean: Stodint Yalow Rusiness O Fink: Francsd A Gold: Adwsor

13 SORM 18 FOR WITHORAWAL WITHOUT A CRADE PONT PERALTY. WP » Devalsnerasdal Courses; W « Nao-Dovelepmental Coevsas,

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

| Field | Description | Examples / Notes
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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
withdrawal

Mark the box of the semester
and the year of the
withdrawal. SHOULD BE for
the current term.

American Samoa Community College
WITHDRAWAL Form - Class __ Complete___

Semester :'] Fall ﬁ/?@m@ Eﬁ Summer  Year 20_ !Ll

Complete the form accordingly and correctly to avoid any mis-posts in the
student’s record:

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
SSN or the assigned
Student ID #

ENTER the 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
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Credit

The number of credits for
the class that the student
is withdrawing

Example - if the student wants to
withdraw ENG150 simply write 3
for three credits

Instructor signature

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

__Craat  inglructor Signature

Example 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
__instructor Signature  Attendance Grade

1277 A1 U1 T

Example on the withdrawal form

Grade

Circle the letter “"W" on
the form for withdrawal

Crade

1@

Example on the withdrawal
form

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 D

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.
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RGN-Registration

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

PagoPago AS 96799  Home: 633-1234

Date | 03/10/14 Term 2014SP Pass Start
Section Name and Title Aud Creds CEUs Stat Date Term
) IF| - 3.00 - ous@E 2omse -
03/17/140430/14ELT E1  LEC MTWRE 09:30AM 10:50AM
ENG-080-252 Interm. Reading IF . 3.00 - onns[E ouse
03/17/14 043014 EL E4  LEC MTWRE 11:00AM 12:20PM
MAT-090-257 Elem. Algebra IF - 4.00 - onms[E 2ouse
03/17/140430/14M12 C  LEC MTWRE 02:00PM 03:50PM
. - -
Term Summary Level Load Creds CEUs Status
[1])20145p ] 2014 Spring Semester UG Three 10.00 0.00 Registered :
.
L :
Sched X I waist | [ Other Info X[} Biing X ]  Pay N

1. Click on the dropdown menu under the “Stat” tab;
2. Select "W” for Withdrawal

RGN-Registration

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

PagoPago AS 96799 Home: 633-1234

Date | 03/10/14 Term 2014SP Pass Start
Section Name and Title Aud Creds CEUs Stat Date Term
(1 | ENG-071-251 Beg. Writing I - 3.00 03/17/14 20145P

03/17/14 0430/14ELL E1  LEC MTWRF 09:30AM 10:50AM
ENG-080-252 Interm. Reading I - 145P
03/17/14 0430/14 ELT E4  LEC MTWRF 11:00AM 1220PM
MAT-090-257 Elem. Algebra I - 4.00 Deeted 145P
03/17/14 0430/14M12 C  LEC MTWRE 02:00PM 03:50PM
ool -
NC Noncourse Equivalency
Term Summary Level Load Creds CEUs Status
(1]2014sp | 2014 Spring Semester UG Three 10.00 0.00 Registered .
]
L :

3. Once selected, the number of term credits in “Term Summary”
automatically changes
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RGN-Registration

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

PagoPago AS 96799 Home: 633-1234

Date = 03/10/14
Section Name and Title

ENG-071-251 Beg. Writing
03/17/14 04/30/14 ELI E1

Term 2014SP

Aud

ol

LEC MTWRF 09:30AM 10:50AM

[ENG-080-252 Interm. Reading]
03/17/14 0430/14 ELT E4  LEC MTWRF 11:00AM 12:20PM
MAT-090-257 Elem. Algebra

03/17/14 04/30/14 M12 C

I

Term Summary Level Load
2014sp I¥| 2014 Spring Semester UG Half
I
ol

o]
E

LEC MTWRF 02:00PM 03:50PM

Creds CEUs

-
.
s Hd

-

Creds CEUs
7.00 0.00

Start

Date Term

03/17/14 2014SP
03/17/14 2014SP
03/17/14 2014SP

Status
Registered

4. 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.

5. Student’s Registration Billing will be updated automatically.

6. Go to STAC (Student Academic Credits) and type student name
in student lookup and press ENTER

vBe | H@Q X® T E @

STAC-Student Academic Credits |

Test, Mr. Lam ID: 0004125 SSN: 000-00-4122
PagoPago AS 96799  Home: 633-1234

Course Name Title

46] IF) wmaT-090 Elem Algebra
| psv2s0 Human Development
IF| ExG-070 Beg. Reading
| Matos0 Prep. Math
IF| ENG-0%0 Interm. Reading
| MaT0%0 Elem Algebra
IF| wmato0% Elem. Algebra
IF| wMat-090 Elem. Algebra
mEnd ) Interm Reading
| ENc-o71 Beg. Writing

Stat Credits

D
D
D
D
D
X
D
A
W
A

Term

20135U

20135U

2013FA

2013FA

2013FA

2013FA

2013FA

2014SP

014sp €

2014SP

7. 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.
8. A menu will appear and select SACD and press Ok
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VaGo‘

@ XX 7 @ @

STAC-Student Academic Credits| SACD-Student Acad Credit Detail

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

Pago Pago AS 96799 Home: 633-1234

Course ID/Name/Sec 1672 MAT-090 257

Title JDEHWENESFEY

Subject MAT Math

Acad Lv/Course Lvl DEV Developmental Course -
Departments | o
Credit Type
Start/End Dt ] 04/30/14
Term/Reporting Term 2014SP 2014 Spring Semest - 2014SP 2014 Spring Semes -
Status/Dt/Time/Reason - _ M=

Grade Scheme/Grade UG UG Grade Scheme
Cred/Conversion 4.00000

Att/Cmpl/GPA/Pts
Cum Att/Cmpl/GPA/Pts
Alt Att/Cmpl/GPA/Pts
CEUs/Att/Cmpl Replaced Code
Mark/Dt - Replace Allowed
Mark Acad Credential @ - Notes/Comments t]

Go to where it says Status/Dt/Time/Reason and use the
dropdown to select "W" for withdrawn

B | BA@ X®& B @

STAC-Student Academic Credits ] SACD-Student Acad Credit Detail

Test. Mr. Lam
Pago Pago

ID: 0004125 SSN: 000-00-4122
AS 96799 Home: 633-1234

Course ID/Name/Sec 1672 MAT-090 257

gtiCl Elem. Algebra

Subject MAT Math

Acad Lvl/Course Lvl |S[€RB et ED DEV Developmental Course -
Departments S
Credit Type
Start/End Dt
Term/Reporting Term 2014SP 2014 Spring Semes -
Status/Dt/Time/Reason 10:39AM =

Grade Scheme/Grade UG TN New

: A Add —
Cred/Conversion D Dr i Manum\

AtCunpl GPATPs

Cum Att/Cmpl/GPA/Pts X Deleted
Alt Att/Cmpl/GPA/Pts ER %rmr . Equiv Eval
CEUs/Att/Cmpl TR Transfer Equiv Eval Replaced Code
Mark/Dt NC Noncourse Equivalency Replace Allowed
Mark Acad Credential @ =i Notes/Comments !]

10. Go to Grade scheme/Grade and enter the letter “W" on the

space provided on the far right and press ENTER. Once the
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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.

| STAC-Student Academic Credits| SACD-Student Acad Credit Detai |

Test, Mr. Lam ID: 0004125 SSN: 000-00-4122
PagoPago AS 96799 Home: 633-1234
Course ID/Name/Sec 1672 MAT-090 257
Tie
Subject MAT Math
Acad Lvl/Course Lvl DEV Developmental Course -
Departments =
Credi Type
Start/End Dt 04/30/14
TermReporting Term  2014SP 2014 Spring Semest - 2014SP 2014 Spring Semes <
Status/Dt/Time/Reason - _ =
Grade Scheme/Grade UG UG Grade Scheme W
Cred/Conversion 4.00000 Maual Cred
Att/Cmpl/GPA/Pts 4.00000 0.00000 0.00000 0.00000 (&)
Cum Att/Cmpl/GPA/Pts 4.00000 0.00000 0.00000 0.00000
Alt At/Cmpl/GPA/Pts 4.00000 0.00000 0.00000 0.00000
CEUSs/Att/Cmpl Replaced Code
Mark/Dt - Replace Allowed m
Mark Acad Credential S Notes/Comments !]

