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Good morning! Here we are at Week 15!

One more week of classes, then finals —then we can all stick a very big fork in Fall 2020! | have just a
few quick things to tell you:

STRATEGIC PLANNING COUNCIL — As Dr. Higdon shared in Notes, we had a great Strategic Planning
Council meeting on Friday. We voted to keep the college’s existing institutional goal, which is
focused on student retention from admission through completion. We also reviewed the Annual
Planning Highlights document, which Dr. Higdon shared and that I've also attached here in case you
missed it. | love a lot of things about OTC, but one of the best is that we don’t rest on our laurels.
This has been a hard, hard year, but rather than use that as a reason to put important projects on
hold, we pushed forward. As a result, we’ve done some exceptional work — and every bit of it has
benefited our students.

LAST DAY FOR ADMINISTRATIVE WITHDRAWAL — Your final day to withdraw a non-attending or
non-participating student is TODAY. Run through your attendance records and make sure you’re not
accidentally overlooking anyone. Any student whose last date of attendance was November 15 or
before should be withdrawn and a last date of attendance (LDA) entered.

CONCOURSE SYLLABUS - IT’S ALIVE! - Concourse is in Canvas! You can find your course syllabus in
Canvas under the menu item labeled Course Syllabus (not Syllabus). Training materials will be
rolling out tomorrow. In addition to demonstrating how to edit your course syllabus, we’ll show you
how to handle certain issues (e.g., how to copy your syllabus into another course with a few clicks
and how to move Course Syllabus up in the menu list). In the meantime, Concourse is hosting two
trainings for instructors that any OTC faculty member can attend. We'll also ask for a recording of
these to send out later. Please note these are not specific to OTC, but are for anyone with the
instructor role.

e Tuesday, December 8, 1 PM EST: Concourse for Instructors
e Friday, December 11, 11 AM EST: Concourse for Instructors

For questions, please contact Megan Weaver at weaverm@otc.edu.

PERSONAL COUNSELING FOR PART-TIME EMPLOYEES — Burrell is putting the final touches on a
flyer with information about our partnership with them and how part-time employees can access
counseling services. | hope to have it this week. Some of you have inquired about this, and I'm
thrilled to hear there’s interest. As soon as the flyer hits my inbox, we will get it to you.

Questions? Please let me know. Have a great week!


mailto:mcgradyt@otc.edu
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a message from the chancellor

or many colleges and universities, the year

2020 was one of survival — a year fraught with
unforeseen challenges and pitfalls as institutions
faced the COVID-19 pandemic. If there were ever a
time to put long-term planning on the backburner,
this year would have been it.

The OTC community, however, pressed on. Not only
did we overcome the obstacles brought on by the
COVID-19 pandemic, but we also stayed true to the
college’s innovative spirit. The year 2020 wasn't one
of survival for OTC — it was a year of growth.

When OTC pivoted to an online learning model in
March, our faculty and staff made the transition as
seamless as possible for students. We continued to
offer mostly online courses in the summer of 2020
and saw a double-digit gain in summer enrollment
as a result. In the fall, we carefully reopened our
campuses and centers with a sensible reentry plan
included enhanced cleaning protocols and a masking
requirement. Most importantly, we implemented a
new case management program to help students
navigate their new normal.

During all this, our faculty and staff continued

their innovative work. The college embraced new
technology, solidified partnerships and forged ahead
with student success initiatives. | encourage you

to read more about these efforts — our innovative
practices, lessons learned and plans going forward —
throughout the pages of this booklet. | know you will
find the work of our colleagues as inspiring as | do.

Together, we overcame the challenges of 2020 even
more resolute in our mission to serve students. Your
dedicated, tireless work did not go unnoticed. Thank
you for the role you play in OTC's continued success. |
am proud and thankful for our college community.

Ny

Hal L. Higdon
Chancellor





ACADEMIC AFFAIRS

Innovative Practices

Increased adoption of Open Educational
Resources (OER)

OTC 101 is now being taught using OER, and courses
in psychology, history, math and sociology are slated
for OER development. This furthers OTC's strategic
plan by making education more affordable and
accessible for students.

