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Our mission is to educate and support students on college policies, procedures, services, and 

online functions to help them achieve their educational goal(s).  

Department Goal: A commitment to student learning is a priority in all interactions that Admissions and 

Records staff has with students. 

BACKGROUND: The Admissions and Records Office is committed to supporting student success. This 

office regularly provides students with numerous communications about current policies that affect 

enrollment. This SLO aligns with the departmental mission statement and represents a fundamental 

function of the Admissions and Records office – to inform students of current policies and procedures.  

 In compliance with the College’s Student Service Learning Outcomes and Standard IIB.3.B for 

Accreditation, this SLO promotes learning of the life skills of self-responsibility and good citizenship by 

notifying them on how to work within institutional timelines during the registration process. 

Student Learning Outcome: As a result of a supplemental question on the college’s online application, 

prospective students are informed about the college’s current drop for non-payment policy. 

This out of classroom SLO strives to make new and returning students aware of the college’s current 

drop for non-payment policy.  A statement requiring a reply is added to the supplemental portion of the 

online application.   Students must acknowledge or deny that they have read the current drop for non-

payment policy.  By educating students about this policy at the point of application, the expectation is 

that new/returning students will be not be dropped because of non-payment after registering for spring 

semester classes. 

The SLO began on November 1 with the start of applications for the spring semester, 2013. The 

collection of SLO applicants ends on January 25
th

 – prior to the start of spring semester.  

Results will be tabulated and completed by June 30, 2013. A comparison of spring applicants who 

replied “yes” and “no” to the statement will be compared with the list of students who were dropped 

for non-payment prior to the start of spring semester.  

Here is the supplemental question which was added to the online application: 

YOU MAY LOSE YOUR CLASSES IF YOU CHOOSE NOT TO PAY IMMEDIATELY AFTER REGISTERATION 

• Enrollment fees must be PAID IN FULL within three days of your initial registration or your 

classes will be dropped and released to other students 

Here is the example of what the students see in the online application: 



 

CURRENT DISTRICT POLICY ON DROPS FOR NON-PAYMENT: (obtained from the SCC website) 

In addition to the 3-day non-payment drop policy, there is a final outstanding balance drop date. No balance 
will be carried over into the start of the semester. 

ASSESMENT METHODS: The primary objective of this SLO is to notify students as soon as possible that 

the College has a “Drop for Non-Payment” policy in effect. Since many other local institutions also drop 

students for non-payment, not every school uses the same number of days for the drop period.  Such 

differences can be confusing to students. This is an out of classroom SLO that can be very beneficial to 

students by encouraging self-responsibility for the timely payment of enrollment fees.  

The outcome can be measured in percentages by analyzing: the number of students who replied either 

yes or no; the number of applicants who registered within the yes and no categories; and the number of 

students who were dropped for non-payment with the yes and no categories. 

The assessment tool for data collection is a Datatel query and comparison method.  It begins with 

collecting the student ID numbers for every applicant that applied prior to Spring Semester, 2013, from 

November 1, 2012 through January 24, 2013. The sample size for this SLO is 4108 students who applied 

during this period. Since staff in Admissions and Records had only the names and last 4 digits of the 

student’s social security number, they had to look up the student ID number in Datatel for every one of 

these applicants.  

From this list of applicants, a query is run to identify which of the 4108 students actually registered for 

the Spring Semester, 2013. The target group for this SLO will be those students who applied prior to 

spring and followed through with a registration. A review of the academic record for this “target” group 

will reveal if the student was ever dropped for non-payment. The measurable criterion is the code of NP 

in Datatel which stands for Non-Payment Drop.    A reasonable outcome for the percentage of students 

who were dropped for non-payment is a maximum level of 10% of those students who registered.  Any 

percentage higher than 10% would indicate that the SLO statement on the application was ineffective.  

As a possible follow up, giving a survey to the target students who were dropped for non-payment may 

provide additional ideas as to how to improve the communication to students.  

LIMITATIONS: The purpose of this SLO was to prevent New and Returning students, who may be 

unaware of this recent policy change, from being dropped for non-payment. Here are the following 

limitations to this SLO: 



It was expected that every student would take time to read the supplementary statement before 

replying.  

The three day drop for non-payment is always open to an individual’s self-interpretation of three days 

so that this is a natural limitation.  Although the explanation of three days by the college appears to be 

clear and concise, students continue to interpret three days from their own perceptive view. Here is the 

wording from the college website. Please note that additional supportive information is provided to 

students. 