11. 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.
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>~ Bao H@Q X& g @ @
STAC-Student Academic Credits [

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

Pago Pago AS 96799 Home: 633-1234

Course Name Title Stat Credits CEUs Term Gr
I MaT-09% Elem._ Algebra D 2013SU -
I psv250 Human Development D 2013SU
IF| EnG-070 Beg. Reading D 2013FA
IF| Maros0 Prep. Math D 2013FA
IF| ENG-0%0 Interm. Reading D 2013FA
I Mat-09% Elem. Algebra X 2013FA
I Mat-0% Elem. Algebra D 2013FA
I Mat-09% Elem. Algebra w 0.00 2014SP W
IF| ENG-0%0 Interm. Reading w 2014SP
IF| EnG-o71 Beg. Writing A 2014SP
F
3
F
F
ol  IF B

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.

mpl 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 signson

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 _/_\

\and detail in HIATUS
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SPRO-Student Profile

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

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
CIAS ﬂ No UG Un Active 03/25/13 03/15 =
Student Types/Date _ =
Start Dt End Dt
Home Location [I] MAP Mapusaga Campus
Advisors [ 1 | Dr. Trene Helsham I
Restrictions [I] !] ARO Academic Status 08/07/12
Directory/Privacy - v
Terms X E] Locator X !] Hiatus
Transcripts X I AddlProfile Data X ] Demographics X ]

SPRO-Student Profile | SHIS-Student Hiatus Summary

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

Pago Pago AS 96799 Home: 633-1234
Home Locationn MAP Mapusaga Campus Advisor: Dr. Irene Helsham

Start Date End Date Status

:

m

FAIRIIRE AIRIRRD

Academic Withdrawal Start Date End Date Status

m

5. Go to Academic Withdrawal and detail in blue box
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SPRO-Student Profile | SHIS-Student Hiatus Summary | SWTH-Student Withdrawal

Test. Mr. Lam

Pago Pago

AS 96799

ID: 0004125 SSN: 000-00-4122

Home: 633-1234

tioros [

Reason
Status -
Last Attendance Dt starvEnd Dt [
Term Exp Return Dt
Registration End Dt Wait List End Dt
Housing End Dt Meal Plan End Dt
Institution t]
Approval 1
Approval 2
Approval 3
Comments g Campus Orgs End Dt
Gradng I Student Comm Code
Advisors X [ Faculty Comm Code
E-Mail E] Advisor Comm Code

Enter CW Complete Withdrawal on the Hiatus tab;

Reason tab - enter CW Complete Withdraw;

Enter the Last Attendance Dt. As noted by the instructor of the course on the
Withdrawal Form;

6.
7.
8.

B | HQ X® F E @

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

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

96799 Home: 633-1234

PagoPago AS

510l CW Complete Withdrawal

Reason CW Complete Withdraw

Status
02/13/14

Last Attendance Dt
Term 2014SP 2014 Sprin

Start/End Dt
Exp Return 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.

10. Save out again by pressing the save icon on the top menu bar and press
Update to save the changes made.
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Academic Withdrawal Start Date End Date Status
IF| CW Complete Withdrawal 03/06/14 2

m

Controller Acadmic Wd Adding Value 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.

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

12. 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.

SOP # DOSS-REC-06
Responsibility All Office Staff ] Academic
Policy: Transcript
Current and
Page # Page 108 of 154 Scope Returning
Students
Academic
Title: Transcript Last Reviewed/Update Date 6/12/2020 10:33 AM

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 Records 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 (FERPA) of 1974.

R for Transcripts an ther School R r
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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 Records Office. The same holds for

request of second copy of diploma by graduates or alumni.

AMERICAN SAMOA COMMUNITY COLLECE
OFFICE OF THE REGISTRAR
Phone: SE4699.9155
Fax: 684/689-1083

TRANSCRIPT REQUESTFORM

Tae Business Office handles payment/financial cloarance. X receiznt of payment and fnancial clearancs
must be sabmitted to the records office before a transcrip! will ha released en a first came, firs served

basis.

Official Transcript regquested will be processed within S working days after date of receipt
On & first comae, first served basis
Ssu:

Student's Name:

DOs: Phooe:
E . —--
EEnally MajorDegres Awaslsz
Student’s Address:

Aunzrdad Dare

Stadant Cop7i(52.30)

Mo Many: Official Trangceripi:(SS.00)

Checlr oner Mail [ ] Pick-up & Piclc-ap notcs:[
(For Ofmer Lec) 1 {
L J
Purpose of transcript: S = —t— - m s v = -
({ChecX cne) Cohos 20 Sctasanibap O T — Mikenry L__f d
Persazan T Off-ard Rogzoe 3

I Exnpios ment Gerdsarion T

Mailing Address for Transcript:

I, the undersigned, hereby give my permission for ASCC to releasze iy Transcript to the
Insitfitatlon/Organization/Person(s) lsted below:

Date:

Signature:

FOR ADDOSIIONS AND RECONDE OITICE USE ONLY I

Date Rec'd: Rec’d By: e J

Verified Date:

Verifieddy: __________

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
secutity card with the married last name should
be provided to the office for change. Vice versa
when the married name is changed back to the
maiden name.
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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
he/she graduated from ASCC

Example: AA — Liberal Arts 2004SP

# of Official Transcript & # of Student’s copy

Simply write the # of official transcript
requesting and the # of student copy requesting

1 official

2 student copy

Check a method of receiving transcript

Mark mail or pick-up. The student can also
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" Pick-up

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.

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

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

SOP #
Responsibility All Office Staff
Policy:
Page # Page 110 of 154 Scope
Academic
L Transcript
Title: Request

Last Reviewed/Update Date

DOSS-REC-07

Transcript Requests

Internal Process

6/12/2020 10:33 AM

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

R in n_A

IN PERSON:

mic Transcri

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
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@letﬁ b Computer » Transcript Log (\\ascefesoasoani) (Z) » =

Once form and payment receipt is received:

4. 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.

I, the undersigned, hereby give my permission for ASCC to release my Transcript to the
Institution/Organization/Person(s) listed below:

Signature: Date:
//_ER ADMISSIONS AND RECORDS OFFIC
ate Rec’d: Rec’d By:

< Verified by: Verified Date:

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

a. Go to

“

\enrrn lmneennt | A0 nerrtecAneAn
JeuiL HT .'.".,l LY [ I S
J

A e &
b. Access the shared Microsoft Access “Transcript Log” folder
Al ® T ranscript Log : Database (Access 2002 - 2003 file format) = Microsoft Access T—"

m Home Create External Data Database Tools

& Cut It e ‘ =i Ne = Tota Y :c Replace = T i
53 copy %1 pesce g 3 e =8 Save & spelling I = . =
P Fo s RE . sort 7 To e Retres X Delete - % B 7 U B> ==
Views Clipboard = Sort & Filter Records Find Text Formatting
All Dates = «

i

FEDIUAIY 2UL4 LOg [,
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 2013 Log
March 2014 Log

May 2010 Log

May 2011 Log
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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

6. 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 Registrar (Records Officer) 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 Registrar (Records Officer), 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).

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

f Employ T Bio2 T Notes T Media T Conduct T Courses T Grades TﬁcheduleT Attend ]

Biol IAttli_bulesI Bio3 T Fin Aid TFlejations ngucationT Tests T Medical T Actions T Activity 1
| Cateqory Description ] Comments [ &
| Yillage Name ¥ | Taputimu |
|| Transcript Verified 10/16/2001 stofi
|| Transcript Verified 3/18/2008 p.lamyuen
| Student Type ASTEP
M ainr Tearhers Fduratinn
d. Note this on the bottom part of the “Transcript 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.

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

8. 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:
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9. 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.

10.Look out for the other person authorized by the requestor to pickup transcript. Ifthe
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.

Follow Steps 3c in this SOP section to complete the process of transcript request.