Enhanced 2+2 agreements with Missouri State
With support from OTC and MSU administrators,

the college further streamlined its transfer process.
Academic departments worked together to
strengthen OTC's transfer partnership, ensuring that
students can maximize their time at OTC before
transferring.

Built new attendance module in Canvas

OTC switched to a Canvas-based attendance product
so all course attendance records and grades are

now housed in Canvas. Instructors now work in one
system for course-related record keeping. While a
global pandemic wasn't necessarily the best time to
introduce a new technology tool, the college moved
forward as planned, and has had minimal issues
during the fall semester.

Expanded Academic Early Alert

This service was expanded to encompass all classes
during the spring 2020 semester. This practice
continued into the fall 2020 semester.

Created the Instructional Media Studio (IMS)
The Center for Academic Innovation created the IMS
so faculty can create and record high-quality content.

Unveiled Preparing to Pivot (P2P) course

The Center for Academic Innovation developed and
delivered the P2P course to more 250 OTC instructors
during the summer of 2020.

Lessons Learned

Almost anything can be taught remotely

The pandemic forced instructors to figure out ways to
deliver content remotely, either via Canvas or Zoom
(or both). Courses with a heavy lab component as
well as ASL were able to continue due to instructor
ingenuity in delivering hands-on content differently.
Further, it was largely successful. Face-to-face
instruction is essential for some disciplines, but it
was discovered that more can be effectively delivered
remotely than was ever thought possible. Instructors

who were hesitant in the past to embrace remote
teaching are now open to the possibilities of it.

Not all students embrace online learning
While students are capable of learning outside of the
physical classroom, some do not prefer it and need
the face-to-face interaction with their instructors

and peers. Providing flexible options is essential. In
addition, not every student has adequate internet
access or equipment to learn online successfully.
Incentivizing professional development for faculty

is key: Faculty are eager and willing to participate

in teaching improvement. But, due to competing
priorities, compensation for those efforts is important.

Remote work can work

Some departments and positions work better and
more effectively in a remote environment by utilizing
the tools and technologies available (such as
Microsoft Teams and Zoom).

Masks work

OTC's low rate of infection provides anecdotal
evidence that masking can help prevent the spread of
disease.






Long-Term Efforts

Zoom is here to stay

Web conferencing technology has improved greatly,
and the college’s extensive use of Zoom has led it
to capitalize on the strengths of mixed modality
instruction.

Focus on course design and teaching
improvement

Courses need to be resilient and flexible. They should
be designed to be taught across all modalities.

Continue live instructional support

Offering support for students and faculty via Zoom is
effective and allows staff to be available throughout
the day and into the evening for students.

Offer virtual faculty development and
conference options

Full-time and adjunct faculty responded well to the
virtual Adjunct Educators Conference and Faculty
Development Days. This is likely to be continued.

_gw
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New educational resources and methods were implemented at the
beginning of the fall 2020 semester.
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ADMINISTRATIVE SERVICES

Innovative Practices

Progress continues for the Center for
Advanced Manufacturing (CAM)

The CAM building design is complete and bids
have been received. The team was able to design
projects that allowed the college to fulfill the use
of MoExcels funds. The college commemorated the
groundbreaking of the CAM on Nov. 12.

More parking spaces created as part of the
Master Plan

A second parking lot was installed to compensate for
loss of parking due to CAM building and site.

Supported student success redesign initiatives
Two spaces were remodeled for the integration of
the student success redesign program for Allied
Health and Technical Education at the OTC Springfield
campus. Another space for the integration of student
success redesign was installed at the Richwood Valley
campus.

Developed a comprehensive COVID-19
response plan

At the onset of the COVID-19 pandemic,
Administrative Services implemented a campus/center

access plan including the introduction of a core
system for case management contact notification.

Procurement

The team accelerated the introduction of new
electronic workflows to accommodate remote
workers.

