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Appendix V: Announcement on InsideMC Online




Appendix _VI: TracDat Instructions for Data Entry




Middle States Suggestions - Instructions for Entering Progress Updates

The deadline for status update is March 9, 2009. Please refer to EVP’s memo for details.

3 About Internet Explorer |

1. Please use Internet Explorer 7.x for entering the progress updates.

2. In the email you received, there is a web link that opens to your specific Unit @rﬁ%mﬁ Explorer7
Page in MCInfonet intranet site http://www.mcinfonet.org/msss/ <your office
name>.htm (Figure 1). The web page will show only those Middle States
suggestions that your office is solely responsible or has partnered with other office(s) to oversee. (Your
MClinfonet password is the 6-digit number used for time entry. Please contact IT Helpdesk if you have any
questions concerning your MClnfonet userlD and password.)

-\ !L Iriddle States Accreditation

2009 FIrogress Zfpdates

dy  Eve M, Office Responsible  Comment Form

Unit Page for My Office

My Office is either solely responsible or has partnered with other office(s) to oversee
the progress for the following Middle States suggestions. When multiple offices are
assigned to the same suggestion, an asterisk™ will indicate which one is the Primary
Office or the office that has the administrative rights to enter the progress updates
into the application called TracDat. The deadline for progress updates is March 9, 2009.
(se2 EVP Mamo)

Standard 1000: Assessment and Communication

Office [Suggestion from 2008 Middle States Self-Study Report/ Visiting Team Report
Responsiblel{MSCHE)

My Office  |[Communicate the student-centeredness of the College's mission.

My Office
goals.

My Offics  [(MSCHE) Establish a system to assess resource allocation.

Develop a plan and guidelines for the use of technology to improve

My Office
[communication.

[*Their

joffice: [Communicate more assessment information to the public.
My Office

Standard 1020: Students Engagement

Joffice [Suggestion from 2008 Middle States Self-Study Report/ Visiting Team Report Stat:
ible]{ MSCHE) atus)
;Tf;:;’ Provide opportunities and venues for students to provide input and

i1y office  |feedback.

[*Their

joffica: Include student participation in the web advisory group.
My Office

Standard 1070: Students Retention
foffice [Suggestion from 2008 Middle States Self-Study Report/ Visiting Team Report et
" atus|
[Responsible|(MSCHE)
=My Office; I f d h 4 f
Frheir office [PEVEIOP @ process for students to assess their academic goals.

T [@mtemet i
Figure 1: MCInfonet demo-unit page

3. When multiple offices are assigned to the same suggestion, an asterisk* will indicate which office has the
administrative rights (or Primary Office) to enter the progress updates into the application called TracDat.
Upon successful login into the MCinfonet site, verify the name of your office on the web page.

5. The web page only displays the Middle States information for your office.

6. If your office is solely responsible or is the Primary Office for a suggestion, the rightmost column will be
highlighted in m with an active link. Each link opens to ONE specific suggestion.

7. To enter the progress data, locate and click the active link ’m to open the progress updates
collection screen in TracDat.

8. The TracDat screen will open at your browser (Figure 2). [Important: If a browser pop-up dialogue box
comes up asking for permission to open the page, select the button “Allow”.]
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Please maximize the TracDat screen.
9. The TracDat progress update collection page will display as below. Verify the information on the screen:
A. Verify the Middle States standard (use the vertical scroll bar to see the full text.)
B. Verify the Recommendation and the Office Responsible.

9§ @ (@ TracDat Enterprise v4.0 | | Fo it v |- bPage v (FTook v
>tracdat.
Observation (Basic) =2

Standard 1000: Assessment and Communication : The continual growth of the
institution is facilitiated by systematic assessment and effective communication.

A&B

Standard:  Recommendation
(MSCHE) Establish a sustainable process to assess and review College goals.

Office Responsible
My Office [demo only]

* [Testing today 1/28/09) =l

1 Comment:

Comment Date: « |1;29;2[]gg | Comment Type: « ISatisfactory 'l 2

3 Recommendation Status: = INot Started vl Recommendation Status« I1;29;2[]gg &
Update Date:

Contact_Info: IKew’n's test ?

Relate Document
Save Changes Mark Assignment a%

>

Nuventive

(K

Copyright ©@ 1998-2008 Nuventive. Al Rights Reserved About Muventive | Contack Us

Figure 2: TracDat data collection page

Once the information is verified, enter the progress updates in the following 5-step sequence:

At the Comment’ box, enter the progress updates. Please provide a summarized and succinct comment.

At the ‘Comment Type’, select one option from the drop-down menu that best identifies the progress:
Satisfactory - The office is satisfied with the progress for this suggestion;
Concern -- The office has concern for the suggestion. [You can provide the reasons at the ‘Comment’ box.]
3. At the ‘Recommendation Status’, provide a selection that best summarizes the overall status for the suggestion:
Completed — this suggestion is completed/concluded and no further action will be taken;
In Progress — this suggestion is progressing towards target;
Not Started — No action has been taken.
Enter contact information. (This is the name and contact info of the person who can address or clarify the comment entered.)
Click the ‘Save Changes’ button to save the data. You have just successfully entered the progress

updates!!! The task is completed and you can now close the screen and return to the Unit Page.

Repeat step 1-5 if you have more than one Suggestion OR you need to revise any previous comment.

VERY IMPORTANT: Please disregard the ‘Mark Assignment as Completed’ button on the TracDat screen.
Do NOT press the button, or the system will lock the comment and prevent any future access.