SOP # DOSS-REC-08
Responsibility All Office Staff Transcript Requests
Policy:
Page # Page 113 of 154 Scope Internal Process
Academic
Transcript 6/12/2020 10:34 AM

Title: Last Reviewed/Update Date

Request — Logging

Description:

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

Procedures:

INITIAL LOGGING - processed by the Administrative Assistant

a. Go to

" H earen tmneennt [ /0 LR AnNCAn p
AL VALV LW VAW LIV W

@thﬂ Computer b Transcript Log (\\asccfesoasoani) (Z) » .

A e &

b. Access the shared Microsoft Access “Transcript Log” folder
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L0 g T T

% Cut l =7
53 copy l - =k Z Spelling

2 IS
=15

Dates

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 2013 Log
March 2014 Log

May 2010 Log

O

May 2011 Log

C.

Clipboar

FEDIUary 2UL4 Log

T ranscript Log : Database (Access 2002 - 2003 file format) = Microsoft Access

Create External Data Database Tools

ab
X Delete -

i

v <«

-

Open the respective log for the current month and year - once open -

d Sort & Filter Records Find Text Formatti

- 4

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 Registrar (Records Officer),
stamp, seal, and affixed signature on each page of the transcript. The Administrative
Assistant will be responsible for the following:

1. Enveloping - will be based on the request (official/unofficial);

Official transcripts — MAKE sure to seal the envelope
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

&
11

a. Go to the shared folder
3\/%‘“ Computer » Transcript Log (\\asccfesoasoani) (Z) » v ‘7” Searen Transcript Log (\lasecfesoasoa., P
' A e &

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.
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taff Assigned + |CurrentStatu:+f DateCom«t|  Type  +| Purpose | RequestTo «|Rec'dMe~ Releas+| Status | Date - NOTES

lpu COMPLETE  03/27/2014 Official Tran. Student Walk-ln -~ P/Up  pfupbyRenell 03/28/2014 ReleasetoRenelLoa
lpu COMPLETE  03/07/2014 20fficials ~ Transfer  Student Walk-ln ~ Mail  Mailed 03/07/2014  Mail to UH-West Oahu
lpu COMPLETE  03/24/2014 Official Tran.  Off-Isle. 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-Isle. Requ Argosy Drop-OffByP/Up  pfupbyPele 03/17/2014

SOP # DOSS-REC-08

Responsibility Registrar Policy: Transcript
’ Requests

Page # Page 115 of 154 Scope Internal Process

Academic Last

Transcript . 6/12/2020 10:34
Printing Reviewed/Update AM

Date

Title:

PRINTING OFFICIAL TRANSCRIPTS
1. Enter all the transcript requests - sorted by the number of copies — in TRAN;

a. Note: Sort all 1 copies together; all 2 copies together; etc.

2. After executing TRAN (SEE screenshot below)
a. Go to “Save As”
b. Select the following Folder:
i. stuitasi
ii. Documents
iii. OFFICIAL TRANSCRIPTS
c. Save file using the sequence by
i. If file is for a group copy transcripts — Save by Date and Batch # (i.e. Mar16Batch1l for 1
copy; Marl6Batch2 for 2 copies, etc.)
ii. If file is for a single transcript with multiple copies (i.e. 2, 3, or more) — Save by Individual
Name (name of student).
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- a X

P~ & || [@ 1441 - Datatel Colleague ..

Report Browser @®

[T N

@ save As

S[®) [J « Documents » OFFICIAL TRANSCRIPTS ~ [ 4| [ Search OFFICIAL TRANSCR

el A m
o\ Ml

Organize v New folder =

¢ Favorites Documents library = ,
N S Arrange by:  Folder v

P Desktop OFFICIAL TRANSCRIPTS

8 Downloads | Name Date modified

4 Ll RecentPlaces |=

J DataCommittee | | July02Batchl. TUITAS_ 4440 7/2/2015 9:28 AM TUITAS_4440 File

- Libraries
=] Documents
& Music

=) Pictures
B videos

File name: [0S -

Save as type: [Suggested Extension(*.TUITAS 4440) -

# Hide Folders Save Cancel

i v

#®100% v

'ﬂ L o 114AM g
; 3/16/2016

2.
3. After saving - close TRAN
4. GO TO “Capspool” on the Desktop (See screenshot below)

5. Click on CAPSPOOL
a. Find the saved file
i. C:/

1. Users
2. s.tuitasi
3. Documents

4. OFFICIAL TRANSCRIPTS
b. HIGHLIGHT by selecting your saved file
c. CLICK on the “or CLICK HERE" next to the printer icon on the right of the screen

BEFORE PRINTING PLEASE INSERT OFFICIAL TRANSCRIPT PAPERS IN THE PRINTER
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6. PRINT TRANSCRIPT
a. Insert Official transcript papers face down with head towards you...

Lexmark -
65165 D ICapaiatechnologies 2 Windows Direct Spool _lo| x|
lect from the choice of printers to print to: |THERE =

o™ AROPCT
CapSpocl

Drag file to printer below to print

£ Or Click Here
onfimJo

=t 008 st
(£ Lenmark X651dei

4
A
()
2

’C*YM-WW\W

= 0] X
-
=
S Usens
£ raan
e i~
- ¢ 4 tor b e r
) Dedicg ' - ’
- ot ~
- 2 (
~ — "id/ .
™y o g
- -~ v Cordem Job
CH il
™ Mae Outpe: tranacrets
™ Porse
(- wd Game
c it
-V 3 I
) -
-
-
" »

SOP # DOSS-REC-08
Responsibility Registrar .
Policy: Grades

Page 117 of Internal
Page # 154 Scope Process

Grade Sheet .
Title: Printing Last Reviewed/Update 6/12/2020

Date 10:35 AM




Go to SROS B
~ - —— N e
aﬁ @ ntp /mataiui.ascclocal/Production/s| indechtm P~ el (& U441 - Datatel Colleague ...

File Edit View Favorites Tools Help

- — -
[‘ ) SROS: Section Roster T « #SEARCH RESULTS /4 NAVIGATION S48 # JFAVORITES | (@ R
Elluci ( @O DX
ucian o
co"eague UI No Active Context
| File Options Help | | (v Save ) ( w/ SaveAll ) ( X Cancel ) ( XX CancelAll ) (-] [} B
|| SROS - Section Roster |
—
SSNorID|ID Print Special Needs No
Double-space [ves | Print Dropped/Withdrawn |No
—
Separate Cross-List[No_| Print Waitlisted  No
Print Cross-List Ref | No | Print Phone Types | 1 ||
Saved List Name
segin end
Section Date | )= JE
Termsh 1 ||2018SU 2016 Summer Semester ‘
Faculty Members | 1 |
Subjects | 1 |
Courses 1] [1 Bl Page []of2 > ]
sectons| 1 [ |
Locations | 1 |
Additional Selection Criteria o]
: v
— ®100% ~
- 314PM
% ] \ o e ) APV
AN @ ¢ (v - # 20

Sectoe Cote

S| | 20U MM S Sevenw

ncowldlru

Sectona] | {xwe 0N

.
Addtncs Lootes Clora =

STEPS:

1. In the “Sections” tab: Enter the classes in one by one - make sure to enter the term first then course (Ex:
2016SU ED150 01);

2. Save the screen all the way through- NOTE: Make sure to change the “Output Device” to “H” instead of “P”
(see below screenshot);
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eé @ http://mataiui.ascclocal/Production/sl/indexhtm O + & || [E u14.4.1 - Datatel Colleague ...

