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I NTRODUCTION
The noncredit Student Success and Support Program (SSSP) plan aids the college or noncredit adult education
program in planning and documenting how SSSP services will be provided to noncredit students. The goal of
this program is to increase student access and success by providing students with core SSSP services to assist
them in achieving their educational and career goals.
In accordance with the Student Success Act of 2012, each college and noncredit adult education program
accepting SSSP funds must provide noncredit students with the following core services:






Orientation
Assessment and placement
Counseling, advising, and student education planning
By the end of the second term of attendance, students should receive a Noncredit Student Education
Plan (NSEP). This plan is distinguished from the comprehensive and abbreviated plans provided to
credit students. It is designed specifically for nonexempt, noncredit students who enroll to earn
diplomas or career technical certificates, enhance skills, maintain a certificate or license, or participate
in career pathways.1 NSEPs should be completed as soon as possible for students enrolled in shortterm programs.
Follow-up services
These services are targeted toward students who are enrolled in basic skills courses or students who
have not identified an education goal and course of study. Services may include additional counseling,
advising and education planning as well as referrals to additional resources.

Colleges and noncredit adult education programs may expend noncredit SSSP funds for core services to
students enrolled in the following noncredit education program categories2:





Elementary and Secondary Basic Skills
English as a Second Language
Short-Term Vocational
Workforce Preparation

Please refer to the Program and Course Approval Handbook and the Chancellor’s Office website for curriculum
and instruction for more information on the program and course approval process.
Colleges and noncredit adult education programs receiving noncredit SSSP allocations are required to provide
a one-to-one match for each categorical dollar with district funds.
Note that this plan also requests the attachment of a roster for the college or noncredit adult education
program noncredit SSSP advisory committee. It is recommended that this committee be established prior to
completing the plan to guide the provision of noncredit SSSP services.

1

Student Services element SS01 in the CCCO MIS Data Elements Dictionary provides a complete list of student goals.
http://extranet.cccco.edu/Portals/1/TRIS/MIS/Left_Nav/DED/Data_Elements/SS/SS01.pdf
2
Please refer to the Data Elements Dictionary under Course Data Elements (CB 22) for descriptions of these programs.
http://extranet.cccco.edu/Portals/1/TRIS/MIS/Left_Nav/DED/Data_Elements/CB/cb22.pdf
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I NSTRUCTIONS

AND G UIDELINES
Please carefully review instructions and resources, including the SSSP Handbook, SSSP Funding Guidelines,
relevant sections of the Education Code and title 5 regulations before completing the noncredit SSSP plan.
Links to these documents and other resources are provided at the end of the plan template for your
convenience.
The program plan is a Word document. As you enter your responses, the document will expand to
accommodate the information provided. When completed, save the document as a PDF file and email it, along
with the budget plan, to noncreditSSSP@cccco.edu. Include the name of the college or noncredit adult
education program and “Noncredit SSSP Plan” in the subject line. Mail the signature page with original
signatures by the postmark date to the address indicated on the cover sheet.
The program and budget plans must be submitted annually. These plans enable colleges and noncredit adult
education programs to describe implementation of the noncredit SSSP provided with noncredit SSSP funding
and with matching funds. The plan should draw a succinct, but accurate, portrait of your noncredit SSSP
activities and staffing shall be developed through consultation with faculty, staff, administrators and students,
per title 5, section 55510(b).
In addition, section 78211.5(b) of the Education Code permits colleges and noncredit adult education
programs to expend SSSP categorical funds only on activities approved by the Chancellor. Please be sure all
expenditures are consistent with the SSSP Funding Guidelines or your plan may not be approved. The
information provided and the funding source (i.e., noncredit SSSP funds or matching funds) should be clearly
indicated and cross-referenced in the plan narrative and in the budget section. The program and budget plans
will also be compared with the colleges’ Noncredit SSSP Year-End Expenditure Report to monitor for
consistency. Note that SSSP funds may not be used to supplant general or state categorical (restricted) funds
currently expended on SSSP activities. Any services provided should supplement--not supplant--any services
provided to students currently participating in college categorical programs and any other federal, state, and
county programs.
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G ENERAL O UTLINE
The noncredit SSSP plan is divided into six sections, described below. The budget plan is a separate document.
I.

Signature Page

II.

Noncredit Student Success and Support Program Services
a. Core Services
i. Orientation
ii. Assessment and Placement
iii. Counseling, Advising, and Student Education Planning
iv. Follow-Up Services
b. Additional Match Expenditures

III.

Policies
i. Exemption Policy
ii. Appeal Policies
iii. Prerequisite Procedures

IV.

Professional Development

V.

Institutional Research

VI.

Plan Coordination

VII.

Attachments
A: Noncredit SSSP Plan Participants
B: SSSP Organizational Chart
C: Noncredit SSSP Advisory Committee
D: Other (optional)
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SECTION II. NONCREDIT STUDENT SUCCESS AND SUPPORT PROGRAM SERVICES
Directions: Describe the approach your college or noncredit adult education program is taking to meet its
responsibilities under title 5 for the following noncredit SSSP services: (1) orientation; (2) assessment and
placement; (3) counseling, advising, preparation of the Noncredit Student Education Plan (NSEP) and other
education planning services; and (4) follow-up and other services. Please provide concise responses for each
numbered item listed in each section. As you enter your responses, the document will expand to
accommodate the information provided. Please refer to the SSSP Handbook for more information on title 5
requirements.
You must report projected expenditures related to these items in the budget plan. Include all staff costs
(salaries and benefits) for each position and the direct cost to purchase, develop or maintain technology tools
specifically for all core services detailed below.

IIa. Core Services
i.

Orientation

Title 5, section 55521, requires orientation to include the topics listed below. Any orientation that does not
include the topics listed in title 5 is not eligible for SSSP funding. General outreach activities are also not
eligible for this funding.









Academic expectations and progress standards pursuant to section 55031.
Maintaining registration priority pursuant to section 58108.
Prerequisite or co-requisite challenge process pursuant to section 55003.
Description of available programs, support services, and campus facilities, and how they can be
accessed.
Academic calendar and important timeline.
Registration and costs related to attendance.
Available education planning services.
Other issues, policies, and procedures determined necessary to provide a comprehensive orientation
to students.