Please contact the Office of Planning and Institutional Effectiveness for any questions. Thank YOU.
240-567-7971 or Email: Middlestatesself-study@montgomerycollege.edu
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Appendix VII:

List of Offices Responsible for the Middle States Suggestions

Primary Office Responsible re-lc—:(c))trilm 2009 Primary contact 2009 Backup contact
Academic Assembly 7 Ms Joan Gough Ms Mary Ellen Glowacki
Budget Office 1 Ms Donna Dimon Ms Lindy Hickey
Pracoment, and Developmental ey |3 Or. Judy Ackerman
College Area Review 2 Ms Clevette Ridguard Ms Kathy Wessman
Deans Group 5 Mr. Ed Roberts
Deans of Student Development 10 Dr. Karen Roseberry
Director of Enrollment Management 3 Mr. Sherman Helberg Ms Rochelle Hopkins
Distance Learning Office 6 Ms Kathy Michaelian
Executive VP for Academic and Student Services 7 Dr. Shartle-Galotto Ms Rita Dodson
Facilities 1 Mr. David Capp Ms Jan Cubar
Gen-Ed Committee 4 Ms Anne Schleicher Ms Kathy Wessman
General Counsel 1 Mr. Rocky Sorrell Mr. Tim Dietz
Human Resources 12 Ms Vivian Lawyer Ms Linda Von Bargen
Institutional Advancement Mr. Bruce Berman
Office of Information Technology 2 Mr. Dick Leurig Ms Vicki Duggan
Office of the President 5 Dr. Sonya Chiles
Outcomes Assessment Team 12 Ms Samantha Veneruso Ms Kathy Wessman
President's Executive Council 1 Dr. Sonya Chiles
VP for Academic Initiatives and Partnerships 4 Dr. Clarice Somersall
VP for Administration and Fiscal Services 6 Mr. Marshall Moore Ms Helen Chapson
VP for Planning and Institutional Effectiveness 19 Ms Kathy Wessman Ms Raquel Bunai
VP for Student Services (vacant position) 2 Dr. Shartle-Galotto Ms. Rita Dodson
\é\;c;r(:I;ft()i(r)cne Development and Continuing 3 Mr. George Payne
TOTAL NUMBER OF RECOMMENDATIONS 120




Appendix VIII:

Detailed listing for 2009 Progress Updates of 120 Middle States Suggestions.

The 30-pages progress updates detailed listing is available on the Middle States Self

Study web site at:

htt

www.montgomerycollege.edu/departments/msss

2009 Progress Updates for Middle States Suggestions

The institution's mission chearly defines its purpose within the context of higher education and indicates whe the institution serves and what it intends to accomplish. The institution's
stated goals, consistent with the aspirations and expectations of higher education, clearly specify how the institution will fulfil its mission, The mission and goals are developed and
recognized by the institution with the participation of its members and its governing body and are used to develop and shape its programs and practices and to evaluate its effectiveness.

Instituional [In Progress] Continue initiatives to communicate the student-

d dness of the College's mission.
Institutional [Completed] Assure prominent display of the College's mission
Advancement statement.
VP for Planning and  [In Progress] (MSCHE) The College should continue to periodically
Institutional review its goals and ebjectives to ensure their clarity and
Effectiveness completeness.

[In Progress] Revisit the current mission statement, particularly
regarding the following: a. More dlearly relate goals and to

[Satisfactory] The Office of Communications continues its focus on student centeredness in its
communication efforts. The Web redesign currently underway will include images of students
on the main page and students have been integral in the process. Our publications all feature
students prominently on the covers and throughout the pages. Students and their stories
continue to be part of the College?s Pendless possibilities? marketing campaign from

isian © and print to Web banner ads. In addition, student
stories are shared with reporters in the media, [2009]

isfactory] Ongein, atives include ‘Endless Possibilities’ ads that |
cess stories, donor Scholarship Appreciation Luncheo
dent phatos througl ge publications [2

it student

y¥] The Office of C d mission c to key
offices in anticipation of the Middle States visit last spring. The posting of these mission
statements was not reflected in the College?s self ining are held
within the Office of Communications to distribute on an ded basis to key st 5
[2009]
[Satisfactory] Re campuses of the availability of large mission statements he need

to display them.

[Satisfactory] Prior to the Middle States Team Visit, an in-depth SWOT Analysis was completed
and a collegewide meeting was held in Fall of 2007 to create a new set of Goals and Outcomes
for use in the FY10-FY12 planning cycle. Current Goals and Objectives were reviewed for
completeness prior to revision and a final report will be submitted at the conclusion of the
current fiscal year, [2009]

[Satisfactory] A proposal to review the current Mission was submitted to the President and

the principle of "Our Spirit” b, Develop a clear objective under Goal 1
to address the educational needs of specific sectors of the county
community, particularly with respect to access to college and
academic success (AMP 14, 20, 21), community cutreach, and
customer service.

Tuesday, May 26, 2009

was r in Fall 2009. Although the College?s goals and outcomes
have been revised, there is currently not an outcome that specifically addresses the principles
of Tour spirit? as noted. At the Fall 2007 retreat, it was determined that this portion of aur
Mission is what we consider as our ?values? which inform the other aspects of our Mission.
‘While there is no dedicated objective under Geal |, many of the FY02 and FY10 strategic plans

include strategies and action plans aimed at specific underrepresented populations. [2009]

tegic planning proc
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http://www.montgomerycollege.edu/departments/msss/documents/2009Details.pdf