File Edit View Favorites Tools Help

=) SROS: Section Roster <[ search “TSEARCH RESULTS " NAVIGATI
o |' =
Ellucian
Colleague Ul No Active Context
_ File Options Help | (v Save ) ( &/ SaveAll ) ( X Cancel ) ( XX CancelAll ) (=  [| = EER
|| SROS - Section Roster |
Peripheral : SETPTR.CDI054.4812 Description : Section Roster

Description : Section Roster

=}

Copies 1
Defer Time |
Other Options.
|1 ||NOEJECT B
|2 |nFMT |58
(EM &

Page Width 132 |
Page Length 66
Top Margin |0

Bottom Margin |0

Max Pages per PDF |
#100% ~

- 1054AM |
Q , a0
c \ = 50006

— —ll o 7
cclocallProductionfsl/indexhtm O 'E (& U144 - Datatel Colleague .. ok It

File Edit View Favorites Tools Help

t Report Browser @® r .
E
(

[ dor > >l | (@ saveAs ) ( B2 ExportPDF ) (=& PrintRemote ) ¥/ Show Full Page View

20 May 2016 SECTION ROSTER Page 1
11:41 201650 - Mapusaga Campus

Section....: ED-240-15 Instructional Technologies

L/
Instructors: S. Leomiti 0 - - - - --=--=-=----- Schedule - = - - = - - = = - - - -
05/23/16 06/27/16 QUAD RM10 LEC MTWRF  04:00PM 07:30PM .
Acad Ant Acad Add/Drop/
Spec Credits/ Level Admit Cmpl Rpt Cr Withdraw Drop
™ Student Name Veed s Taken Class Acad Program Stat Date Crs P/A Stat Date cr
0000060 Muasau, Agapeitos I. 4.00 cr UG SO BUSMGT.2S HIS  04/12 Yes New 05/18/16

1 Student currently enrolled

-~

Once the process is completed - SAVE the Roster under a name that you will be able to Find (EX;
SUM2016TED1stSessionRoster).

IMPORTING THE ROSTER IN AN EXCEL SPREADSHEET
1. FIND your file in your documents folder (wherever you saved it);
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(Torm T ugym s T
m-l |, « MyDocuments » sifa » ARO » Sum2016 h Sum201 o E -
) EEh X AutoSum ~
Organize v New folder =- A @ . }gd ijljé B a5 9\ 5N @ %? )
y | %0 % Conditional Format Cell | Insert Delete Format Sort & Find &
T Microsoft el Documents library S ——r Format!lng'as‘Table'Styles' - 2 Clear~  Filter~ Select~
Sum2016 ge by: older er £l Styles Cells Editing =
v
W Favorites Name Date modified Type - =
B Desktop K L M N o P Q R s T 1~
By £| | ] TEDRoster.TUITAS 4268 5/19/201612:15PM  TUITAS_4268 File M
] Recent Places ] StepsForSummer2016Reg V.1 5/19/20169:22 AM  Microsoft Office ...
L DataCommittee |
4 Libraries
[% Documents
& Music
[ Pictures
Videos
~ I i J
ko
17
18
19
20
21
22
23
24 =
25
"< ¥ Sheet1 Sheetz Sheet3 /¥J [l
Ready |

@ ¢ o |

3. MAKE sure that you select “All Files” in order for you to see your file as you are opening it in EXCEL

program,
o Bookl - Microsoft Excel | N

Home Insert Page Layout Formulas Data Review View
= % Cut v | = = ﬂ ﬁ Y T ? === ZAutoSum'Wlﬁ
- - = = - = Wrap Te M =
B Calibri 1 A A D » S wrap Text General ) g = [ - /
Paste B I U- | A~ Merge & Center = | $ = % » | %@ ;% | Conditional Format Cell | Insert Delete Format Sort & Find &
~ < Format Painter = = ) EHmerg ° 00 >0 | i imatting * as Table * Styles - - - @ Clear ~ Filter ~ Select ~
Clipboard £ Font * Alignment g Number £ Styles Cells Editing
{ AL - £ 5
B8 c D E F G H 1 J K L ™M N o [ Q R s T Uk
. 2l
]
2
3
a
S ~
6 Text Import Wizard - Step 1 of 3 (L9 [
7
. The Text Wizard has determined that your data is Fixed Width.
5 If thisis correct, choose Next, or choose the data type that best describes your data.
10 Original data type
n Choose the file type that best describes your data:
(©) Delimited - Characters such as commas or tabs separate each field.
2 - Fields are aligned in columns with spaces between each field. =
13
£l Startimport atrow: |1 12| Fie orign: | 437: OEM United States [~
= row: <] Fie origin: :
16
17
18 Preview of fie C:\Users\s. itasi\Dx ifa|ARO\SUM: TUITAS_4268.
19 € ection....: ED-240-15 Instructional Technologies -
20 7 [Instructors: S. Leomiti = = - = - - - - - - - - 3
21 8 05/23/16 06/27/16 QUAD RM1{
S
22 10 -
23 < i ] D
24 L
2 C 3
{4 b | Sheet1 /Sheet2 ~Shk A0KH i ]

Ready |
@ ¢ [™] o
SELECT your file and you will see #4;

Click NEXT to see below:

HOLD cursor and drag line next to the credit number;
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Tewt Ingort Waaned - Step 2 of 3 =)
Ths screen lets o set fekd wadPs (oohe resis).
Lines with arvows sgrvy & cokumn Sresk.

To CREATE a bresk ine, dck ot e desred postion.
To DELETE & brask Ine, doutie cick on e bne.
To MOVE & bresk e, Gk and drag &

Oote grevew
i £ : e 2
) Sratent Same Mees | CxOa Takes Class A *
03060 Wansew, Apwpeiron 1. boe  w | :‘

@

Keep clicking NEXT until you get to FINISH;
9. When Finish you will see this in your Excel spreadsheet;
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10. CLEANING UP THE SPREADSHEET:
a. Highlight all columns from B to the last one with data and delete;
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b. BOLD the whole Column A and use FONT SIZE 48 with TIMES NEW ROMAN;




i. Remove “...." Next to the Section and ” ---" next to the faculty name on all Course

Title/Section and Faculty.
ii. Make sure you double check the title of the course and complete if there is anything missing

or cut out.
iii. NOW you are ready to copy and paste on to the Grade Sheet template BELOW.

NOTE: Please pay attention to student names so that it is not cut out....use a different size
font to show the student’s full name.
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Here is a sample of what the grade sheet should look like

T BN

SOP # DOSS-REC-08

Responsibility Registrar . .
Policy: Datatel Entries

Page # Page 122 of 154 Scope Internal Process

Section Date Last .
Title: Changes - RYAT Reviewed/Update %412/2020 10:35

Date

USE THESE DATES FOR ALL AND ANY NEW SECTIONS ADDED FOR 15t SECTIONS OF TED.
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T — -_— T
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ADDITIONAL STUDENT SUPPORT SERVICES
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Tutorial Services

Student Support  gop # DOSS-SSLS-01
and Learning
Responsibility Services Officer; .
Lead Tutor; and Policy:
Staff
Page # Page 125 of 154 Scope é:luljg:"::;led
Comprehensive 6/12/2020 10:36 AM
Title: Tutorial Process Last Reviewed/Update Date

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.

To provide effective services, all enrolled students (New, Continuing, and Returning),
Prospective and Alumni, are required to initiate the process by signing in to be assessed,
referred, and to progress through ASCC based on the needed services.

Please refer to the Comprehensive Tutorial Process Diagram in Appendix #04.
Procedures:
Students are received through the following: Walk-Ins, Referrals, and Appointments.

INTAKE of Information:

1. Have the student sign in and complete the “"Tutorial Intake Form” -
Note: If student was referred, please obtain the “Tutorial Referral Form”, note it on the
Intake Form, and attach for student file.

ASCC Division of Student Services — Tutorial Intake Form

Tutee (Print): Tutee Signature: Date:
Status:
Instructor: Course:

1. Briefly describe the chapter and/or specific topic(s) discussed.

2. Describe the difficulty on the subject area(s) that the student tutee experienced.

3. Describe the study skills and learning techniques you introduced to help the student tutee
understand.

Peer Tutor (Print): Signature:

T submit this form stating that T have provided Peer Tutoring Services.
*This form will be submitted at the end of each working day.
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Division of Student Services - Tutorial Referral Form

Dear Instructor:

Please complete the form to refer your student for tutoring in the S.L.A. Center / Annex. Please discuss this referral to
the student and send the student with the form to our office. For all English tutoring referral please contact S.L.A. Center
at x461. For Math & All Other Subjects tutoring referral please contact our S.L.A. Center-Annex at x423 if you have any
questions, requests or concerns.