1. Give a brief and specific overview of your orientation services or plans for developing and implementing
these services.
Orientations at Cuesta College are designed to provide noncredit ESL and ABE students with the
information they need to navigate their way successfully to completion of their educational goals.
Orientation sessions provide general information and referrals for more detailed information. In an
effort to accommodate the noncredit student population, orientations are provided annually through
either a classroom based orientation session, small group sessions, or a walk in one-on-one in person
approach. These orientation sessions are offered at all three campuses as well as off campus locations
throughout the community to minimize access barriers to noncredit students.
Orientation and advising sessions acquaint all new and returning students with the college’s
procedures, programs, support services, financial assistance, student performance expectations,
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and applying and registering for classes and scheduling. Students will also have the opportunity to
participate in an academic planning session designed to assist students in determining the most
appropriate courses for their first semester.
Students are made aware of orientation dates in advance through various outreach functions
throughout the community. Students may attend an enrollment date prior to the start of a term or
come to the Continuing Education Office or attend any of the enrollment dates throughout the
community, at off campus locations after the start of a semester.
A PowerPoint presentation is used as part of the orientation for both the ESL and ABE program; the
presentation provides information about the noncredit programs, certificates, student responsibilities
and grades, academic calendar and important timelines, educational planning services, career
pathways, support services, child care services, and campus policies. The PowerPoint is translated for
students in their native language when necessary. Students receive a hard copy of the PowerPoint
presentation for their records.

2. Describe the student audience and estimate the number to be served.
Continuing Education students who attend the noncredit ESL orientations are community members
who do not speak English as their first language. These students come from a variety of backgrounds
and are demographically diverse. Most of the students use Spanish as their primary language. All
students enrolling in noncredit ESL are required to complete orientation. Approximately, 550 students
are served each year at these classroom based, small group, or one-on-one orientations.
Continuing Education students who attend the noncredit ABE orientations are community members
who do not have a high school diploma. These students also come from a variety of backgrounds and
are demographically diverse. All students enrolling in noncredit ABE are required to complete
orientation. Approximately, 100 students are served each year at these classroom based, small group,
and one-on-one orientations.
Students enrolled in the noncredit programs are typically older students interested in gaining skills to
expand their job prospects, achieve a GED, communicate effectively in their community and become
more involved in their children’s education. Approximately, 92% of students enrolled in the noncredit
programs have less than a 12th grade education. Of that 92%, 39% have less than an 8th grade
education. Most students enrolled in our noncredit programs are academically underprepared and lack
confidence in achieving their educational goals. The orientation for noncredit students not only
informs students of college programs, resources, and policies but is also is a motivational tool to help
students gain self-assurance in their ability to succeed.
3. Describe the delivery methods (in groups, in person, online, etc.) and activities that will be provided.
Orientations are provided annually through a classroom based orientation, small group, or a walk in
one-on-one in person approach. Classroom based orientations are provided before the start of each
semester, small group and one-one-one sessions are provided to students after the start of the
semester or class.
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Orientation sessions are conducted during registration periods scheduled prior to the start of
classes to provide students and potential students with information concerning college programs,
support services, child care services, student performance expectations, institutional procedures,
and facilities.
Faculty, advisors, and student success and support staff will guide students on how to read and use
the information presented during orientation to select classes.
Orientations provide enrolled and potential noncredit students with information concerning
college programs, services, facilities, grounds, academic expectations, and course scheduling and
institutional procedures in a timely manner.
Faculty, advisors, and student success and support staff use the orientation to instill confidence,
motivate, and excite students about their educational goals and pathways to success.
Student success and support staff provide modified or alternative services for the orientation
process (when necessary) for ethnic and language minority students and students with disabilities.

4. Describe any partnerships among colleges or with high school districts, workforce agencies, or other
community partners that assist with providing orientation.
Over the past several years, we have closely collaborated with local Unified School Districts,
Department of Social Services, America’s Job Center of California, City Libraries, and local community
organizations to offer orientation services in an array of settings and locations throughout the
community. These partnerships have increased access for potential students to receive noncredit
services. This is particularly important for the noncredit student population with personal barriers such
as transportation, time, and work constraints. Furthermore, through the AB86 San Luis Obispo County
Adult Education Consortium (SLOCAEC), partnerships have been developed that help identify and
target the adult education population to ensure information and resources regarding our programs are
effectively communicated.
5. Include at what point in the enrollment process orientation is provided.
Orientation is completed during scheduled enrollment dates prior to the start of the semester, and
then offered in small groups, and one-on-one, once the semester has started. Orientations are
provided during the two weeks prior to the start of the semester to capture the majority of new and
returning students enrolling in the program. After these scheduled enrollment dates, students are still
invited to come to the Continuing Education office, Monday through Thursday to enroll in the
noncredit programs. The orientation is conducted after a student has completed the application and
assessment process.
Off campus classes also offer an enrollment date prior to the start of the class. If students are unable
to attend that date they are able to register and complete the orientation with a staff member in a
one-on-one setting. The reason we give the orientation during the enrollment process is to avoid
students having to come back at a different time to complete the orientation. This is particularly
important for our students with transportation, time, and work constraints. In past experiences, we
have found that it is difficult for this student population to return another day to complete another
component of the enrollment process prior to the start of the class.
Prior to orientation, students register for courses with the assistance of an advisor or student services
site specialist, and ESL/ABE staff. This ensures accurate registration of a student, and allows all
questions can be addressed individually prior to course attendance. Secondly, assessment proctors

College: Cuesta College

District: SLOCCCD

Page 8 of 30

and support staff administer the assessment and provide students with the appropriate course
placement. Advisors and support staff assist students with completing the course registration process.
After the completion of the application, assessment, and registration process, students are then
guided through the orientation process.

6. Include information on awareness and prevention programs on campus sexual violence consistent with
requirements of the federal Clery Act and the Violence Against Women Act.
The Continuing Education program orientations include a PowerPoint slide that provides information
on awareness and prevention programs on campus, that include sexual violence consistent with
requirements of the federal Clery Act and the Violence Against Women Act. The Public Safety
department is also included in the website and provides further detail and information on these
specific topics. Students are provided with a hard copy of the orientation with this information.

7. Describe any commercial technology or in-house products, as well as any annual subscriptions or other
requirements for these products. Be sure to include these items in the table below.


PowerPoint is used to administer the orientation.

