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P6Hx23-2.025
PROCEDURE: TRAINING OF STUDENT SERVICES PERSONNEL
I.
PURPOSE AND INTENT:

To enhance the skill sets and knowledge base of student services personnel. Also, to ensure that student services personnel 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.  Student services personnel is defined as any College employee who works in a specialized area, 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 all student services personnel. 

B.
Student services personnel shall participate in and complete training in direct correlation to their identified training needs as determined by a collaborative decision of the Student Service Training Committee.
C.
Training participation and completion will be documented in the College’s employee learning management system which is managed by Human Resources Development.
D.
Training content shall be partially determined by administering a needs assessment to student services personnel. The training content may also be determined through a review of student services best practices, the addition of new programs, and technology changes.  Examples of training sessions include topics related to: Admissions, Advising, Business Office Services, etc.  

Additionally, topics and trainings such as Dealing with Difficult Students, Customer Service and identification and implementation of exemplary practices are included in college-wide professional development days to strengthen participants’ soft skills as well as the technical components of student support. 

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 Senior Vice President of Student Services, Human Resources Development, facilitators, and participants. Participant responses shall also be used to strengthen future training sessions.
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