_ | This area must be completed by a counselor or instructor

Student ID#

Student’s Name

Phone: Email:
Semester: ZOE [Jran [Jspring [Jsummer

Course Title/Alpha/Section

Reason Referred:

‘:bding Wr‘:}\gMathematics D Study/Learning SkD Other Subjects I:]

Please check the subject area above and briefly describe the specific area(s) or concept(s) the tutor should review or discuss with

the student.
Be aware that tutors are not proofreaders. Tutors will not simply correct mistakes or identify errors for connection.
Instead, they will help students improve their study skills and academic skills by looking for patterns of errors and

helping students learn from them.
(If possible, attach the assignment to this form or a description of assistance needed)

Counselor/Instructor Print Name Counselor/Instructor Signature Date

o N R 5 e R TS & utee must acknowledge our Tutoring Services Policy . T §
D I understand that failing to cancel a tutoring session 24 hours/1 day in advance will be considered No Show. No
Show for three (3) appointments may result in cancellation of all future tutoring services.

Dl understand that | have to inform my assigned tutor when | am unable to attend a tutoring session.

D understand and agree to arrive on time to each session,come prepared, and complete my own work prior to each
session.

I have read the above statements and agree to the terms.

Tutee Signature Date

OFFICE USE ONLY:

Last Revised: 10/21/2015 RECEIVED BY: DATE:

Based on the completed form, evaluate student’s request fc_)r tutoring servises; ]
Refer student to the appropriate Tutor for assistance and give student the “Tutorial

Intake Form”; and _ _ .
4. Direct and advise student to give the Tutorial Intake form to the assigned Tutor;

wWN

-]
E
el

Receive assigned tutee;
Review the Tutorial Intake Form with Tutee;

Formulate, discuss, and provide tutoring for Tutee; _
When tutoring session is complete, assigned tutor must complete the Tutorial Intake

Form for student file; and . ] ]
5. Advise the student to return to the Intake desk and complete the “Tutorial Service

Satisfaction Survey/Questionnaire” to complete the tutorial session.

P WOUNE
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Tutorial Services Satisfaction Survey/Questionnaire

Peer Tutor/Staff Name: Date:

Course Tutored:

Overall, were you satisfied with the course: Yes No

How did you hear about Comprehensive Tutoring Services?

Please comment:

1. What are the strengths of the service?

2. What changes could be made to improve the service?

3. Would you recommend this service to other students?

4. Comments or suggestions regarding this service?

FOLLOW UP:

1.

2.

The SSLS Officer initiates the contact with the assigned Lead Tutor/Tutor to follow up
on the student’s progress.

Request a report from the assigned Tutor on service activity (action and progress
report) for student file and closure. Note: Report is based on the Office’s required
reporting period.

Make sure to create student file (Refer to the FOR STUDENT FILE below)

FOR STUDENT FILE:

GoAWwN e

Create an intake checklist in the student file;

Create a student file/record of visit;

Include completed “Tutorial Referral Form” (if any);

Include completed “Tutorial Intake Form”;

Include completed “Tutorial Service Satisfaction Survey/Questionnaire.”

Note: Checklist must include the above forms.

127



Student Support  s0p # DOSS-SSLS-02
and Learning
Responsibility Services Officer; _
Lead Tutor; and Policy:
Staff
Page # Page 128 of 154  Scope g‘:hﬁgmed
Title: Tutoring Last Reviewed/Update Date 6/12/2020 10:36 AM
Procedures:

Students are received through the following: Walk-Ins, Referrals, and Appointments.

The Student Support and Learning Services Officer:

1. Assign reported students to the SLA Annex/Center Tutors;
2. Keep record of the students and Tutor assigned;

Actions by the Design Tutor:
For your assigned students:

1. Have the student sign in and complete the “Tutorial Intake Form”;

2. Assist student based on requested tutorial services;
a. Disability — (See SOP on Counseling for Diversity Counseling):
b. 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.
3. Direct Tutee to the Intake desk to complete the “"Tutorial Service Satisfaction
Survey/Questionnaire”;
4. Complete the Activity section of the “Tutorial Intake Form” and submit to the
Student Support and Learning Services Officer;
5. Submit report of tutoring activity to the Student Support and Learning Services
Officer based on the required office reporting period;

FOLLOW-UP

1. Review student progress at the end of the semester;
2. Follow through with the student in the beginning of the subsequent semester.
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Student Government Association (SGA)

SOP # DOSS-SGA-01
Responsibility SGA Coordinator
and Members Policy: Student Handbook
Page # Page 129 of 154 Scope Internal
6/12/2020 10:36 AM
Title: SGA Calendar of Last Reviewed/Update Date
Activities

Description:

The Student Government Association (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 within the scheduled date(s).

Caution: The approved calendar of events/activities is subject to change.

Procedures:

1. The Student Government Association (SGA) Coordinator meets with the SGA Officers and
Representatives to discuss and create a calendar of activities for the semester.

2. Once proposed activities and dates have been set, SGA Coordinator creates a memo for
approval signatures, to be attached to the calendar of activities.

3. SGA Coordinator then submits memo and calendar of activities to the Dean of Student
Services for review.

4. Once reviewed and approved by the Dean of Student Services, SGA Coordinator then routes
the memo and calendar of approval to the Vice President of Academic and Student Affairs
(VPASA) and the ASCC President for review.

5. Once approved by the VPASA and President, the SGA Coordinator does the following:
a. Sends out the calendar of activities via email to the faculty and staff to inform them of
the scheduled dates for all SGA activities
b. Fills out and routes the appropriate forms for approval:
i. Facility Request
e To reserve the appropriate facility to assure activities take place as planned
and scheduled in the approved calendar.
ii. Student Activity Request (Refer to Activity Request SOP)
e To confirm approval of activity.
e To provide a description of the activity.
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SOP # DOSS-SGA-02

SGA
Responsibility Coordinator .
and Members Policy: Student Handbook
Page # Page 130 of 154 Scope Internal
6/12/2020 10:36
Title: SGA Budget Last Reviewed/Update AM
Date

Description:

To provide quality services and activities to students and to allow them to engage and experience
activities, programs, and events that takes place on campus within the scheduled date(s).

Procedures:

. Once the SGA calendar of activities is approved, SGA Coordinator inquires for the student
enrollment count for the current semester (Fall & Spring Semester Only) from the Dean of

Student Services via email.

SGA Coordinator calculates SGA Budget by multiplying the Student Enroliment Count to the

Student Activity Fee. (ex.: 900 (Student Enrollment) x $15 (Student Activity Fee) = $13,500

(SGA Budget))

SGA Coordinator creates the following budget (planned purchase) breakdown

a. Student Services
¢ Saili Le Atamai (SGA) Scholarship
e Club Seed Allowance
b. Student Government/Clubs
e Student Activities
e Miss ASCC Pageant/Scholarship
e Food/Gifts/Prizes
e Trophies/Banquet/Retreat
e American Student Government Association (ASGA) Membership & Conferences
(Professional Development)
c. Miscellaneous
e ID Supplies
e Student Handbook (Printing)
e PFM (Security/Custodian) & MIS
¢ Office Supplies/Repair
e Banquet/Graduation

. SGA Coordinator creates an official memo of the semester Budget breakdown and routes it to
the Dean of Student Services, Vice President of Academic & Student Affairs, and ASCC

President for review.

. Once the Budget has been approved, a copy is forwarded to the following:
a. ASCC President

b. Vice President of Student and Academic Affairs

c. Dean of Student Services

d. Financial Aid Officer and Accountant

. SGA Coordinator meets with the SGA members to discuss the approved budget and work on
the quotes for the materials and supplies needed for the upcoming activities/events.
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7. SGA Coordinator/Officers fill out the following forms accordingly for any required materials
and supplies needed for each activity and routes it to the appropriate authorized personnel for
review and approval:

a. Purchase Requisition (PR) — Refer to Procurement SOP on Purchase Requisition
b. Check Request (CR) - Refer to Finance SOP on Check Request
c. Internal Purchase Order (IPO) - Refer to Bookstore SOP for Internal Purchase Order

SOP # DOSS-SGA-03
R ibilit SGA Coordinator
esponsibility
and SGA Members Policy: Student Handbook
Page # Page 131 of 154 Scope Internal
Student 6/12/2020 10:40 AM
Title: Club/Organization Last Reviewed/Update

Registration & Club Date
Seed Allowance

Description:

To provide quality services and support to assist registered clubs and to allow them to engage and
experience activities, programs, and events that takes place on campus within the scheduled
date(s).