8. List all staff costs in the table below for each position providing these services. List any other orientationrelated expenditures that are included and clearly cross referenced in your noncredit SSSP budget plan.
See the Chancellor's Office Budget and Accounting Manual for more detail on expenditure codes. Indicate if
the items listed are paid for with SSSP funds or match. You may add additional rows as necessary.
Budget
Code
1000
2000
3000
4000
5000
6000
7000

Category Title

FTE

SSSP

Match

Academic Salaries
Classified & Other Nonacademic
Salaries
Benefits
Supplies and Materials
Other Operating Expenses
Capital Outlay
Other Outgo

.11
.88

$4748
$ 15,214

$ 9,557
$ 15,353

$ 4,128

$ 6,491

9. Identify the staff providing or supporting orientation services and provide a brief, one-sentence statement
of their role in orientation. Please add rows as necessary.
Title
ESL Faculty
ABE Faculty
Student Support Site
Specialist
Bilingual Assessment
Proctor

Role
Facilitates the ESL Power Point Orientation
Facilitates the ABE Power Point Orientation
Assists faculty with facilitating the orientation and provides additional
student support such as translating and interpreting handouts
Assists faculty with facilitating the orientation and provides translation when
necessary.
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Assists faculty with facilitating the orientation and provides additional
support for orientations embedded in a classroom environment
Assists faculty with facilitating the orientation and provides additional
support for orientations embedded in a classroom environment
Assists faculty with facilitating the orientation and provides additional
support for orientations embedded in a classroom environment, conducts
outreach for program services
In collaboration with student services and division chairs, develops
presentation, materials, and budget. Organization and schedule of on and off
campus orientations.

Chair, Student Success &
Development, ESL

In collaboration with Associate Director, ensures proper reporting of
noncredit orientations
Collaborates with Associate Director to schedule orientations and follow-up
for ESL students

Director, Workforce
Economic Development

Coordinates with Associate Director to monitor and review the orientation
process and reporting

ii.

Assessment and Placement

1. Give a brief and specific overview of the assessment process for noncredit students. Include a description
of the test preparation that is available.
The assessment process is used to identify basic skills levels, learning styles, career interests and
aptitudes and/or the need for special services for the noncredit students enrolled in the ESL or ABE
programs. The assessments for noncredit students provide a holistic and emerging portrait of
students, which assists in their advisement. The process is ongoing as students acquire new skills and
achieve goals.
Placement testing for noncredit ESL and ABE students is offered through the Continuing Education
Center. It is required that all new students complete the assessment process through the
Comprehensive Adult Student Assessment System (CASAS).
Assessment testing is available in various formats and at various locations. Assessments are
administered through computerized tests at Cuesta College’s testing centers on the San Luis Obispo
Campus, the North County Campus, and the South County Center. The computerized tests are
administered on desktop computers and are proctored by certified testing staff. Classes that are
offered off-campus in community locations administer a paper-pencil version of the assessment due to
lack of internet access at off-campus locations.
Although, assessment tests are offered year-round and are provided on a walk-in basis, scheduled
enrollment dates are provided before the start of each semester to capture the majority of noncredit
students and to provide core SSSP services during this scheduled session. No appointment is
necessary. Morning, afternoon, and evening testing are all available. The Continuing Education
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Program offers increased testing during peak registration. In addition, individual appointments may be
made for special circumstances.
To begin the process, faculty and student success and support staff provide a brief explanation of what
will occur during the enrollment process. First, noncredit support staff determines if a student needs
to complete the admissions application. After the admissions process is complete, students answer a
set of questions for multiple measures at the beginning of the CASAS assessment then the assessment
test is administered by a certified proctor. Students are given 50 minutes to complete the CASAS
assessment. This process is the same for the computerized and pencil-paper version.
The primary form of test preparation is the sample test questions published by CASAS. These are
available before each official assessment is administered. The sample test questions include a key and
therefore students can self-grade their performance. This not only allows the student to practice, it
also allows them to familiarize themselves with the CASAS test question format. This is available for
both noncredit ABE and ESL students.
Placement results are immediately available following the completed assessment. Students
then participate in a short advisement with SSSP staff to select and register for the
appropriate noncredit course. These advisement sessions are informed by the student’s
placement results as well as their work-life schedules, academic goals, and campus location
preferences.
Test preparation is available in the form of sample test questions, diagnostic tutorial software
through on-campus academic computer labs, paper format and through online web sites
dedicated to test preparation.
2. Describe the student audience, including an estimate of the annual number of students to be assessed and
a description of who is required to be assessed.
Continuing Education students who want to register in the noncredit ESL program are community
members who do not speak English as their first language. These students come from a variety of
backgrounds and are demographically diverse. Most of the students use Spanish as their primary
language. All students enrolling in noncredit ESL are required to complete assessment testing.
Approximately, 550 students are assessed annually.
Continuing Education students who want to register for the noncredit ABE program are community
members who do not have a high school diploma. These students also come from a variety of
backgrounds and are demographically diverse. All students enrolling in noncredit ABE are required to
complete assessment testing. Approximately, 100 students are assessed annually.
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3. Identify any assessment test(s) used for placement into English, mathematics, and ESL courses or any other
noncredit course or program. Provide specific information about any second-party tests, including the
versions and forms used. Describe which tests and services are offered online, in person, individually or in
groups, etc., and indicate when tests were approved by the CCCCO and what type of approval was granted.
Indicate when disproportionate impact and consequential validity studies were completed.
In terms of online testing, Cuesta College Continuing Education Assessment Services offers
computerized testing via the Comprehensive Adult Student Assessment System (CASAS) test platform.
For ESL and ABE, the Life and Work test series are administered, specifically the Reading Appraisal,
Form 80R. This assessment was initially given probationary approval by the CCCCO on July 1, 2014 and
will expire on July 1, 2017. The same test sections are administered using the standard pencil and
paper tests for off-campus locations. Pencil-paper tests are also offered as an accommodation at our
on-campus sites.
Unless special arrangements are made, assessment testing is done in person and in groups through the
Continuing Education office. Private rooms are an accommodation that can be provided. Students
testing remotely through an approved proctor are individually tested at the off campus location.
Regardless of the test format, a certified proctor is always required to be present for assessment
testing.
During the fall 2016 term, we will be running a disproportionate impact report at the same time we
are running the validity studies.

