
Peralta Community College District  
Counseling & Functionality Team Meeting 

Minutes 
September 16th, 2015 

District IT Conference Room   
 

Meeting convened at 9:00 am.  

Attendees:  Adela Esquivel-Swinson, Amany Elmasry, Everett Chan, Gabriel Martinez, Hermia Yam, Hui Zhang, Joseph 
Bielanski, Karen Croley, Lesley Scurry, Lilian Chow, Mary Shaughnessy, Matthew Jones, Silvia Cortez and Steve 
Pantell. 
 
Welcome  

This is the first CFT meeting of the Fall 2015 semester. Adela asked members to introduce themselves and to 
welcome the new addition to the District A&R team: Everett Chan-Admissions and Records/Transcript Coordinator. 
 
Review last meeting minutes 
A few typos were noted in the meeting minutes from May 13th, 2015. Liliana will be correcting the typos.  
 
Electronic Content Management (ECM) 
Adela provided a status on the ECM system.  This system supposed to upload the students’ incoming transcripts to 
PeopleSoft so that academic advising users could access them.  A&R has been working with the system; however, it 
has not been functioning as expected. 
 
Adela learned that at College of San Mateo, which has a population as large as Laney College, counts with four 
evaluators and it can take them up to two months to complete an evaluation. Therefore, it does not seem feasible for 
Peralta to do upfront evaluations for all four colleges with only one evaluator.  Everett has been analyzing the system 
and learning everting about it.  He has been communicating directly with the company and with other colleges who 
are currently using the system. The goal is to use the system to do upfront evaluations in a timely manner.  Everett is 
also working on the course equivalencies and on a process to do upfront evaluations.  He will be sharing this process 
with the CFT members for their review and input.   
 
Everett and Karen have also been testing the system for transcript credits.  IT loaded some transcripts into the test 
environment so they can review how the information would be displayed in the system. The majority of the courses 
showed a class code of 0999 because the system does not have all course equivalencies yet. It needs to be 
determined how this information will be displayed in both the official and unofficial transcripts.  Therefore, the group 
will be asked to provide input on future CFT meetings.  Something that they noticed in the system was that it 
included an articulation term.  It was asked if the District had a policy or logic behind as of what the articulation term 
should be for course work coming from other institutions. The current logic in the system is that the coursework 
would come into the student’s admit term.  However, it is anticipated that this will be an issue for financial aid 
purposes.  
Counselors discussed that the term should be articulated to the date that the student actually took the course at the 
other institution.  Karen and Everett with follow up with IT to evaluate the logic in PeopleSoft and see if this can be 
adjusted without a customization.  
 
eTranscript: This project is also moving forward.  eTranscript is a statewide electronic transcript exchange that 
supports the receipt and deliver of electronic transcripts across all California.  We currently receive and send 
electronic transcripts but only to a small group of partners who also use credentials. With the statewide etranscript 
system, we will have more electronic transcripts coming in. Unfortunately, they have a format that is not really 
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compatible with ECM. It is important to get this project moving since it will help with academic advisement. More 
updates to come.  
 
 
CSU General Education-Breadth or IGETC Certification and Final Transcript 
Currently, there is not a deadline to submit IGETC certification request forms.  The Admissions & Records Officer 
receives numerous requests every year and there are times that she is receiving them even the day before they are 
due. Each request can take about 2 to 3 weeks to process and there is currently only one person doing the requests.  
Part of the proposal is to modify the language in the second page of the certification request form and to have a 
deadline for students to submit the requests.   
CFT members reviewed the proposed language and provided suggestions. The group mentioned that it won’t be 
convenient for students to submit the form directly to the District; therefore, it was decided to keep the submission 
of the form at the colleges. CFT members also suggested having at least an additional A&R staff member assisting in 
the process.  
  
Students request the certification until they know which college they will be transferring to; they need to indicate the 
college where the certification will be mailed.  The district A&R office wants to ensure our students’ Certification 
requests are handled in a timely fashion.  Therefore, having a deadline can help us provide a more effective service to 
students.  
CFT members had a discussion about the dates and the following were suggested:  

• June 1st  
• The last Friday of May  
• the last day of instruction 

Everett will update the form based on the suggestions and will present it at the next CFT meeting.  
A memo will also be elaborated to be presented at the campus counseling meetings. The group will be seeking for 
their input/comments on the suggested deadlines.  
 
Prerequisite Drop timing - Karen Croley  
The prerequisite drop timing process is based on when the grades are posted. The process would be more effective if 
all instructors were to submit the grades by the due date.  
We try to give the student enough time to enroll for classes. Registration for the summer and the fall semester begins 
back on April, if the student tries to register in the next class it allows them to because it assumes that the student 
will successfully pass the class. Then if they do not pass the class with a successful grade, they will be dropped from 
the next class that they enrolled in.  
Adela mentioned that this issue has being brought to cabinet and the college presidents were not in agreement to 
run this process more than once since it was going to reduce enrollment. However, CFT members agreed that this 
should not be a one-time per term process since it creates an issue for both counselors and students.  
Silvia will check with Paul if the process can be run more than once and if there won’t be any issues associated with 
it. If no issues, CFT members suggest to run the process right after de deadline to submit grades and then run it every 
night.    
 