Procedures:

1.  To establish a club, students must complete and submit the Student Government
Association’s Club Application for approval. The application will include the following:

i. Name of the Club
ii. Club Mission
iii. Club Faculty/Staff Advisor(s)
iv. Club Officers
v. Club Members (Minimum 15 members)

2. Once the application is submitted and approved by the SGA Coordinator, the Coordinator will
fill out a check request and provide a memo with the registered clubs, in order for each club to
receive their club seed allowance. Each club/organization is entitled to $100.00.
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Student Government Association’s Club Application

Read asd Hllow all appliceion inoswucions. Answear il guastions campleely. Suhmit ol requimd mmesals 3 dimcied.
Fadture %0 do 30 muy eliminge vour application from fuodaz = 2T

CLUB NAME: | Date:

CLUB MISSION:

CLUBFACULTY/STAFF ADVISOR(S)
Contact Information (Adviser)

Rame

s & 3

Telephooe

Emadl

T <5 oa (Adviser) — Optismal

Rame

s & 3

Telephooe

Eemad

CLUB OFFICERS
Pros Contaz 20, Eeradt
Vice Presdant Contxt o0 Emat
Sacretary Contaz o0, Emait
Troasarer: Contxct 0. Eeradt

PLEASFE ATTACH A LIST OF CLUB MEMEBERS (MINIMUM 15 MEMBERS).
THE LIST MUST INCLUDE THE STUDENTS FULL NAME, AND CONTACT INFORMATION.

For Office Use Ouly:

[ Agproved O Dmagproved
SCATCwrdomor - e

Remarks

Responsibility

Page #

Title:

SOP #
SGA Coordinator

and SGA Members .
Policy:

Page 132 of 154 Scope

Student Handbook Last Reviewed/Update

Date

DOSS-SGA-04

Student Handbook

SGA Members and
Internal

6/12/2020 10:43 AM

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 SGA Coordinator meets with the SGA Officers and Representatives at the end of every
spring semester to revise and update the Student Handbook.
2.  SGA Coordinator sends out draft to DOSS Leadership Team, via email and hard copy, for any
recommendations, changes, etc.
3.  Once reviewed by DOSS Leadership, the updated draft is submitted to the Dean of Student
Services for review.
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4. Once approved by the Dean of Students, the draft is submitted to the Vice President of
Academic and Student Affairs (VPASA) and ASCC President for review.

a. If approved by the Dean of Student Services, VPASA and the ASCC President, the SGA
Coordinator will do the following:
i. Fill out the Institutional of Effectiveness’ (IE) Printing Request Form and submit
completed form to the Dean of Student Services for approval.
ii. Once signed and approved by the Dean of Student Services, the SGA Coordinator will
scan and send approved form and final approved copy of the Student Handbook to the
IE division for printing.

b. If disapproved, SGA Coordinator will receive draft of student handbook and revise/update
it based on recommendations/suggestions and reroute accordingly.

SOP # DOSS-SGA-05
Responsibility SGR Soordinator
Members Policy: Student Handbook
Page # Page 133 of 154 Scope Internal
Title: Intramurals Last Reviewed/Update = ©/ 12/2020 10:44 AM

Date

Description:

The Student Government Association provides students Intramurals sports annually.

Procedures:

1. The SGA Coordinator/Officers meets with the Physical Education (PE) Chairperson to discuss
and coordinate Intramural activities based on the Calendar of Activities for the semester (eg.
Volleyball, Basketball, Rugby, etc.)

2. SGA Coordinator/Officers and the PE Chairperson coordinate and organize the intramural
games by selecting referees/umpires, and outlining the rules for the game.

3. SGA members recruit teams by posting flyers throughout campus, facebook and by word of
mouth.

4. The SGA will provide monetary awards and consolations prizes for participating teams, and
compensation for the referees/umpires by submitting the appropriate forms accordingly:

a. Purchase Requisition Form to purchase consolations prizes (Refer to Procurement PR
Process).
b. Check Request Form to award winners accordingly and to pay the referees/umpires
(Refer to
Finance Check Request Form Process).
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Responsibility SGA Members

SOP # DOSS-SGA-06
SGA Coordinator and

Policy: Student Handbook
Page # Page 134 of 154 Scope Internal
6/12/2020 10:48 AM
Title: SGA Last
SignIn/Surveys Reviewed/Update
Date
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
students 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,

regulat

ions, and policies that govern our community. Furthermore, offering Identification card for

the whole ASCC.

Procedures:

1.

The Student Government Association will provide a sign-in sheet to record the total number
students who participated in the activities.

2. The SGA will also provide a survey for students to fill out and submit to the SGA secretary.
This survey will allow the students to provide any feedback regarding the activity, and to
write down any recommendations for improvement or suggestions for future
activities/events.

3. The SGA secretary will compile the surveys and sign-in for reporting purposes, and will
share the report to the SGA members in the next SGA meeting.

4. All members of the SGA will review the information from the surveys and discuss the best
solutions to meet the satisfaction of the student body and to assure that student
centeredness is met.

SOP # DOSS-SGA-07
R ibilit SGA Coordinator
esponsibpility and SGA .

Members Policy: Student Handbook
Page # Page 134 of 154 Scope Internal
. 12/2020 10:49 AM
Title: SGA Budget Last Reviewed/Update 6/12/2020 10
) Date

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
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students 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, all 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.

SOP # DOSS-08
R ibilit SGA Coordinator
esponsibility and SGA .
Members Policy: Student Handbook
Page # Page 135 of 154 Scope Internal
6/12/2020 10:51 AM
Title: ASCC Student Last
ID’s Reviewed/Update
Date

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, the SGA also provides a Student Handbook of information on
ASCC student-related rules, regulations and policies, and Identification Card (ID) for all enrolled
students.

Procedures:

1. SGA Coordinator/SGA Officers will create a template to be used for the current semester
using the ID Maker Program.

2. Student will sign in and must provide the following before taking their ID:
i.  Current Class Schedule/Course Enrollment
ii. Photo ID to show proof of identity (Government ID, Driver’s License, Passport,
etc.)
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3. SGA Coordinator/SGA Officer will enter the student’s full name into the ID Maker System,
take the photo of the registered student and print out the ID.

Adult Education Literacy Extended Learning (AELEL) Students:

1. State Director of AELEL will submit a list of student names currently enrolled under the
AELEL program to the Dean of Student Services and SGA Coordinator.

2. Once the SGA Coordinator receives the list of enrolled AELEL students, the SGA
Coordinator will send an invoice to the State Director of AELEL to create a Purchase
Requisition for payment of AELEL student IDs.

3. Refer to the procedures to take the student’s ID.
Dual Enroliment Students:

1. Admissions Officer will submit a list of student names currently unrolled under the Dual
Enrollment program to the Dean of Student Services and SGA Coordinator.

2. Dual Enrollment Students will sign in and submit their payment of $5.00 for their student
ID.

3. SGA Coordinator/Officer will issue a receipt and will refer to the procedures to take the
student’s ID.

NOTE:

Part of the student activity fee includes payment for a student ID. If a student’s ID is lost or
stolen, he/she will be charged $5.00 for a new ID, and payment will go towards the SGA
funds/petty cash.

SOP # DOSS-01
R ibilit Dean of Student
esponsibility :
Services Policy: Student
Services
Page # Page 136 of 154 Scope z:gzﬂiig;’e
ASG 6/12/2020
Title: Scholarships Last Reviewed/Update 10:57 AM
and Student Date
Loans

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.