4. Describe what multiple measures are used, how they are integrated into the assessment system (as part of
an algorithm included in the test scoring process, applied by counselors, used on their own without a test,
etc.) and how they meet the multiple measures requirement per title 5, sections 55502 and 55522.
Multiple measures are combined with the student’s test scores to produce an overall placement level.
Multiple measure data is collected through a series of background questions that are administered as
part of the assessment testing process prior to the actual test. The student self-reports information
related to his/her academic history, employment status, educational goals, and personal status. The
following are the multiple measures used:


Highest level of education (including education in home country)



Number of years student has studied English



High School Diploma or equivalency



Employment Status



Educational goal

Student responses to the background questions are reviewed and applied by noncredit SSSP staff.
Overall placement is based upon test scores and background question responses.
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SSSP staff will use a standardized rubric to weigh background question responses which ultimately
determine the student placement level in combination with the test score.
The assessment scores and placements will be uploaded into Banner recording the assessment
services provided. Students are provided with a copy of their score report and overall placement
level immediately following the assessment test. By providing students with a paper copy of their
assessment results, the challenge and barrier of computer access and literacy is eliminated for
the noncredit student population.
5. Describe the policy on the acceptance of student assessment scores and placement results from colleges
within a multi-college district, from colleges outside of the district, or from adult education programs.
N/A
6. How are the policies and practices on re-takes and recency made available to students?


Re-take: The retake policy for each assessment is posted on the Continuing Education webpage.
Assessments may be taken twice in a calendar year.



Recency: The recency policy for each assessment is posted on Continuing Education webpage. Tests
scores are valid for one year.

7. Describe any additional commercial technology or in-house products used for assessment and placement,
as well as any annual subscriptions or other requirements for these products. Be sure to include these
items in the table below.
CASAS
TOPsPro Enterprise
Banner

8. List all staff costs in the table below for each position providing these services. List any other assessmentrelated expenditures that are included and clearly cross referenced in your noncredit SSSP budget plan.
Indicate if the items listed are paid for with SSSP funds or match. You may add additional rows as
necessary.
Budget
Code
1000
2000
3000
4000
5000
6000
7000

Category Title

FTE

SSSP

Match

Academic Salaries
Classified & Other Nonacademic
Salaries
Benefits
Supplies and Materials
Other Operating Expenses
Capital Outlay
Other Outgo

.25
1.38

$ 4748
$ 35,103

$
$ 15,353

1.38

$ 7,804
$ 2,980

$ 5,093
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9. Identify the staff providing or supporting assessment services and provide a brief, one-sentence statement
of their role. Please add rows as necessary.

Title
Student Support Site
Specialist
Bilingual Assessment
Proctor
Assessment Assistant
Associate Director,
Continuing Education
(Noncredit SSSP
Coordinator)
SSSP Credit Coordinator
Director, Workforce
Economic Development

iii.
1.

Role
Administers the CASAS assessment and reviews the multiple measures to
place student in the appropriate level. Also provides students with results
Administers the CASAS assessment and reviews the multiple measures to
place student in the appropriate level.
Administers the CASAS assessment and reviews the multiple measures to
place student in the appropriate level. Also provides students with results
Assists noncredit SSSP staff in scheduling assessments for noncredit
programs

Assists the Associate Director in completing the schedule and facilities for
noncredit program assessments
Coordinates with Associate Director to monitor and review the assessment
process and reporting

Counseling, Advising, and Student Education Planning
Give a brief and specific overview of the process and service delivery methods for noncredit students for:
 Counseling
 Advising
 Development of the Noncredit Student Education Plan (NSEP)3.
Counseling/Advising
Advisement for the noncredit student population will be frequent and services will be provided
within an instructional environment, as well as within office settings in the Continuing Education
Center and one-on-one via skype for students enrolled at off campus locations. Advisors interpret
assessment scores and assist students with appropriate course selection. Advisors assist with the
classroom based orientation by interpreting handouts and explaining the educational planning and
transition process.
When congruent with the student’s educational goal, advising is geared to facilitate the transition of
noncredit students into other noncredit and credit academic and vocational programs. Advisors also
help noncredit students identify long term goals and provide additional opportunities to enhance
skills, participate in career ladder pathways and fulfill life-long learning goals.
Noncredit Student Education Plan
The NSEP for ESL and ABE is completed as an in-class activity facilitated by the instructor of record
and advisor during the first four weeks of the term. Faculty and advisors review the course sequence

3

The Noncredit Student Education Plan (NSEP) is designed specifically for nonexempt, noncredit students who enroll to earn diplomas or career
technical certificates, enhance skills, maintain a certificate or license, or participate in career pathways. This plan is distinguished from the
comprehensive and abbreviated plans provided to credit students; however, it is currently accounted for as a comprehensive plan under element SS01
in the MIS.
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for ABE and ESL to help students identify their short and long term goals and describe the
educational pathway to successfully achieve those goals. They also explain the process for course
promotion and the certificate award process. NSEPS are originally manually written. The student
receives a paper copy at the time the plan is created. Later they are scanned and entered into the
student database where they stored electronically.
Advisors will meet again with noncredit students during the last four weeks of the term. These
appointments are individual and small group sessions during the students scheduled class. The
students are excused from class to complete a follow-up with the student advisor. Advisors will assist
students who did not initially identify an educational goal, follow-up with those students who may
be ready and interested in transitioning to other noncredit, vocational, or credit programs. As an
additional option, noncredit students can at any time choose to review their NSEP with an advisor
during a scheduled individualized session or on a drop-in basis. Advisors can access the Noncredit
Student Education Plan through Xtender in Banner. They are edited and revised as needed, so that
the plan is accurate and reflects the student’s progress.
2.

Describe the student audience and estimate the number to be provided services.
Continuing Education students who enroll and register for the noncredit ESL program are community
members who do not speak English as their first language. These students come from a variety of
backgrounds and are demographically diverse. Most of the students use Spanish as their primary
language. Approximately, 550 students are served each year in an instructional advising environment
or one-on-one advising sessions in the Continuing Education office on the three main campuses or via
skype for students enrolled in off campus locations.
Continuing Education students who enroll and register for the noncredit ABE program are community
members who do not have a high school diploma. These students also come from a variety of
backgrounds and are demographically diverse. Approximately, 100 students are served each year in an
instructional advising environment or one-on-one advising sessions in the Continuing Education office
on the three main campuses or via skype for students enrolled in off campus locations.

