Grad Program AD admissions process review meeting
12/19/13

Reason for meeting – how do we get through Fall 2014 admission process in light of mistakes in past and lack of communication w/Admissions.  No consistency – main problem.
Fall 2013 process

· High percentage of error in admissions processing.  

· ADs met with Wendy/Michael

· Wendy/Michael met w/Bryan and Bryan told Leona and Kath to work on errors.  He said our applications are more complicated than undergrad and thus lead to more errors.

· Coding for Tribal has been messed up for a while – Nobody has gone through tribal files and fixed the coding to be the same so they can all be under the same code – the first time a tribal code is put in is at Admissions. The code entered at Admissions has been inconsistent – this hasn’t been fixed yet (been an issue for at least 8 years).  Puanani can talk with Amy to fix this – she can make this a priority thing.
Puanani met w/Leona to find out the admission process – Leona defined what admissions, reg, and Puanani’s different responsibilities

Our understanding of admissions process

· App goes to admissions – gets downloaded (not sure if all together w/UG or if grad is separate)
· Compare name to banner – if previous applicant, find previous file.  

· look in transcript drawer for any transcripts, scores, LORs, etc

· create physical file and update Banner with what is in file

· Kath sends letter or email (Gail) to student saying what is missing.  Gail gets copy of email.

· When additional pieces of information come in, Admissions date stamps and then puts in file up front to be sorted based on if file is already there.  If file is there, they update banner and then put in file.  If file isn’t there, it gets put alpha into transcript drawer.

· GPAs get calculated after file is complete. Would be better when we have the transcripts. SOLUTION: Ask Kath to calculate GPA when all transcripts are in
· ADs know when files are complete when it gets updated in banner.  We do not get emailed (except Puanani).

· Leona sends out all admission/denial letters.  Leona then emails a copy of these letters to ADs.

· When students pay tuition deposit, she gets a report from student accounts, and then updates SAADMS.  So it’s not real-time. There are 2 fields that show if student has paid. SOLUTION – ASK LEONA PROCESS ABOUT HOW PD GET UPDATE.
Program differences

· Puanani gets emailed when a file is complete.  None of the others do (except Maggie sometimes).

· Randee (exception), Maggie (50/50) and Puanani accept paper apps.  Gail does not.

· Maggie gets emailed from Kath if something from a student comes in

· Randee and Gail get emailed in summer when pre-reqs are met.

Random stuff

· Maggie said that if a student doesn’t pay the app fee and submits an application, that application gets hold in a secret drawer vs. in the transcript drawer.  So, make sure to check the drawer of ‘people who haven’t paid.’ SOLUTION – First ask what they’re doing with applications now without a paid fee. ask Admissions to enter it into banner, showing that student did not pay fee, email the AD and then file in the appropriate grad school drawer in incomplete files.  
· Gail will consider telling admissions not to accept paper apps from MES and that the student must go back into system and submit online.
Fall 2014 process

· Things we’ve run into so far

· Assumption: Students that don’t have grades through Fall 2013 are told we can’t process app until they get a transcript through Fall 2013

· In general, admissions doesn’t check in with us to make sure our letters/templates/etc are up-to-date – ADs need to remember to doublecheck their templates (admission letters, denial letters, what’s missing letters)
· Another issue – in fall, transcripts showing pre-req sits on Leona’s desk for a long time.  She won’t email us when the transcript gets in. We have to find out by looking in the student’s file in Registration.  In the summer, when the files are still in admissions, Kath emails us to tell us when a pre-req transcript comes. SOLUTION:
· We have been told (not in writing – but Randee will ask) that we will have an admissions person specifically for grad programs for Fall 2015
· Sometimes people go from COMPLETE to INCOMPLETE.  How can we eliminate this?  It usually happens when they find an additional school that the student didn’t enter.  SOLUTION – ASK KATH TO MAKE SURE TO CHECK ALL SCHOOLS ON SUBMITTED TRANSCRIPTS!!!
· Last 90 credits need to be determined for GPA – but Kath isn’t checking to make sure that she is actually determining the last 90 credits. Very inconsistent.  SOLUTION: Ask Kath to make sure she checks for recent transcripts – sit down for a training session with all ADs, Kath and Leona and Brenda (+ Bryan?).  Do they use the back of the transcript or their own coding? Or, hire someone to just do GPA or we do our own GPA. Look into how other colleges do this math? If it doesn’t look like a good process, we talk to Bryan.
· Both Maggie and Gail want them to input test codes.  Also, make sure they’re entering correct school where they were awarded degree.

PUANANI WILL ASK FOR GRE + THE PD PROCESS