Retail Auxiliary

Administrative Services implemented a major
expansion on internet sales/website sales. The
department also expanded access to digital course
materials to help students maintain continuity in
their courses during the pandemic. Additionally,

the department gave students the opportunity to
purchase or charge laptops to their student accounts.

Lessons Learned

Agility and flexibility are key in times of crises
Administrative Services met the needs of the OTC
community by remaining agile, flexible and innovative
during the COVID-19 pandemic.

Efficiencies of electronic workflows are
essential

It is also important to continue to find new ways

to integrate more efficient operations via Zoom
and Microsoft Teams. Additionally, students must
have easy access to electronic devices to meet their
educational goals.

Long-Term Efforts

Bookstore free/affordable shipping is here to
stay

The expansion of AutoAccess curriculum and
increasing website sales may mean the end of offsite
OTC location rush sales.

Keep moving toward paperless processes
Administrative Services will continue to move toward
the elimination of paper and expand electronic
workflows such as DocuSign.

Equip facilities with technology

The department will continue to analyze the impact
of online learning when developing or enhancing OTC
facilities.
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The Robert W. Plaster Center for Advanced Manufacturing will open
for students and the region in 2022.






ADVANCEMENT

Innovative Practices

Addition of proactive supports

Developed system-wide virtual student supports that
were holistic and data informed. Efforts included
calling campaigns to check-in on student well-being
and the creation of a student support webpage

to allow easy access to on-demand help through

live chat or phone. The webpage also included a
centralized form so students could request resources
as needed.

Implemented crisis communications

At the onset of the COVID-19 pandemic, the
Communications and Marketing department wrote
and distributed essential information about the
college’s plans to close for a two-week spring break,
resume classes online and, eventually, return for lab
classes.

Created new marketing strategies

The Communications and Marketing department
overhauled its content marketing strategy in the wake
of COVID-19. Social media and email messaging
relayed important information to students while also
highlighting the roles OTC student and graduates
played in fighting the pandemic as professionals.

For the summer semester, the department shifted all
marketing to emphasize online classes. In preparation
for the fall, the team created a “We're ready for fall,
are you?" advertisement to showcase that OTC was
open for in-person learning. The department also built
and distributed “Help Keep OTC Healthy” campaign
materials to emphasize the importance of masking,
social distancing, hand washing and other disease-
prevention efforts while on campus.

Built online information hubs

Advancement created a website for COVID-19
messaging and made it prominent on the home
page. Web services team members also built a “Keep
Learning” web page with resources for students and
faculty to ease the shift to remote learning.

Fostered committee collaboration

Over the summer, departments across the college
formed the “Return to Campus Committee” to

plan and coordinate important details of OTC's
return to in-person instruction. Later, the committee
transitioned into the “Pandemic Response Team.”

Revamped scholarship application deadlines
The OTC Foundation saw a 30 percent decline in
scholarship applications for the fall 2020 semester

as compared to prior years. Due to COVID-19, it
seemed students were delaying attendance plans
until closer to the start of the semester, and therefore
were not applying for scholarships by the deadline.
To accommodate an anticipated late surge in
enrollment, the OTC Foundation offered a late-cohort
of scholarship awards. This resulted in an additional
279 applications — a 65 percent increase.

Focused on student emergency funding

In 2020, the OTC Foundation saw an increase in
fundraising for its Student Emergency Fund by 350
percent over prior years. As a result, the foundation
awarded $23,000 in emergency assistance to
students — a 220 percent increase over years past.

Lesson Learned

Focus on the need-to-know

When a crisis hits, the less important communications
fall away (for example theatre productions, food
trucks on-campus, club gatherings). This allows the
most important information (health and safety rules,
registration for students) to rise to prominence. It
gives clarity to what is “need-to-know" information
and what is “nice-to-know" information.






Support virtual student recruitment efforts
The cancellation of in-person recruiting events
put more emphasis on video and web-based
communications for student recruitment.