3.

Describe any partnerships among colleges, high school districts, adult education programs, workforce
agencies, or other community partners that assist with counseling, advising or education planning.
The San Luis Obispo County Adult Education Consortium, which consists Cuesta College, K-12 Unified
School Districts and local partnering agencies have collaborated to provide advising to all noncredit
students, most importantly reaching students at our remote off campus classes located at local
unified school districts and community centers.

4.

Describe at what points in the student’s academic pathway these services are provided.
The NSEP is embedded during classroom instruction and is completed with the instructor of record
during the first four weeks of the term. Approximately, mid-semester students will meet with an
advisor during individualized scheduled appointments to review and update the NSEP. These
appointments are scheduled during the students regularly scheduled class time. Follow-up services are
provided during the last four weeks of the term and are completed through embedded classroom
advising. Noncredit students are provided the opportunity to meet with an advisor anytime during the
semester.
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Advising is introduced during the orientation process. Students will initially be introduced to an advisor
during their regularly scheduled class. Advisors schedule class visits to introduce themselves and
provide students with the information and resources needed to utilize the advising services. Advisors
are available Monday through Thursday in the morning and evening to meet the scheduling needs of
noncredit students.

5.

Describe the adequacy of student access to counseling and advising services. Indicate whether
appointments are required and the average wait time for an appointment and for drop-in counseling, if it
is available.
Noncredit students are provided the opportunity to meet with an advisor anytime during the
semester. Advisors are available Monday through Thursday in the morning and evening to meet the
scheduling needs of noncredit students. Appointments are not required, walk-ins are welcome.
Currently, students can receive advising immediately with no wait time.

6.

Describe any use of academic or paraprofessional advising.
Part-time ABE and ESL faculty are advisors for the noncredit program. Noncredit faculty are familiar
with the needs and goals of the noncredit student population and are trained to help students meet
their educational, workforce, and personal goals. Advisors will interpret assessment outcomes and
assist students with course registrations that meet their personal and work schedule. Advisors provide
information on resources for academic success and retention. They also help motivate and instill
confidence in noncredit students who often enter the program with fear and lack of confidence in their
educational goals.

7.

Describe any additional commercial technology or in-house products used for support of counseling,
advising, NSEP development and other education planning services, such as scheduling or degree audit, as
well as any annual subscriptions or other requirements for these products. Be sure to include these items
in the table below.
Banner
TopsEnterprise
Skype

8.

List all staff costs in the table below for each position providing these services. List any other related
expenditures that are included and clearly cross referenced in your noncredit SSSP budget plan. Indicate if
the items listed are paid for with SSSP funds or match. You may add additional rows as necessary.

Budget
Code
1000
2000
3000
4000
5000
6000

Category Title

FTE

SSSP

Match

Academic Salaries
Classified & Other Nonacademic
Salaries
Benefits
Supplies and Materials
Other Operating Expenses
Capital Outlay

.45

$ 16,051

$

.45

$ 1,138
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Other Outgo

Identify the staff providing or supporting follow-up services and provide a brief, one-sentence statement
of their role. Please add rows as necessary.

Title
Advisors
Student Support Site
Specialist
Aide V
ESL Faculty
ABE Faculty
Associate Director,
Continuing Education
(Noncredit SSSP
Coordinator)
SSSP Credit Coordinator
Director, Workforce
Economic Development

Role
Review and update NSEP with students, available for walk-ins and
scheduled appts
Assist advisors and faculty with NSEP data entry
Assist advisors and faculty with NSEP data entry
Complete NSEP with students during regularly scheduled class
Complete NSEP with students during regularly scheduled class
Assists advisors and SSSP staff in scheduling the various advising
appointments to meet the needs of students in all noncredit programs

Collaborates with Associate Director to ensure advising appointments have
been reported in Banner
Coordinates with Associate Director to monitor and review the advising
process and reporting

iv. Follow-Up Services
1.

Give a brief and specific overview of the process for noncredit students for follow-up services in
accordance with title 5, section 55525.
Follow-up activities are intended to identify additional student needs to support success, persistence,
and retention. A systematic plan of follow-up will be in place for noncredit students. As students are
enrolled in a term, faculty will provide early detection of academic difficulties for students. Faculty will
notify advisors who will in turn schedule an individualized advising appointment with the student.
Retention Assistants will make phone calls to noncredit students who have ‘stopped-out’ of the
program to offer support and guidance for re-entry. Outreach specialists provide presentations to
noncredit classes to inform students of student support services to help them succeed and meet their
goals. Follow-up services will include academic progress, student services, student educational
planning, goal setting, and any other items the noncredit student may need assistance with which may
include childcare, transportation, or work schedules.
Before the end of the term, students will complete the CASAS update record to evaluate their
academic progress, personal and workforce goals. This evaluation takes place within the classroom and
is facilitated by an advisor or SSSP staff.
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Describe the student audience and estimate the number to be served. Note that noncredit at-risk students
meeting the definition provided by title 5 are those enrolled in basic skills courses or students who have
not identified an education goal and course of study.
Continuing Education students who want to register in the noncredit ESL program are community
members who do not speak English as their first language. These students come from a variety of
backgrounds and are demographically diverse. Most of the students use Spanish as their primary
language. Approximately, 500 students will receive follow-up services.
Continuing Education students who want to register for the noncredit ABE program are community
members who do not have a high school diploma. These students also come from a variety of
backgrounds and are demographically diverse. Approximately, 75 students will receive follow-up
services.

3.

Include an estimate of the annual number of students to be provided these services, and the process to
identify them.
All enrolled ESL and ABE noncredit students will receive follow-up services, approximately 500
students annually.

4.