Application deadlines are set by the ASG Student Financial Aid Board.
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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;

2. 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.;

3. 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;

4. Students that are eligible to apply are provided a scholarship/loan application and criteria
requirement listing;

5. All eligible students listing is sent to the Registrar (Records Officer) for the final Cumulative
Grade Point Average;

6. Once application is completed, Scholarship applications are compiled and organized by the
Dean of Student Services;

7. Memo listing is addressed to ASG Student Financial Aid Board 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;

8. After obtaining the final “official transcripts” of all applicants, memo listing of names is then
forwarded to the Vice President of Academic and Students Affairs for review and approval;

9. Approved listing is forwarded to the ASG Student Financial Aid Board;

10. ASG Scholarships and Student Loans selection of recipients is finalized by the ASG Student
Financial Aid Board and are announced at the respective semester commencement
ceremony.

SOP # DOSS-02
R ibilit Dean of Student
esponsibility ;
Services Policy: Student Services
Page # Page 137 of 154 Scope z:gilﬂgite':e
In House 6/12/2020 10:57
Title: Scholarships Last Reviewed/Update @AM
Date

Description:
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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:

1. The Dean of Student Services will schedule and announce the dates for the availability of In
House scholarship applications;

2. The In House Scholarships information is then announced to the student body via 4-1-1
Newsletters, flyers, bulletin boards, etc.;

3. 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;

4. Students eligible are provided a scholarship application and criteria requirement listing for
application;

5. Scholarship applications are compiled and organized by the Administrative Assistant to the
Dean of Student Services;

6. 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);

7. Scholarship Recipient listing is finalized by In House Scholarship committee;

8. Memo of In House Scholarship recipients is drafted by the Dean of Student Services and
approved by the Vice President of Academic & Student Affairs;

9. Memo of Scholarship recipients is then forwarded to the Finance Office to credit scholarship
awardee towards recipient(s) accounts;

10. Scholarship Congratulatory letters are dispersed to Scholarship recipients.

SOP # DOSS-03
I Administrative
Responsibility Assistant ) Human
Policy: Resource;
Governance
Manual
Page # Page 138 of 154 Scope Internal
Title: Job Order Last Reviewed/Update g(/,:lszgli(:dzo
Date
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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);

3. Personnel requesting will forward their request form to Dean of Student Services office for
approval;

4. After approval, personnel requesting will forward their job order forms to the Physical
Facilities and Maintenance office for processing of job order request(s);

SOP# DOSS-04
Responsibility Admissions Officer; DOSS,
ASCC Faculty & Staff, SGA Policy: DOSS/ASCC
Page # Page 139 of 154 Scope Internal
6/12/2020 10:59
Title: New Student Orientation Last Reviewed/Update AM
Date

Description:

The ASCC New Student Orientation (NSO) is to inform all incoming (new) students to ASCC on
general information about the college. This includes information on available support services and
programs.

The NSO is an academic calendar event and it takes place during the week prior to the
Registration period. (Note: This is subject to change based on the college’s discretion).

Procedures:

PREPARATIONS FOR:
1. Inform the public through media on the dates of the NSO;
2. Admissions Office informs all students who sat the placement test and have completed the
Admissions application of the slated NSO dates;
3. Complete the “Facility Use Request Form” and route for approval;
4. The Admissions Officer, in collaboration with the Dean of Student Services, creates the NSO
Program/Agenda:




departments and services, whose content will become part of the NSO presentation.
Presentation team may include the following:

1. DOSS
2. Book Store
3. Campus Security
4. Finance
5. MIS
6. Division of Academic Affairs
5. Once #3 and #4 are approved and finalized by the appropriate VP, then send outreminder
notices to the presenters as identified in the program;
6. Final set up preparations (i.e. Lecture Hall sound system, Marketing Committee
preparations, booths, etc. (if any)).
NSO EVENT:
1. All NSO participants must sign in and pick up orientation packets (if any);
2. All scheduled presenters must be present and follow the approved agenda;
3. At the end of the NSO, DOSS disseminate the "NSO Evaluation Form” to all participants;
4. Admissions Office collects and compiles all NSO evaluation forms and submits to the Dean
of Student Services for review and submission to IE for data assessment; and,
5. Clean up and prepare for week of registration or the start of instructions.
EOLLOW UP:
1. Dean of Student Services contacts IE Division at least 2-3 weeks after the event for the
results of the NSO Evaluation;
2. Once results are received from IE, then call a meeting with the DOSS Directors & Officers
fora review of results;
a. The NSO assessment results will be used to improve future NSO events
presentations and programs.
SOP# DOSS-05
Responsibility DOSS
Policy: DOSS/ASCC
Page # Page 140 of 154 Scope Internal
6/12/2020 11:00
Title: Commencement Last Reviewed/Update AM
Exercise Date

Description:

Degrees and Certificates are publicly awarded bi-annually at Fall and Spring Commencement
Exercises. Only students having completed and satisfied all program requirements are allowed to
participate in the commencement exercise.

DOSS is the responsible Division to plan and execute all graduation activities throughout the
semester leading up to the commencement day. The Commencement Exercise is an academic
calendar event and it is subject to change based on the college’s discretion.
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Procedures:

PREPARATIONS FOR:
1. Dean of Student Services calls DOSS meeting for the logistics of commencement event;

2. Schedule at least 2 meetings with all prospective graduates after listing is provided from
the Records Office. Meeting is coordinated by the Office of the Dean of Student Services:
a. 1%t Meeting — Takes place at least a month before graduation day;
i. Graduation requirements information and reminders are disseminated (i.e.
graduation banquet, awards ceremony, scholarships, etc.);
b. 2" Meeting - Takes place at least 2 weeks before graduation day;
i. Dissemination of Student Satisfaction Survey, Graduates Exit Survey;
ii. Final confirmation of Commencement speaker and all other necessary
information and related matters.
c. Final Meeting — Takes place during the week of Commencement;
i. Give out graduation regalia;
i. Photo taking for the graduation program.
ii. Graduation rehearsal

COMMENCEMENT EVENT:
1. Line-up graduates;

2. Commencement Exercise begins
a. Follow approved program
3. Coordinate clean up with respective division/department.

SOP# DOSS-06
Responsibility DOSS
Policy: DOSS/ASCC
Page # Page 141 of 154 Scope Internal
6/12/2020 11:06 AM
Title: Activity Request Last Reviewed/Update Date

Description:

For any activity/event proposed by a student organization, faculty/staff member, American Samoa
Government Agencies and the Community, the initiator must fill out the DOSS-Activity Request
Form. Initiator must complete and submit the form to the DOSS Office at least two weeks before the
proposed event. If special equipment is needed (tables, chairs, etc.), the initiator must complete,
sign and attach the Agreement to Borrow Equipment and Release of Liability Form.

Procedures:

1. Activity Request Form can be picked up from the Division of Student Services (DOSS) Main
Office located on the 2 floor of the Multi-Purpose Center (MPC).

2. Initiator must fill out the Activity Request Form, sign it, and attach any additional materials
needed to support the request.
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3. Initiator will submit completed form to the DOSS main office at least 2 weeks prior to the
activity. (Late submission of the request form will be left to the discretion of the Dean of
Student Services for approval)

4. Activity Request form will be submitted to the Dean of Student Services by the DOSS
Administrative Assistant for review.

5. If approved by the Dean of Student Services, the Dean of Student Services will inform the
initiator on further instructions. Initiator must also complete the following forms accordingly:
a. Facility Request Form (If applicable)
i. To reserve the facility needed to host the activity (gym, classroom, etc.)
b. Agreement to Borrow Equipment and Release of Liability (If applicable)
i.  To hold the initiator accountable for any lost or damaged equipment borrowed

6. If disapproved by the Dean of Student Services, the initiator will be contacted to pick up the
activity request form and will receive further instructions from the Dean.

*NOTE: If an activity requires students to go off campus, the initiator must have all students fill out
and sign Student Waiver Liability form with the ASCC Notary Public.
(Refer to Academics SOP 010-A on ASCC Student Waiver Liability

142



APPENDIX

143



APPENDIX #01 DOSS
Responsibility DOSS Staff
Policy: Annual Leave
Page # Page 144 of 154 Scope Internal
Granting of 6/12/2020 11:12 AM
Title: Annual Leave Last Reviewed/Update 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. DOSS 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.

