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Foothill-De Anza CCD
Student

Business Process Analysis Agenda 

1. Meeting Logistics/Facilitators      Revised by K.Kyne 11/10/08

	
	Description

	Date
	December 1 - 4, 2008

	Time
	8:30 - 4:30

	Location
	TBD

	Facilitators
	James Tisdale, Principal Process Consultant and

Dottie Marron,  Senior Functional Consultant


2. Pre-Work

· Ensure participants come to the information-gathering sessions prepared to identify the following for each process on the agenda:

1. Hindrances to the effective operation of the current process 

2. Desired improvements to the current process (“wish list”) 

3. Purpose

· To define current state processes in order to complete a business process analysis and provide implementation/process recommendations for future state

4. Desired Outcomes

· Completed interviews for each agenda topic
· Completed process models for each agenda topic
· Data and input to complete the Recommendations
5. Agenda 

Day 1 – Monday 12/1/2008
	Topic
	Time

	Managing Faculty Workload
Purpose: to understand the various components of faculty members’ contractual responsibilities and how they are tracked
Suggested participants:  Registrar’s Office, Department Chairs and/or Dean’s Offices representatives; Institutional Research; Human Resources

	8:30 – 12:00

	Lunch
	12:00 – 1:00

	Creating Courses (Catalog)
Purpose: to understand how courses are created and the institutional course inventory is maintained.

Suggested participants:  Registrar’s Office, Academic Department representative(s) and/or Curriculum Committees, Information Technology representative
	1:00 – 4:30


Day 2 - Tuesday 12/2/2008
	Topic
	Time

	Creating the Class Schedule
Purpose: to understand how term course offerings are created and organized.
Suggested participants:  Registrar’s Office, Academic Department representative(s), Enrollment Planning, Dean of Students Office, Information Technology representative

	8:30 – 12:00

	Lunch

	12:00 – 1:00

	Registering Students
Purpose: to understand how students are enrolled in courses, including placement and advising, course wait listing.

Suggested participants:  Registrar/Records Office, Admissions Office, Advising, representatives of offices that place/remove holds (e.g., Business and other administrative offices), Academic Department representative(s), Institutional Research, other concerned offices (e.g., Facilities Management, Post Office, Health Center, ID Office, Parking), Information Technology representative

	1:00 – 4:30


Day 3 - Wednesday 12/3/2008
	Topic
	Time

	Billing Students and Processing Students’ Payments

Purpose:  

· to understand how various student payments (including third party) are processed

· to understand how billing is done, including collections and write-off.

Suggested participants:  Business Office (Student Accounts) and/or Cashier, other campus offices that generate billings or receivables (e.g., Housing, Meal Plan), Registrar/Records Office, Business Office personnel who handle third party payments, Financial Aid Office, Information Technology representative

	8:30 – 12:00

	Lunch

	12:00 – 1:00

	Auditing and Awarding Degrees
Purpose: to understand how program/degree requirements are tracked, audited, and final evaluations performed (including degree/awards posting).
Suggested participants:  Registrar’s Office, Academic Departments, Information Technology representative

	1:00 – 4:30


Day 4 - Thursday, 12/4/2008
	Topic
	Time

	Admitting Students 
Purpose: to understand the process through which individuals become students (i.e., ready to enroll in courses).  Discussion will include International students.

Suggested participants:  Admissions Office, Business Office and/or Cashier, Academic Departments representative(s), Financial Aid Office, Registrar/Records Office, Student Services areas (e.g., Residence Life), Institutional Research, Information Technology representative

	8:30 – 12:00

	
	


6. Room Set-up 
	
	

	For the Introduction to BPA on Day 1:
	For BPA Information-Gathering Sessions:

	Facilities requirements:

· Seating for all participants of all BPA sessions

· Video projector and screen

· Sound reinforcement, if the room is large
	Facilities and supply requirements:

· Conference room with conference table and chairs

· Seating for up to 12 persons

· Name cards for participants (blank card stock)

· Flipchart on easel 

· Extra flipchart paper 

· Flipchart markers in black and one other color

· Masking tape

	Limits on attendance:  No limit on attendance for this session
	Limits on attendance:  BPA sessions need to have a minimum of 4 participants plus SunGard Higher Education personnel and not more than 12 participants plus SunGard Higher Education personnel.  These are focused discussion groups.  With fewer than four persons, there is not enough diversity of opinion.  With more than 12, it becomes difficult to engage all participants fully in the discussion.
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