Describe the strategies for addressing the needs of these students, including:
 Types of services available.
 Strategies for providing these services to assist students in selecting an education goal and course of
study, and how the services are provided (online, in groups, etc.).
Types of services available
In an effort to increase student success and retention for noncredit students Cuesta College realizes the
need to expand student services for this student population. Through a holistic approach to student
services, noncredit staff members guide this at-risk student population with patience, motivation, and
resourcefulness to ensure students reach their academic, personal, and career goals. Follow-up services
are provided as an on-going basis while students are enrolled in the noncredit program to insure they are
successful and provide them with additional resources when they are lacking confidence and struggling to
succeed.
Services available:
 Embedded classroom advising
 In-person appointments
 Walk-in counseling (15 minute limit)
 E-mail correspondence
 Phone
 Crisis intervention, referral, and initial personal counseling (students are allowed 6 mental health
appointment through their Health Center Fee)
 Classroom presentations by Counseling Department
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Strategies for providing these services to assist students in selecting an education goal and course of
study, and how the services are provided (online, in groups, etc.)
Cuesta College noncredit programs use trained SSSP staff that understand the barriers and needs of
noncredit students. Retention specialist and site specialist work closely with students to ensure they
schedule appointments with advisors at a time that fits their schedule. Childcare is provided for students
during their advising appointments to eliminate some of the personal barriers that affect a student from
participating in the follow-up resources. Cuesta College understands the importance of follow-up
appointments because they help students understand the critical components for transitioning to credit
and other academic programs. Follow-up appointments are offered Monday through Thursday in the
morning and evening hours to ensure all noncredit students have access.
5. Include any commercial technology or in-house products used for follow-up. Be sure to include these items
in the table below.
Banner
TopsEnterprise
Skype
6. List all staff costs in the table below for each position providing follow-up services. List any other followup-related expenditures that are included and clearly cross referenced in your noncredit SSSP budget plan.
Indicate if the items listed are paid for with SSSP funds or match. You may add additional rows as
necessary.
Budget
Code
1000
2000
3000
4000
5000
6000
7000

Category Title

FTE

SSSP

Match

Academic Salaries
Classified & Other Nonacademic
Salaries
Benefits
Supplies and Materials
Other Operating Expenses
Capital Outlay
Other Outgo

.50

$ 7,975

$ 7,668

.50

$ 652

$ 1,398

7. Identify the staff providing or supporting follow-up services and provide a brief, one-sentence statement
of their role. Please add rows as necessary.
Title
Advisors
Student Site Specialist
Retention Specialist
Associate Director,
Continuing Education
(Noncredit SSSP
Coordinator)
SSSP Credit Coordinator

Role
Meet with students to provide follow-up advising
Contact students who have not scheduled follow-up appointments/ data
entry
Contact students who have not scheduled follow-up appointments
Schedule advisors and noncredit SSSP staff to ensure students receive followup services

Coordinates with the Associate Director to ensure all follow-up services have
been reported
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Chair, Student
Development & Success

Coordinates with the Associate Director to schedule follow-up services for
ESL students

Director, Workforce
Economic Development

Coordinates with Associate Director to monitor and review the follow-up
process and reporting

IIb. Additional Match Expenditures
List any match expenditures not previously accounted for in this plan. These expenditures may include
Admissions and Records, Transfer and Articulation services, Career Services, institutional research (unrelated
to SSSP), institutionally funded tutoring, and supplemental instruction costs for at-risk students. Ensure that
expenditures are clearly cross referenced in the budget plan.
Coordination
Budget
Category Title
Code
1000
Academic Salaries
2000
Classified & Other Nonacademic
Salaries
3000
Benefits
4000
Supplies and Materials
5000
Other Operating Expenses
6000
Capital Outlay
7000
Other Outgo
Institutional Research
Budget
Category Title
Code
1000
Academic Salaries
2000
Classified & Other Nonacademic
Salaries
3000
Benefits
4000
Supplies and Materials
5000
Other Operating Expenses
6000
Capital Outlay
7000
Other Outgo
Other Match Services
Budget
Category Title
Code
1000
Academic Salaries
2000
Classified & Other Nonacademic
Salaries
3000
Benefits
4000
Supplies and Materials
5000
Other Operating Expenses

FTE

SSSP

Match

.30

$

$ 33,728

.30

$ 8,947

FTE

SSSP

Match

.05

$

$
$ 17,223

.30

FTE

$ 4,890

SSSP

Match

$
.05

$ 5,972

.05

$ 1,493
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Capital Outlay
Other Outgo

SECTION III. POLICIES
i. Exemption Policy
Provide your institution’s policy for exempting noncredit students from participation in the required
services listed in title 5, section 55520 consistent with the requirements of section 55532.
Students that have completed an associate degree or higher are exempt from participation in orientation,
assessment, counseling, advising, or student education plan development, as required by subdivision (a),
(b), (c), or (d) of section 55520. Students exempted are notified by noncredit SSSP staff of their exemption
status, though they are still encouraged to participate in these activities. However, we encourage all
noncredit students who may have degrees from their native country to still participate in our services so
they have a full understanding of the program and resources available to them.

