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P6Hx23-2.025
PROCEDURE: TRAINING OF STUDENT AFFAIRS PRACTITIONERS

I.
PURPOSE AND INTENT:

To enhance the skill sets and knowledge base of student affairs practitioners. Also, to ensure that student affairs practitioners participate in the training provided. The desired outcome is to increase student satisfaction with the quality of services provided, optimize staff efficiency/productivity and improve delivery of current and accurate information to students and the SPC community at large.  At its broadest definition, the term student affairs practitioner is defined as any College employee who works in MySPC Answer Place (MAP), a specialized area (academic advisors, financial assistance services personnel, international student services personnel, and career development personnel) management, or an administrative function at SPC that exists outside the realm of the classroom environment.

II.
PROCEDURE:

A.
Professional development opportunities/training shall be offered to student affairs practitioners. 

B.
Student affairs practitioners shall attend training in direct correlation to their identified training needs as determined by a collaborative decision between staff and their immediate supervisor.

C.
A log shall be maintained documenting attendance and shall be the official record of training until such time when verification of attendance can be documented via Oracle Campus Solutions.

D.
Training content shall be partially determined by administering a needs assessment to student affairs practitioners. The training content may also be determined through a review of student affairs best practices, the addition of new programs, and technology changes.  Examples of training sessions include: Admissions, Advising, Business Office Services, Career Development Services, Central Records, Corporate Training, Disabilities Awareness, Dual Credit/Early College, FERPA, Financial Assistance Services (FAS), FAS state programs, Scholarships, Student Employment, Four Year Programs, International Student Services, MAP Resources, Residency, Third Party Billing, Testing, Veterans, etc.  A component of the training may also include a rotation schedule which allows participants to visit back office support areas such as: Central Records, the Enrollment Management and Financial Assistance Services’ Shared Service Center, and Information Systems.

Additionally, topics such as Dealing with Difficult Students, Crafting the Keys to Customer Service and identification and implementation of exemplary practices are included in training to strengthen participants’ soft skills. 

E.
Participants’ Evaluation of Training – Evaluations shall be used to document the success of training in meeting the identified needs of participants.  Results of the evaluations shall be shared with the vice president of Academic and Student Affairs, the associate vice president of Enrollment Management, facilitators, and participants. Participant responses shall also be used to strengthen future training sessions.
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