Plans change

As the college’s knowledge about the virus, masking,
and student and faculty habits in the age of
COVID-19 grew, the Communications and Marketing
department continually adjusted its messaging.

Share important information frequently
Throughout the summer and into the fall, OTC had
to communicate, and then re-communicate, that the
college would be open for in-person classes.

Continue proactive student supports

Calling campaigns will continue in future semesters,
and the student support webpage will remain active
for students to reach out when they have needs.

Re-emphasize key messages to stakeholders
This high frequency of communication helps to “break
through the clutter” as students and employees are
constantly bombarded with incoming messages.

OTC reached out to students individually to check on their well-
being, help them with registration and answer questions.






CAMPUSES & CENTERS

Innovative Practices

Expanded student access in OTC's service area
The college’s education centers are capitalizing on
web conferencing capabilities to connect all four
locations (Republic, Waynesville, Lebanon, and Fort
Leonard Wood) synchronously via a mixture of live
instructors and Zoom. This new model will begin in
the spring and has the potential to provide salary
savings, increased profit through an increased
student/teacher ratio, flexible learning options and
more class offerings for students.

Opened the OTC Republic Center

The college’s newest center opened in the summer
of 2020. The state-of-the-art facility features eight
classrooms, computer and science labs, a student
common area, testing center and writing area.

Unveiled the OTC Richwood Valley Campus
Academic Learning Center

The center provides a one-stop location for RVC
students and online students to receive academic
support outside the classroom. The project was
accomplished by relocating the library, tutoring,
testing, research assistance, disability support, and
open computer lab in a centralized space. The center

includes small study rooms that have become a
popular resource for students as they participate in
Zoom meetings with instructors, seek private study
spaces, or access their DSS accommodations. The
updated, and larger, tutoring space has improved the
tutor center’s functions and is now a highly visible
resource for students.

Enhanced the OTC Agriculture Program

Over the last year, the agriculture program has
expanded its offerings in Animal Science, Plant
Science and Turf and Landscape Management. The
program experienced a sharp increase in demand
for the animal science courses and added a livestock
component in the fall of 2020.

Added more nursing pathways

The Allied Health division gained approval from
Missouri State Board of Nursing to create a
paramedic to registered nurse bridge program.

The division also received preliminary approval

to develop an accelerated Associate of Science in
Nursing Program that will not require applicants to
have already earned a Practical Nursing license. Both
programs will be offered in a hybrid format at the
Springfield and Table Rock campuses.

Expanded partnership with Ozark High School
OTC's College Now partnership with Ozark High
School (OHS) continues to be a great asset to the
Richwood Valley campus. This year, the partnership
was expanded to include OTC Dual Credit online
course offerings. This gave OHS students greater
access to OTC's high school programs.

Launched new Student Success model

Since the start of the fall 2020 semester, Student
Success navigators and specialists at OTC's campuses
and centers have met with over 1,600 students to
assist with academic and financial aid planning. These
meetings also provided meaningful opportunities to
intervene and support students as they work through
the semester.

Embedded advisors at area high schools

The OTC Table Rock Campus and OTC Republic
Center partnered with area school administrators to
place embedded advisors in five local high schools
with the intent of ensuring that rural students make
post-secondary plans and have the support they need
to progress to higher education.






Developed an 8-week block schedule

TRC revised its spring 2021 schedule, allowing
students to build schedules almost exclusively out of
8-week block courses.

Prepared to expand SIM lab facilities

The construction of an additional control room and an
additional simulation room in the ASN Laboratory at
the Table Rock campus will allow for greater flexibility
in the types of simulations it can provide. Plans have
been approved and the project has been awarded

to a contractor. Funding is secured, and construction
should be completed in December and January.

Lessons Learned

Serve students in new and innovative ways
RVC's Academic Learning Center has allowed the
campus to serve students while improving efficiencies
in staffing resources.

New recruiting challenges exist for the OTC
Agriculture Program

With most Career Center programs offered at the
Springfield campus, school districts are reluctant to
send their students to the Richwood Valley campus

too. Currently, the only Career Center students in
OTC's Agriculture Program are self-driving.