ii. Appeal Policies
Briefly describe the student appeal policies and procedures required under title 5, section 55534 (e.g.,
priority enrollment, prerequisites, co-requisites, etc.) and explain how students can access them.
Prerequisite Appeal
If a student chooses to appeal a prerequisite (or co-requisite) they would need to complete that process in
the Continuing Education office with a noncredit staff member. The noncredit staff member will assist
them in completing the required form, at which point the student will need to describe why they believe
they do not need the prerequisite by one of the four ways stated in Title 5. The form will be sent to faculty
and advisors for review and final decision. Students will be notified immediately of the decision by the
Continuing Education office.
Student Complaint Process
Students who are dissatisfied with an experience on campus may refer to "Student Complaint
Procedures". If a student is not satisfied with the solution posed through appropriate Academic
Affairs channels, then student may make an appointment with the Vice President of Student
Services or the Dean of North County Campus and South County Centers, who will serve as a
clearing-house to evaluate the student's next steps.
Student Complaints
The student complaint grid indicates the sequence of opportunities for resolving student
complaints. A student should initiate a complaint directly with the full range of appropriate
individuals as indicated on the Student Complaint Referral Grid. If a student is not satisfied with the
solution posed through the Student Complaint Referral Grid, the student should make an
appointment with the Vice President of Student Services or the Dean of North County campus and
South County center or the Dean of Student Services to evaluate the next steps which may be the
filing of a formal grievance.
The Vice President of Student Services, the Dean or Dean of Student Services serve as a clearinghouse
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for students dissatisfied with an experience on campus; these students may not be
knowledgeable about the appropriate steps to take, or the protocol to follow regarding a complaint.
An initial meeting between the Vice President of Student Services or designee and the student may
result in a referral to the appropriate individual.* The Vice President of Student Services or Dean or
Dean of Student Services will contact the individual to whom the student is being referred to
facilitate resolution.
While it is recognized that the grid represents the ideal sequence of opportunities for resolving
student complaints, it is understood that when actual situations arise, the parties involved will use
their best judgment regarding complaint resolution depending upon the availability of personnel and
the immediacy of the problem.
Student Complaint Grievances
The next step beyond the complaint process may be the filing of a formal grievance depending upon
the nature of the complaint.
A complaint is grievable if it is non-disciplinary and involves the process, application, or interaction
of school policy—in other words, how something was done or processed. In general, a complaint is
not grievable if it involves the content of existing policy.
For specific information regarding the Student Grievance Procedure, refer to Cuesta College Board
Policy 6205.
*When a student has a complaint which involves (1) sexual harassment, (2) civil rights discrimination
on the basis of ethnicity, race, national origin, religious beliefs, age, gender, color, physical or mental
disabilities, veteran status, sexual orientation or sexual identity, or marital status, or (3) retaliation
for filing a sexual harassment or other unlawful discrimination complaint, referring a matter for
investigation, participating in an investigation of a complaint, serving as an advocate for an alleged
victim or alleged offender, or who otherwise furthers the principles of the District's unlawful
discrimination policy (Policy 1565), then the matter is to be referred to the Director of Human
Resources and Labor Relations as such matters are to be handled pursuant to Policy 1565 (unlawful
discrimination) and not as a student grievance.
Students have the right to pursue their complaint after completing the above complaint process with
the California Community Colleges Chancellor’s Office (CCCCO). CCCCO provides students and others
with a method and process outside of the institution that takes, investigates and responds to
complaints regarding the institution. The link to the CCCCO process and form is
http://californiacommunitycolleges.cccco.edu/ComplaintsForm.aspx. CCCCO has provided this
disclosure in compliance with the requirements of the Higher Education Act of 1965, as amended, as
regulated in CFR 34, Sections 600.9 (b) (3) and 668.43(b).
When a challenge contains an allegation that the college has violated the provisions of the
assessment regulations1 the college shall, upon completion of the challenge procedure established,
advise the student that he or she may file a formal complaint of unlawful discrimination

iii. Prerequisite Procedures
Provide a brief description of the procedures for establishing and periodically reviewing prerequisites in
accordance with title 5, section 55003 and procedures for considering student challenges.
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Prerequisites are established in the course outline of record (COR) that is reviewed and approved by the
local Curriculum Committee. During the review of the COR, the Curriculum Committee considers any
prerequisites, co-requisites, or advisories established by the course author. Furthermore, the committee
discusses any other prerequisites, co-requisites, or advisories they feel may be beneficial for student
success based on the student learning outcomes, objectives, content, and assignments for the course. Any
pre-requisites, co-requisites, or advisories approved by the Curriculum Committee are noted in the
meeting minutes, and the required documentation is attached to the COR in CurricuNet. The committee
follows the criteria established by title 5 in determining if prerequisites, co-requisites, or advisors are
appropriate.
Curriculum is reviewed through institutional processes to ensure prerequisites, co-requisites, and
advisories are updated as needed.

SECTION IV. PROFESSIONAL DEVELOPMENT
Briefly describe plans for faculty and staff professional development related to implementation of noncredit
SSSP.

Core-group Training and Professional Development
The Student Support and Success Committee is the designated advisory committee to the Student
Success and Support Program. The Student Support and Success Committee oversees the Basic Skills
Initiative activities and recommends and promotes student support strategies and services.
Additionally, the committee works to align student success and retention efforts with Strategic
Planning and EMP Core Principles, ensuring that the various efforts are well connected to each other
and embedded in the college’s structure.
In preparation to lead the college and staff through implementation of the Student Success and
Support Program, a core workgroup of college personnel led by the Vice President of Student
Services was formed. The workgroup consists of the Vice President of Student Services, a Computer
Programmer, the Director of Counseling/SSSP, the SSSP Coordinator, the Associate Director of Continuing
Educator,and the Director of Admissions & Records.
The SSSP core workgroup began by reviewing the SSSP legislation. Members of the workgroup meet
at least weekly to discuss implementation and interpretation of legislation as topics arise.
In addition, members of the core workgroup attended various professional development
conferences and webinars:
• Statewide Chancellor’s Office Student Success and Support Program Conference, All Director’s Training,
September 2015
• ACCE Fall Workshop, Chancellor’s Office, October 2015
•.Noncredit Student Success and Support Program Plan Webinar, August 2015
Each member of the core group is the primary training instructor for their respective areas. Training includes
introduction of new procedures, evaluation of current practices, along with issues related to college access and
matriculation processes.
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SECTION V. INSTITUTIONAL RESEARCH
Briefly describe the types of institutional research that will be provided that directly relates to the provision or
evaluation of noncredit SSSP services.
Orientation
Institutional research will assess the effectiveness of classroom based, group, and in-person orientations
via student surveys and via analyses of the effects of orientation participation on student success.
Assessment
Institutional research will provide and evaluate reliability and validity evidence to
support the use of assessment instruments for placement decisions in noncredit Adult Basic Education, and
ESL programs. As outlined by the Chancellor’s Office, this research includes content reviews, criterion and
consequential validity studies, as well as an assessment and monitoring of disproportionate impact
of placement decisions on identified subgroups.

Advising/ Follow-up
Institutional Research will support the evaluation of advising and follow-up services through ongoing student
surveys, and through the analysis of student success and retention rates.

