


1.  Compile information from Ed Code, Title 5, internal policies and procedures, CSU Executive Orders, 
IGETC Standards and historical perspective from retiring counselors.  Compile and review forms used 
and process/procedures for completing and submitting forms. 

2.  Meet with Admissions and Records Registrar, Articulation Officer, and other Ventura College 
faculty/staff to compile information regarding regulations, process, procedures as it pertains to 
counseling. 

3.  Research and contact other community college counseling departments that have counseling 
manuals and/or electronic resources for counselors.  This may require visiting other colleges and 
meeting with counselors/articulation faculty. 

4.  Meet with staff at Ventura College that have worked with e-binder in the past.  Restore and update 
the repository with current information.   

5.  Consult with Dean and Counseling Department Chair to establish 1-2 day bi-annual training on 
process, procedures, updates, etc. for all counselors (General, EAC, EOPS, etc.). 

6.  Create a Counselor Manual (using all information compiled) and restore and update the e-binder 
(which has not been updated since 2009). 

This on-site research project serves to create a manual and update an existing resource, e-binder, 
previously developed in 2003-04 by a counselor.  The e-binder which is an electronic repository of all 
pertinent documents, forms, and links utilized by counselors, will compliment this manual.  The manual 
will serve as the foundation for the e-binder and training.    

Benefit to Faculty: 

This on-site research project is directly related to any counselor assignment in our division.   Having this 
type of resource will allow all counseling faculty (General, EOPS, EAC, etc.) to be trained consistently and 
stay updated with internal and external policies and procedures that are constantly changing.  The e-
binder will allow counselors to retrieve and store information in one centralized secure site which will 
make student appointments more efficient and productive.  

Benefit to Student: 

The student will benefit by receiving efficient, accurate and consistent information from all 
counselors.  This is especially important as students are faced with budget constraints that limit 
class selection, state and federal regulations, and university policy changes and requirements.  Also, 
as students are more mobile (attending multiple colleges and universities) correct and timely 
evaluation of coursework is crucial. 

 

 



Benefit to College: 

The goal is to improve the organization, efficiency, accuracy and consistency of the work completed by 
counselors who serve students with varying educational goals and objectives.  It will allow collaboration 
with Admissions and Records and other departments to review and update internal forms, processes 
and procedures that are common between all departments.    This project also helps the Counseling 
Department to meet the need of the Program Review Initiative through the e-binder which the 
Counseling Department ranked High.   


