
Online Orientation Implementation Task Force Meeting Notes 
Friday, October 10, 2008 
 
Dean Dalen, Tara Harstad, Rocky Ammerman, Nic Thompson, Mary Fontes, Lynell Wayne, and Lisa Bottem 
 
Discussion 
Prior to discussing and nailing down the specifics of process, we discussed a couple of key topics: how do we 
deal with PSEO students in the process, how do we move to a total assessment/registration/orientation 
“online” process, how do we make this process as similar as possible between the campuses (recognizing 
differences in facilities may alter the process slightly), how do we notify high school students they need to get 
a final official transcript in to the admissions office, how we place holds out to track students who need to 
apply for reciprocity, how we eliminate using social security number from the assessment administration 
process, and progress with IT on the online assessment sign-up system.  

 We decided to build a process which excluded PSEO students at this time but later discussed and 
decided to work with the area high schools to have the students at least complete the prospect card if 
they have not completed the complete application. The ideal situation would be if the high school 
contact would have the PSEO students complete the necessary information 1 or 2 weeks prior to 
assessment date.  

 We discussed at length how to move to a total online process. We agreed that the best way to work 
with students is through the personalized one-on-one approach, recognizing the need to move in the 
direction of an online process. We do not want to get into and either-or situation but provide an all 
online process as an option. The Distance Consortium office is able to conduct the whole process 
now in an online format. The assessment process through their office includes an approved proctor. 
We actually are able to assist students in an online manner right now but we do not extensively 
advertise that option. We work with the students individually as they become known and then refer 
to Dean or Ellen for the assessment. Many students, if they are close to another MnSCU two-year 
institution, may take the assessment at that site, but for those students from great distances may not 
have that option. Action Item: Need to add to the assessment date letter and/or admissions letter 
and/or admissions checklist the link for the Online Orientation (OO) and some very brief directions 
on what to print and complete prior to assessment/registration day. Action Item: It was 
recommended that a tutorial for the actual registration process be developed by the advisors and 
counselors to complete the process. This could be a project that is developed in the spring or 
summer.  

 We also decided to put a process together that is as similar as possible between the campuses. Action 
Item: Mary will DRAFT the process as discussed and send out to the group before sending out to 
the larger group. 

 In order to track high school students to come in and assess prior to graduation, the admissions 
offices on both campuses will override the admissions fatal and place a manual hold out for HS 
transcript and an A35 letter will be sent out June 1st to all of those students who need a final/official 
transcript sent to the college. Susie has the A35 letter and will share the process with Tara and Carol 
to incorporate the letter into the college wide process. 

 Rocky will work with Jenny, Jodi and Admissions staff to firm up the process of tracking students 
who need complete the reciprocity process. 

 Applicants receive their Student ID (SID) on their 1st letter from admissions. When staff members 
schedule applicants for the assessment, they will need to use the SID instead of the social security 
number.  

 Action Item: Mary will check with Stacey today on progress on the online assessment sign-up. The 
process will be developed without adding the online assessment sign-up at this time – it will be 
incorporated as it becomes available.   
 

 
(Things to consider: What about the students who don’t need to assess? Is everyone going to 
schedule those students individually or do they want to try and schedule them on the same days, 
knowing that some individuals will schedule with advisors – what do the advisors want to do?)



Northland Community and Technical College 
Assessment/Orientation/Registration Process 

 
Prior to Assessment/Registration Day 
Assessment/registration day schedule is initiated by Learning Services. Collaborate with admissions, advising, 
and registration staff schedules. 
 
When applicants call for appointment, designated staff members on each campus will check: 

1. to see if prospects have completed the new or returning student application/admission process  
2. remind the applicants what they still need to complete in order to register 
3. remind applicants to check in 15 minutes ahead of time at designated location in order to begin the 

assessment promptly 
4. remind applicants about the option to complete the online orientation (OO) prior to coming for the 

appointment www.northlandcollege.edu/gonorthland/  

 Review OO 

 Print off Personal Data Sheet (PDS), complete, and bring to scheduled session (also bring 
any other forms student chooses to complete and submit) 

5.  
Registration/Records staff will make contact with IT for computer and printer availability and set up in 
designated areas at each campus, and will arrange for staff or work study to assist students on the OO and 
registration computers. For the computers that will be used for the OO, ear plugs will need to be requested, 
orientation site address must be accessible, and printers must be tested. Reserved signs should be developed 
and placed on computers or computer areas on scheduled days. 
 
Assessment/Registration Day – prior to Assessment beginning 
Designated staff will check in applicants for the assessment approximately 15 minutes prior to assessment.  

If there are applicants attending who do not need to assess, a staff member or work study student 
will guide the applicants to complete the OO and then sent on to registration. 

 
Assessment coordinator will review list of students for assessment (for Student ID, other issues). 
 
Designated staff members will complete the top portion of the Registration Form and write the individual 
applicant holds at the top of the form. 
 
Assessment/Orientation/Registration process 
Designated staff will take the applicants who need to do their assessments to the designated location. 

or 
Designated staff member or work study student will take those students who don’t need to do assessment to 
one of the computers in the designated OO computer area.  

Those who have completed OO prior to coming to campus and have completed Personal Data Sheet 
(PDS) and other completed forms will be taken by the designated staff member or work study 
student to the Student Services department for advising and then registration. 

 
Applicants assess 
 
The applicants who are assessing will be instructed to go back to the OO designated computer area when 
finished and they will then complete the OO. 
 
The applicants will then be directed to Student Services for advising and registration. Applicants will sign in 
on a list and are served on a first-come, first-serve basis 
 
Applicants will go to designated computer area for class registration.  Student 
Services staff will be on hand to assist if needed. The advisors will make sure to do the overrides before the 
student goes to one of the computers to register. 
  
After successful registration, students will be sent to the designated location to obtain their Student ID 

http://www.northlandcollege.edu/gonorthland/

