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PURPOSE AND INTENT:

To assure consistency in data capture and reporting.

PROCEDURE:

As outlined below, responsibility for documentation of authorized coding structures is distributed among the several offices that deal with those codes working with data systems.  All coding must comply with the framework set out in the Community College Management Information System, Division of Community Colleges.

I.
Student Data

A.
HEGIS program codes:  Institutional and Program Planning

B.
Student Record File codes:  Admissions and Registrar's Office

II.
Curriculum

Standard Course Listing:  Academic Affairs and State

Department of Education

III.
Facilities

A.
Land, Building (Facility), Room codes:  Institutional and Program Planning

B.
Construction, Maintenance, etc.:  Facilities Planning and Institutional Services

IV.
Personnel:  Human Resources

V.
Financial:  Business Services
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Each responsible office shall disseminate to appropriate offices externally initiated changes to coding structures for data, if those changes are received by their office.  Other offices notify data systems of externally initiated changes to coding structures if the changes are received by those offices.
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