----------------------------------------------------------------------------------------------------- 

3-DAY NON-PAYMENT DROPS: Enrollment fees must be paid IN FULL within 3 days of registration (including 
weekends and holidays due to the Online Records/WebAdvisor being available 24/7) or all of your courses will be 
dropped and released to other students. The day on which you register counts as day 1 of the 3 days. For instructions 
on How to Pay on Your Account, refer to the Student WebAdvisor Training Manual. 

FINAL OUTSTANDING BALANCE DROP DATE: All fees (enrollment and health fees) must be paid in full by 
the Friday (midnight) before the start of the semester. If there is a balance on your account, your unpaid classes 
will be dropped the next morning (regardless of when you register).  

If you need assistance paying your enrollment fees and would like to apply for a Fee Waiver, click here. It is your 
responsibility to check your account balance and pay the amount owed. 

Refer to the Drop for Non-Payment FAQ for additional information regarding Drop for Non-Payment Policy. 

NOTE: It is always the student's responsibility to drop class(es) if not attending. Even if you stop attending the class, 
you owe the fees and will receive a grade unless you drop the class by the drop refund deadline date. Drops are done 
online only through the WebAdvisor. Refer to the Drop Classes link for more information. 

--------------------------------------------------------------------------------------------------------------------- 

A second limitation is that students used the drop for non-payment process as a “dropping tool.”  Rather 

than go online and drop the class(es) themselves, they allowed the drop process to remove the classes 

they no longer wanted. There exists the possibility that students knew of the drop policy, registered for 

classes, changed their minds, and then allowed the system to drop them. 

There was an option in this supplemental question to say that “No, I did not read this policy.” However, 

it can be presumed that some people who said no also read the statement that a three day drop policy 

did exist.  

It was presumed that new/returning students who had not attended SCC within the past three years 

could be unaware of this relatively new non-payment drop policy. However, there is the possibility that 

a substantial number of students who did not get dropped for non-payment could be returning students 

who had prior knowledge of this drop for non-payment policy.  



Another limitation is that some students may not have the financial resources to pay at the time of 

registration. They also may not possess a credit card, or their work schedule does not allow them to 

come to the Cashier’s Office between 8am-5pm and make cash payments for enrollment fees. 

Once a student registers, an email is generated which also informs the student of the drop for non-

payment policy. There is no way to ascertain whether students actually read this email. However, it is a 

reminder to the student that could also have influenced their decision to pay enrollment fees on time.  

The data is not pure. There is data for students who were dropped for non-payment for all of their 

classes and there is data for students who were dropped for some classes, yet registered and paid for 

others.  

IMPLEMENTATION of Assessment Process: Assessment is the process of collecting, evaluation, and 

using data to determine if and how well the outcome matches learning or expectations. 

Identify who is responsible for doing each step: Members of the Admissions and Records staff were 

responsible for processing all of the spring applicants for this SLO.  Queries on the number of applicants 

who said yes or no during the SLO timeframe were made by the Registrar.  All A&R staff participating in 

identifying the student ID numbers of the 4108 applicants, since the download queries provided on the 

last 4 digits of the students social security  number and date of birth. Not all applicants could be 

identified by their student ID number. Those who were not identified were eliminated from the SLO pool 

of applicants. The Associate Dean and Registrar were ultimately responsible for analyzing the SLO data 

and discussing the results with A&R staff. 

Outline the timeline for implementation: The implementation of this SLO began with new/returning 

student applications from November 1 – January 25
th

. This timeframe was identical with the application 

period prior to the start of the 2013 spring semester.  There were 4108 applicants who applied online 

during this time.  

Identify who will be evaluated: Every applicant, including apprentices, whose student ID could be 

identified was included within this SLO.  

Identify who is the intended user of the data that will be collected: This data will be analyzed by the 

Associate Dean, Registrar, and all staff. A staff meeting will consolidate feedback on whether this 

communiqué worked or if a better method to communicate this policy can be used for students applying 

for spring semester, 2014.  If the results are determined to be successful, this supplemental question 

would be added to the new Open CCCApply application which will begin on July 1, 2013. 

RESULTS 

The staff within Admissions and Records recognizes that this office is responsible for identifying the 

learning support needs of new and returning applicants.  Informing all applicants of the drop for non-

payment policy as soon as they applied was critical to maintaining the enrollment of these new 

students. As a result of this SLO, it is intended that students will be more cognizant to pay their 

enrollment fees in a timely manner.  