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/OR DOCUMENTS:
American Samoa Community College, Governance Policy Manual 2008, Chapter IV
Personnel Governance, Section 4500.1 and 4500.2
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APPENDIX #02 LIBRARY

Responsibility | Library Staff Library Tour and
Policy:

Orientation
Page # Page 145 of 154 Scope Internal

6/12/2020 11:13 AM
Title: Dewey Decimal System Last Reviewed/Update Date

The Dewey Decimal System

The Dewey Decimal
Classification is the most widely
used library organization system

The Caveman’s Guide in the world.
to the The system groups books by
Dewey Decimal System topic by dividing them into 10
basic categories, and each of
The Story of the Numbers Used for those categories is further split
Nonfiction Books into 10 categories, and so on.
In 1873 Mr. Melvil Dewey Dewey’s Plan
devised a system of classifying
books which is used in many He chose these subjects by
libraries. imagining himself to be a
He chose certain main subjects Caveman.

and numbers, so that all nonfiction

books on the same subject would be He asked himself questions he
together on the shelf. thought such a man would have

asked.

000s
“How do | begin?”

Generalities
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Information | need to know before |
begin. These are books which
contain information on many

subjects such as encyclopedias and
other reference books.

100s
“Who am 1?”

PHILOSOPHY AND PSYCHOLOGY
Man thinks about himself.

200s
“Who made me?”

RELIGION AND MYTHOLOGY
Man thinks about God.

300s

“Who is the person
in the next cave?”

SOCIAL SCIENCE
Man thinks about other people.

400s
“How can | communicate with
the person in the next cave?”
Language

Man learns to communicate using
sign language and words.

500s
“How can | explain nature
and the world around me?”

NATURAL SCIENCE
Man learns to understand nature on
the land, in the sea, and in the sky.
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“How can | use
what | know about nature?”

APPLIED SCIENCE AND USEFUL
ARTS (Technology)

Primitive man learned about fire and
how to make weapons. He learned
through the ages about the wheel,

about medicine, planting crops,
cooking food, building bridges, and
how to make all the things we use.

700s
How can | enjoy my free time?
FINE ART AND RECREATION or
(Arts)
By this time, primitive man had more
time to do the things he enjoyed.

He learned how to paint pictures and
create music.

and play games.

800s

“How can | tell my children all that |
have accomplished?”

LITERATURE

Man became a storyteller. He created
stories, poems, and plays about his
ancestors and the people he
knew. Later, man recorded these
stories for all people to read.

900s
“How can | leave a record for the
people of the future?”

GEOGRAPHY, HISTORY,
BIOGRAPHY

Man began to write about events that

had occurred everywhere, and about

people who had participated in these
events.

Dewey Decimal System

000 General Knowledge
+ Almanacs,
Encyclopedias

100 Psychology & Philosophy
+ Feelings, Emotions
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200 Religion
+ Bible Stories,
Beliefs, Mythologies

300 Social Sciences & Folklore
« Careers, Customs,
Holidays, Fairy
Tales

400 Languages
+ Grammar, Sign

Language, English,

Foreign Language

500 Natural Science
* Planets, Weather,
Wild Animals

600 Applied Science, Technology
« Space Travel,
Alternative Energy,
Domesticated
Animals

700 Arts & Recreation
+ Drawing, Crafts,
Games, Sports

800 Literature
+ Poetry, Plays,
Classic Literature

900 Geography & History
« Travel, Countries,
States, Biographies
Works Cited

» Complete Library Skills
Activities Program by Arden
Druce who cited it from School
Library Journal, February 1961.
Copyright R.R. Bowker
Company/Cahners Magazine
Division.

» Originally created by:
http://mte.anacortes.k12.wa.us/
library/dewey/deweystory.htm

» Updated by
http://www.grandviewlibrary.inf
0 09/25/12
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APPENDIX #03 Counseling

Responsibility Counseling Services . DOSS
Policy: .
Counseling
Page # Page 149 of 154 Scope Internal
Comprehensive Student 6/12/2020 11:14 AM
Title: Support Counseling Services Last Reviewed/Update Date
Diagram

COMPREHENSIVE STUDENT
SUPPORT COUNSELING SERVICES
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Responsibility

Page #

Title:

Student Support and Learning
Services Officer; Lead Tutor;
Tutors; Counselors; DOSS;
ASCC Faculty and Staff

Page 150 of 154

Comprehensive Tutorial
Process Diagram

APPENDIX #04
Policy:
Scope

Last Reviewed/Update
Date

Tutoring
DOSS/ASCC

Internal

6/12/2020 11:15 AM

Process:

Comprehensive Tutorial Process

STUDENT(S) STUDENT LEARNING ASSISTANCE
6’@ CENTER/ANNEX
- o
Staff Assistance  /
"
Tutor
HOW are students informed? SIGN-IN  —» Request 1\ _ Assigned - Tutor
Form schedule Assistance
*  Orientation / NSO
* 411 bulletin Tutor
-] — — Tutor

¢ Faculty / Department ?‘GN "i’/ Assigned iAssistance J

Referrals . - -
*  Flyers/ Brochures on

Bulletin Boards — DISABILITY 1—' W Request Referral Tutor
*  Other ASCC newsletters SIshn Assistance (off/on-campus) g e fance
*  Websites
¢ Word-of-mouth
*  Referral OTHER Programs
* Outreach refer to Tutorial Business, SSI, TTD, L&L, ELI, Faculty

. — Directory SIGN-IN —> AELEL, CNR, AHEC, Fine Arts, VA, y > P siitance

LSAMP

Student
Evaluation

Follow-up
with
Instructors

End of




Responsibility

DOSS and ASCC Faculty and
Staff

Page # Page 136 of 154

Title:

Disability Access and
Accommodation/Modification
Services

APPENDIX #05

Policy:
Scope

Last Reviewed/Update Date

Counseling
Services for
students with
Disability

DOSS/ASCC

Internal

6/12/2020 11:16
AM

Counseling Services is committed to assist and provide academic access services to

students with a certified disability who meet the academic and technical standards for

admission or participation in the education program or activity given appropriate

accommodation/ modifications. Students with a disability will not, on the basis of that
disability, be denied full and equal access to academic and co-curricular programs or
activities or otherwise be subjected to discrimination under programs or activities offered
by ASCC. This is to ensure full compliance with all pertinent federal and state legislation,
including Section 504 of the Rehabilitation Act of 1973 as amended by the American with

Disabilities Act (ADA) of 1992.

Programs include but are not limited to: Academic majors and certificate and degree plans,
including coursework and practical research; career training; counseling; financial aid;
physical education; recreation activities by student organizations; placement; and any other

programs offered by the college.

New and prospective students with a certified disability should contact the Student Services
Division and refer to the Student Handbook for further details on college access and
accommodation/modification services. The individuals must make all requests at least two

months prior to the start of their entering semester. Upon request, assistance and

orientation to ASCC process will be provided.




Student Accommodation Request Form
Student Learning Assistance Center (SLAC)
American Samoa Community College
Division of Student Services

The Counseling services provide academic access services to students with certified disability. Services include
academic advising, disability counseling, tutoring, technology access, etc. Students with disabilities who may
require such services are strongly encouraged to contact the Student Services as far in advance as possible to
ensure appropriate accommodations. New and prospective students should contact the Student Services office
for program orientation at least two months prior to the start of their entering semester to assure
accommodations for registration, handout materials, special assistance, etc. Although ASCC strives to ensure
campus access for students with disabilities, it is necessary to note that ASCC does pose structural barriers that
are being addressed by on-going projects. Creating equal access for students with disabilities is a responsibility
shared in partnership by the students and the rest of the campus community. ~Catalog 2010-2012.

I. Student Information
In order for the Student Learning Assistance Center (SLAC) design appropriate accommodations to best
suit your needs, please provide the following information.

Student Date Major:
Email Semester Credits:
Contact # Advisor
Disability: Personal Assistive Devices:

1 R

2 2

3 3

a4 4

Il. Course Schedule
Please list all the courses and time schedule you are currently enrolled in this semester that you are
requesting for reasonable accommodations.

Courses Days Time Instructor

DRAFT: SAR Form 2011-1: ASCC Division of Student Services and University Center for l on D