Establish a single point-of-contact

It can be difficult for staff at partnering high schools
to navigate OTC's high school programs, specifically,
the enrollment and billing processes when a
student enrolls in multiple programs. RVC staff and
administrators have become the single point of
contact to support OHS staff as they navigate the
college’s internal processes.

The Student Success model provides better
student support

For example, most OTC 101 students met with their
navigator during the month of October to develop
their academic schedule for the next semester.
Typically, these students would start their planning in
mid-November.

Long-Term Efforts

Cross-train staff in the Academic Learning
Center

When cross-trained, staff are better able to provide
immediate answers to student questions and direct
them to helpful resources.

Develop more agriculture pathways

Career opportunities are plentiful in outdoor power
and power sports; but, student awareness of OTC's
program is limited. As a result, enrollments are too
low to offer the courses.

Partner with more area high schools

Staff are exploring ways to partner with other schools
(i.e. Spokane and Sparta) who currently participate in
Dual Credit Online by building a College Now option

for them.

Evaluate student success

OTC's campuses and centers will continue to evaluate
the efficacy of proactive outreach and identify new
ways to support students.






FINANCE

Innovative Practices

Developed paperless processes

The transition to a work-from-home (WFH)
environment during the spring, which continued
into the summer, sped up moving paper forms to
electronic formats. In a team effort, Finance and
Student Account Services created fillable PDF forms.
Besides the forms, the two departments worked
together to establish and enhance procedures to
accommodate the OTC employees working from
home as well as students learning in a virtual
environment.

While working from home, a paperless procedure was
implemented so paper checks received by the college
(i.e. scholarship checks, rent, mailed-in student
tuition payments, etc.) could be timely receipted and
deposited in the college bank account by Student
Account Services staff. In addition, a paperless
process to review student account credit balances
was implemented to issue student refunds in a timely
manner.

More digital documentation

With more than 100 active OTC procurement cards
(p-cards), an alternative method of submitting p-card
transaction envelopes was necessary at the onset of

the pandemic. Therefore, the option to scan and email
completed transaction envelopes was established.
Although paper envelopes continue to be submitted,
the electronic method established is the beginning
phase of a documented, digital submission process
which finance personnel will be working on over the
next year.

Developed system to distribute CARES funds
As federal CARES funds became available to

eligible students, a need existed to process these
disbursements outside of the normal student account
refund process because CARES funds are not financial
aid. A new pass-thru voucher process was established
and successfully implemented so CARES funds could
be distributed as quickly as possible. This new process
disbursed funds to students, while having no impact
on their respective student account balances or
scheduled payments.

Lessons Learned

Some processes cannot be completed virtually
From a business and financial sense, there are some
processes that cannot be done virtually or digitally if
an institution is dealing with physical money. Unless
all transactions are done digitally, there will always be

a need for an in-person employee to process change
orders, make deposits, and open and route snail mail.

Accelerated change

The work-from-home order incorporated many
electronic processes and records retention sooner and
more quickly than had been planned.

Long-Term Efforts

Continue paperless processes

Fillable PDF forms proved to be an efficient process
for requests and approvals, procurement card
maintenance forms, and fixed asset transfers and
disposals. Although any of these forms can continue
in a print format, electronic options have proven
successful and their use will be encouraged in the
future.

Budgets available from anywhere

Creating an accessible budget reporting tool for
college operations began well before WFH was
mandated in the spring. That effort was fruitful during
WFH. Using Synoptix software, employees were able
to access up-to-date financial reports while working
remotely.






OTC implemented new, innovative ways to process information,
such as CARES Funds scholarships to eligible students.
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HUMAN RESOURCES

Innovative Practices

Overcame COVID-19 challenges

HR was tasked with navigating the CARES Act

and COVID-19 related time for employees. In a
collaboration with IT, HR implemented and managed
new codes in Time Clock Plus, allowing the college
to track time for employees impacted by COVID-19,
and follow CARES guidelines. The time tracking also
allowed the college to qualify for reimbursement
funds from the government.