Initial Evaluation Procedures – Karen Croley  

It is imperative to have a business process for the initial evaluations. There are some issues when trying to do an 
initial evaluation for the student. There are instances that counselors have to do the most educated guesses to 
determine the classes. It was mentioned that the process might become easier once all the external course work is 
on the system. 
International transcripts- They have to go thru a third party evaluation and they can be more challenging to do an 
initial evaluation. It is recommended that students get the full comprehensive evaluation that includes the course 
name. However, the more comprehensive/detailed the evaluation, the more expensive is for students.  Students can 
be referred to NACES to get the international transcript evaluated. 
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Everett will review the form and propose some updates to make the process more clear.  
 
 
3 C’s (Comments, communication and checklist) update 
3 C’s is a module in PeopleSoft that can be activated for students. It allows staff to enter comments, communication 
and checklists. Only Financial Aid is currently using it, but there are efforts to use it for  A&R as well. The module was 
supposed to be implemented at the same time as Academic Advising; however, it was foreseen that students can get 
confused with the communication/checklists from both departments.  Therefore, this project is still pending.  
 
Counselor Handbook 
Linda Sanford has asked to share the Program Review Handbook for general counseling. This document has been 
posted in the CFT website for their information and review - http://web.peralta.edu/cft/ 
 
Early Alert  
The early alert project is moving forward. The goal is to have an effective early alert system to have a positive impact 
on student success. Faculty and a few staff members are piloting the system.   
When the system came live, there were a few faculty members that still did not understand how the system 
supposed to work. However, Adela directly communicates with the instructors to ensure that they clearly understand 
the process.  Instructors cannot just submit the early alert without a comment.  
A generic email was created for each campus and there is a designated staff member checking and responding the 
emails.  The staff person needs to clearly understand what to do when they receive the alert; either they can address 
it to refer it to the appropriate service.  A spreadsheet was also created to record the actions that were taken and to 
ensure that the student actually received the help or service needed.  
 
It was asked if a student is already related to the program, if he/she can be referred to a representative of that 
program first instead of a general counselor. It was explained that the person who is checking the emails would need 
to have this information. Adela mentioned that there was way to identify if a student was part of a special program, 
but due the timeline, it was not possible to include it for the first phase of the early alert.  The early alert group will 
need to analyze the current system and identify areas of improvement. 
 
Other  
Transfer studies major- Karen reported that the transfer studies/general major has a regular plan code. It is assigned 
to students as any other major code and the requirements were built in academic advisement.  Students can select 
the transfer studies major on the OpenCCCApply; it is set up for each campus and it has “non-degree seeking” next to 
the major. It is important to note that this major does not lead towards an associate degree or certificate.  
It was noted that this information should be shared with all counselors and A&R staff to ensure that everyone is in 
the same page.  Adela will be sending the memo.  
 
PeopleSoft Resolution Team (PRT) - Adela reported that the PRT group is inactive again.  There were two meetings 
last semester, but there are still many projects that need to be addressed and a lot of them involve the IT 
department.  Therefore, Adela suggested submitting a memo again on behalf of the CFT requesting to have the PRT 
group active. Adela can make a few updates to the memo that Joseph elaborated last semester and present it to 
Chancellor Laguerre.  It has to be reinstated that this was requested as a response to accreditation since it was 
specified that this functionality team was going to be reporting to the PRT.  
 
 
Course repetition- It was clarified that as per Title V, students may repeat a course two times in an effort to alleviate 
substandard academic work and they may only repeat an activity course a maximum of three  times.  If counselors 
note that the student was approved to take the class more than the maximum allowed, it should be informed to the 
District Admissions and Records Office.  
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Counseling Functionality Team (CFT) Priority list- This matrix will be updated with the most current information and 
will be brought back to this group.   
Milestones- Part of the request is having the ability to post the milestones that counselors cleared.  
Once the milestone is cleared, it should go into the student center and show as completed.  
Goopal has confirmed that they will need to do a customization. Silvia will need to create a new ticket. She will also 
need to work with a counselor to go over the pre-requisite list to know which courses clear other courses. They can 
begin working with the most commonly used classes and then see how the process works. More updates to come.  
 
High School multiple measures pilot/training- The pilot has been implemented and some counselors are already 
using the multiple measures.  Adela has asked the college VPS and the deans for an invitation for the counseling 
meeting to discuss HS multiple measures and clarify questions. Adela has been to BCC and she will be visiting COA, 
Merritt and Laney on October.  
 
Academic advising trainings- The academic advising trainings will take place this Thursday, September 17th (Laney 
College) and Friday, September 18th (COA).  The trainings will be very interactive and counselors will be supported as 
they are creating the SEP online. There will be a few counselors who are already familiar with the system going 
around supporting other counselors.  The PeopleSoft training videos and manuals showing how to create or edit an 
SEP are completed and will be available on the counselor resources website. It was reaffirmed that the date to 
completely switch to the new system and cut-off for the W-drive is October 31st, 2015. Therefore, it is imperative 
that all counselors attend the training so they can start using the new system. It still needs to be determined when 
the academic advising will be turned on for the students. More updates to come.  
 
  
Adjournment  
Next meeting will be on October 7th, 2015.  
Meeting adjourned at 11:05 am.  
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