SUMMARIZE of DATA: A population of 4,108 eligible students applied during the timeframe from 

November 1 – January 25
th

. Of this group, the A&R staff could not identify 3 student ID numbers based 

on the last four digits of the students’ social security number bring the valid number of applicants down 

to 4105. The number of applicants who replied NO to the supplemental question was 65, resulting in a 

total number 4040 applicants who replied Yes to the policy statement. 

 Out of these 4040 applicants, a query was run which identified 1908 students who registered for a class 

in the spring semester, or 47% of the applicants who said yes. The number of students who were 

dropped for non-payment, despite acknowledging they had read the drop for non-payment policy, was 

255 students or 13% of the YES population.   

• 46% (1908/4105) of the spring applicant pool registered for a class(es) 

• 47% (1908/4039) of the target students who said YES registered for spring 

• 13% (255/1908) of the students who said YES were dropped for non-payment 

A total of n=65 students were identified as saying NO to the supplemental question. All of the students 

who replied no were applicants to the Apprenticeship Journeyman program at SCC. Since the Workforce 

Investment Program pays the enrollment fees, it is understandable why these applicants were not 

concerned about the drop for non-payment policy. 

SUMMARIZE THE RESULTS: The success of this SLO depended upon a “limited” number of students that 

would be dropped for non-payment out of the 4040 pool of students. The target for effectiveness was 

set at a 10% or less drop rate. This benchmark would determine if the use of this supplemental question 

was worthwhile and effective. 

The measurable results indicated that 13% of the spring applicants who registered were dropped for 

non-payment at some point during the registration process. Although the 10% standard was not met, 

the results were satisfactory with 87% of the registered students maintaining their enrollment and 

demonstrating knowledge of the drop policy.  Decisions can be made to improve this statement in the 

future. 

WAS THE LEARNING OBJECTIVE MET? Yes. With a population of n=4040, 87% of the students remained 

enrolled in their classes and paid the enrollment fees on time. The NO applicants were voided since they 

were part of a sponsored program of study.  

Adding this statement to the application was an intentional effort to educate students on the drop for 

non-payment policy. The data clearly indicated a distinct learning experience. 

DISCUSSION: The problem with students who are dropped for non-payment no longer appears to be a 

communication issue. The A&R office no longer receives calls from students complaining that they were 

dropped because students are unaware of the drop policy. Instead, the drop issues appears to be a 

result of students who register and either choose not to pay or who register and cannot afford to pay. 



As expected, the results indicated that adding this statement was an effective tool for enrollment 

management. Since the statement was effective in preventing drops, it is recommended that this 

procedure become standardized for the online application. 

The Registrar also indicated that having this question on the application is a good check and balance. 

Should a student reply that s/he was unaware of the policy, one could verify the student’s response on 

the application.  Also, the learning experience derived from this SLO is that using supplemental 

questions in the online application is a very good method of sending message to students, especially 

when students are required to acknowledge the information with a response! The Registrar stated, 

“Using supplemental questions is a great way to reach the most students and get the most responses to 

anything that is needed. It is much more effective than automated emails to which there is no response 

possible.” 

SLO CHECKLIST:  

• The student learning outcome is tied to the college’s mission and the department’s goal to 

educate students on policies and procedures.  

• The SLO states what the student will know; it is measurable, and it is central to the activities of 

the A&R office. 

• The SLO used an assessment method which was a quantifying method - % (percentage) of 

students who are expected to meet the minimum standard for determining success. 

• The SLO has a criterion for success: a minimum percentage for success was established at 10%. 

• The SLO specified the timeframe in which the data will be collected and the outcome assessed. 

• The SLO specifies the evaluation process and who is responsible.  

• The SLO reports the actual results and compares that data with the expected number to meet 

the minimum score 

• The limitations and discussion highlight key findings from the data. 

• The SLO reports what the department is doing as a result of the findings. 

 

DECISIONS & RECOMMENDATIONS: 

There can never be enough postings for the “drop for nonpayment policy.” Adding this statement to the 

supplemental portion of the online application is the latest attempt to communicate this policy to new 

and returning students as soon as possible.  As a result of this SLO, this statement is now a permanent 

addition to the online application and can be assessed on a regular basis for its continued value. 

Adding a link to the FAFSA and Board of Governor’s Fee Waiver from this supplemental question may 

assist students in paying for their enrollment fees on time. However, links are not possible in the new 

Open CCCApply applicatons.  

Creating a customized pop up box in Web Advisor to remind students to pay is another suggestion.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