Implemented video technology

HR team members embraced new ways of
onboarding employees, conducting exit interviews,
and providing training opportunities through video
technology (Zoom).

Focused on supervisor training

HR conducted its first set of supervisor training
(mandatory for new managers) on topics that include
PageUp, onboarding processes, FMLA, worker's
compensation, conflict management, leadership and
self-assessment.

Created college development website
HR collaborated with the Center for Academic

Innovation and Web Services to offer a new
interactive college development website. The site
features a color track calendar with three outlined
categories of development, new forms for submitting
and tracking college development hours, an improved
end-user experience, as well as the creation of a 24/7
resources page.

Enhanced employee recognition efforts

HR won a Student Success Mini Grant from the
Innovation Celebration to enhance service-year
awards for full-time employees, positively impacting
employee retention and morale.

Built focus groups

The Chief HR Officer is working with two separate
focus groups; one to promote diversity, equity and
inclusion efforts, and one to improve staff evaluations
at the college. Both efforts reached the completion
stage.

Improved work flow efficiencies

HR created a self-set-up direct deposit work flow
through myOTC. The team also developed an online
benefit enrollment system as well as an online annual
employee agreement system.

Hosted wellness events

HR team members collaborated with the Staff
Association to provide three online health and
wellness events in partnership with CoxHealth.
Topics included the Power of Positivity, Detoxing from
Technology, and Focusing on Mental Health.

Lessons Learned

More PageUp training is needed

With online student enrollment increasing and

the need for more adjunct onboarding, hiring and
posting, there will be training offered to department
chairs that improves efficiencies and prevents
bottlenecking the week before the semester begins.
There is a need for the Position Status Change Form
Approximately 50 position status changes have been
executed and implemented this year. A form could
improve efficiencies while allowing HR to implement
request deadlines for internal transfers, promotions,
raises and title changes.

Location. Location. Location.

HR is more accessible in its new ICE location. The
team will continue to focus on growing its customer
service and engagement with employees.






Adaptability is key in times of crises
Because of the COVID-19 pandemic, HR is able
and capable of providing services to all employees
remotely or in person.

Focus on customer service and new training
opportunities

HR will continue to provide the best customer service
experience for all employees and new employees
while utilizing online tools, workflows and trainings.

Maximize technology

A focus on utilizing new technology allows for
meetings and other trainings to be conducted online,
which reduces the need for face-to-face information
delivery.

Expand Health and Wellness initiatives
Enhancing these efforts will promote healthy and
balanced lifestyles for all employees.

New technology and workflows allowed employees to perform
better in ways that positively impacted students.






INFORMATION TECHNOLOGY

Innovative Practices

Deployed Citrix Systems

The software improved remote access capabilities for
employees as well as the online learning experience
for students.

Arranged hundreds of Zoom rooms

The IT team quickly installed web cams and
microphones/speakers to make more than 200
classrooms available for online learning through
Zoom.

Went paperless with DocuSign

The team converted interoffice forms, employee
contracts and other paperwork into digital forms via
DocuSign. IT also developed a DocuSign process to
allow students to request a Pass or No Pass grades if
they struggled with the change in modality during the
spring 2020 semester.

Enhanced authentication schemes

IT implemented a single sign on authentication
scheme for Colleague as well as a multifactor
authentication to enhance the security of OTC's
enterprise systems.

Improved technology security

The college purchased new physical security devices,
outsourced security and implemented Microsoft email
security feature sets.

Lessons Learned

Certain classrooms require a more specific
setup

The team worked with Pitt Technologies to develop a
custom setup for these classrooms, including multiple
cameras and microphones.

Landlines and cell phones do not have the
same features/abilities of an office phone
There is a need to provide employees with the ability
to make calls remotely in a way that mimics their
office phone. The team is currently developing a
solution.