SECTION VI. PLAN COORDINATION
Coordination with Credit SSSP Plan, Student Equity Plan, Basic Skills Initiative and Other Institutional
Planning Efforts
Briefly describe how the plan and services are coordinated with the credit SSSP plan, student equity plan and
other district/campus plans (e.g., categorical programs) and efforts including accreditation, self-study,
educational master plans, strategic plans, Institutional Effectiveness, the Basic Skills Initiative, Adult Education,
and departmental program review.
Educational Master Plan
The SLOCCCD Educational Master Plan 2011-2016 & Addendum puts in place the district’s
Institutional Goals. Institutional Goals 1 and 2 tie in directly with the Noncredit Student Success and Support
Program’s mission to improve success rates and to anticipate student needs:
Institutional Goal 1: San Luis Obispo County Community College District will enhance its
programs and services to promote students’ successful completion of transfer requirements,
degrees, certificates, and courses.
District Commitment: This Institutional Goal articulates the district’s intention to join the nation
and the state in reversing the documented decline in degree and certificate completion
percentages in the United States.
Institutional Goal 2: San Luis Obispo County Community College District will build a sustainable
base of enrollment by effectively responding to the needs of its local service area.
District Commitment: Institutional Goal 2 is the district’s commitment to review and revise
programs and services as needed to fit the needs of the local community.
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The means to meet these goals are further defined in the district’s strategic plan.
Strategic Plan
The 2014-2017 Strategic Plan focuses on progress toward Institutional Goals as outlined in the San
Luis Obispo County Community College District Educational Master Plan & Addendum 2011-2016.
The Institutional Objectives describe the initiatives that will be undertaken to achieve the
Institutional Goals. Institutional Objectives will be reviewed to support the Noncredit Student Success
and Support Program and strategies and specific action steps will be developed to achieve those objectives.
Credit Student Support and Success Program
Student Services staff has collaborated with the noncredit program and SSSP staff to ensure noncredit SSSP
core services will be provided to all noncredit students. The two programs have worked closely with the core
training group to move forward with the implementation of the noncredit SSSP.

San Luis Obispo County Adult Education Consortium
Noncredit program administrators are members of the San Luis County AB86 Consortium and have
coordinated efforts to ensure all adult education and noncredit students in the county will be provided with
the core services of the Noncredit SSSP plan. Adult education partners will use the Noncredit SSSP plan as a
model to implement student services for the adult education population across the county .The consortium
plan identifies the need for this activity.
Student Equity Plan
The Student Success Act of 2012 served as an impetus for Cuesta College and the Student Equity
Core Task Force to review and update the district’s Student Equity Planning process. The revised
Student Equity Plan will be developed to coordinate the campus’ efforts in conjunction
with the Noncredit Student Success and Support Program (SSSP) Plan.
The Student Equity Director with help from the Student Success Committee will identify strategies to address
and monitor equity issues and mitigate any disproportionate impact on noncredit student access and
achievement. The Student Equity Plan links multiple campus and state planning and programming efforts in
order to ensure delivery efficiency, high student impact, and sustainability. The Student Equity Plan will be
implemented in conjunction with the campus’ integrated planning process, the San Luis Obispo
County Community College District (SLOCCCD) Strategic Plan, SLOCCCD Master Plan, Basic Skills
Initiative Action Plan, and Title 5, Credit SSSP, and in addition to the Noncredit Student Support and Success
Program Plan.
Basic Skills Initiative Action Plan
The 2014-2015 Noncredit ESL/ Adult Basic Education Skills Action Plan has three clearly defined activities that
are tied to the Noncredit Student Success and Support Program:
1. Increase accessibility of tutoring for noncredit ESL and ABE students.
2. Offer embedded advising to students enrolled in noncredit programs.
3. Help ESL and ABE students adjust and remain in their courses through ESL/ABE Retention Assistants
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SECTION VII. ATTACHMENTS
Please provide a list of attachments to the noncredit SSSP plan and a one-sentence description of each
attachment, if the title is not self-explanatory.
The following attachments are required:
Attachment A, Noncredit SSSP Plan Participants. Please attach a listing of all individuals with their job titles,
who were involved with creating the plan.
Attachment B, SSSP Organizational Chart. Please attach a copy of your SSSP organizational chart and highlight
the noncredit SSSP coordinator’s position. Please include all positions included in your noncredit SSSP plan and
also include any district-level positions if funded out of SSSP. Include district level positions in your plan
narrative and budget, as the district will not have its own reporting structure. The colleges within the district
will each include the prorated portion of the salary and benefits.
If your district has a district noncredit SSSP coordinator, please attach a copy of the district Student Services
organization chart, and highlight the district coordinator's position (if it is not identified as such on the chart).
Attachment C, Noncredit SSSP Advisory Committee. Attach a list of the members of your noncredit SSSP
advisory committee and their positions. If noncredit SSSP is addressed by the college’s SSSP committee, please
include information from that group.
Attachment D, Other (optional). Additional attachments may include noncredit SSSP forms or templates to
illustrate responses. You may also submit links to any relevant documents, handbooks, manuals or similar
materials that your district/campus has developed as noncredit SSSP materials.
ADDITIONAL INFORMATION
Questions regarding the development and submission of the noncredit SSSP plan may be directed to:
noncreditSSSP@cccco.edu.
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Attachment B
SSSP Organizational Chart
SAN LUIS OBISPO COUNTY COMMUNITY COLLEGE DISTRICT
NONCREDIT STUDENT SUCCESS & SUPPORT ORGANIZATIONAL CHART
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Attachment C
Noncredit SSSP Advisory Committee
Student Support and Success Committee
This is a content committee.
Description:
The Student Support and Success Committee addresses the district’s mission to achieve student success by
aligning academic excellence and retention efforts with institutional planning, ensuring that the various efforts
are well connected to each other and embedded in the college’s structure. Additionally, the committee
oversees the Basic Skills Initiative activities and recommends and promotes student support strategies and
services. The committee also serves as the District Advisory Committee for the Student Success and Support
Program, 3SP, reviewing documents and providing feedback to the district’s 3SP work groups.
Composition:
Basic Skills Coordinator – Co-Chair
Director, Student Equity & Success Centers – Co-Chair
Vice President, Student Services and College Centers or designee, non-voting
Vice President, Academic Affairs or designee, non-voting
Director of Counseling
Director of Institutional Research or designee, non-voting
Student Success and Support Coordinator
Student Success Center Supervisor – Co-Chair, 2014-2015
Dean, North County Campus and South County Center or designee
North County Faculty Representative (teaches ESL or Basic Skills)
Representative from the Division Chairs
Counseling Faculty Representatives (2)
Math Faculty Representative
ESL Faculty Representative
English Faculty Representative
College Success Studies Faculty Representative
DSPS Faculty Representative
Classified Union Representative
Financial Aid Representative
Career Technical Education/Noncredit Representative
1 ASCC Representative
* A third co-chair is selected from the membership at the beginning of the new academic year. The three co-chairs report to
Academic Senate regularly.
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 Senate Bill 1456
 California Code of Regulations, Online
 Student Success and Support Program Handbook
 MIS Data Element Dictionary
 Student Success and Support Program Student Equity Plan
 Program and Course Approval Handbook
 Accrediting Commission for Community and Junior Colleges
 Chancellor's Office Basic Skills website
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