Long-Term Efforts

All new classrooms will be distance-learning
capable

New classrooms (such as in the CAM, for example)
will have equipment installed to make them

compatible with online learning. This includes the
installation of high definition cameras and speakers.

Expand the use of Citrix for both in-person
and virtual classrooms

The software will provide resources to make any
course available to teach in a variety of modalities.

Enhance technology security efforts
The team will continue to improve OTC's IT security
footprint to minimize risk.





OTC was able to quickly and efficiently transition to online learning
during COVID-19 due to strategically implemented technology.






STUDENT AFFAIRS

Innovative Practices

Deployed a new application for admission

The application includes instant account creation and
immediate admission to OTC. The launch was the
culmination of a four-year project.

Redesigned admissions checklists and website
The page has a new look with checklists updated for
accuracy and simplicity.

Purchased a new degree audit system
Implementation of the uAcheive Degree Audit,
Planner and Schedmule began in 2020 and will roll
out through 2021. The new system gives students
a concise and easy way to read their degree audits.
It also provides Guided Pathways for each degree
program. Schedmule allows students to share their
schedule with their friends, and to choose from
hundreds of possible schedules based on their
availability, campus preference, etc.

Assigned personal admissions representatives
to students

The automatic communication track fosters a
relationship between the staff member and student,
giving the student one point of contact for help with

the enrollment process. Representatives proactively
communicate with students and use Power Bl to log
their interactions. The college’s Student Success team
recently joined the admissions representative project.
All student success specialists will serve as admissions
representatives to help students with the process and
connect them to their assigned navigator.

Relocated call center

Call center and front desk staff are now located in
the same area, allowing for enhanced collaboration
between staff members. Front desk staff can now log
into the phone system and assist call center staff as
needed. These adjustments simultaneously increased
efficiency within the department and improved
customer service.

Planned, developed and implemented the
COVID-19 student response

The system-wide effort helped slow the spread of the
virus while assisting student retention efforts and
strengthening OTCCares culture.

Implemented Project RISE support group

With the motivation and funds from a successful
Game Changer grant, recruitment staff started a
support group for individuals with felony records.

Offered STAR Prep Sessions at local high
schools

At the events, recruitment staff answered general
questions about OTC's programs of study, financial
aid, myOTC and college life. The effort gave advisors
more time to help students with planning courses
during the actual STAR sessions when counselors
would bring groups of students to campus.

Hosted livestream sessions for current and
prospective students

OTC recruiters went live on Facebook to answer
student questions about the admissions process,
financial aid, and more.

Created the High School Counselor's Toolbox
Thanks to collaborative efforts between financial

aid, recruitment and admissions, area high school
counselors now have access to videos, presentations,
links, and other critical information for supporting
their students’ transition to college.

Moved student advising online

Academic Advising was fully online and operational
when the college reopened in April. The team built
the framework for Acuity scheduling so students
could schedule phone/Zoom appointments with






advisors. Prospective student appointments were
transitioned from advising to admissions, and the
admissions appointments were built into Acuity as
well.

Transitioned emergency assistance and grant
application forms online

Financial aid staff created DocuSign forms for
emergency assistance and CARES-related grant
applications.

Lessons Learned

The admissions process is complex, even when
simplified

No matter how it's presented, applying for college is
difficult. Students prefer an admissions representative
to walk them through the process.

New processes take time and collaboration to
implement
Communication between staff is critical.

Long-Term Efforts

Move the admissions checklist into Customer
Relations Management Software

The interactive approach will allow student to see
their progress with the admissions process.

Distance recruitment and online meetings will
continue

Video tutorials, virtual tours and online appointments,
etc. will all remain relevant after the pandemic. It's
the new normal.

Transition to paperless

Processing emergency forms through DocuSign
made it possible to pivot staff to review and process
requests remotely. Financial aid will continue to
create redundancy in processes to avoid delays

in tasks such as developing workflow, updating
instructions for processing staff, developing new
forms and making webpage updates.
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Both prospective and current students were able to maintin their
academic pursuits due to the efforts of OTC Student Affairs.
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