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School of Education, Center for Urban Education in December 2013 and January 2014. 

  



Ventura College   
2 | P a g e  

 

Copyright 2014, University of Southern California, Center for Urban Education 

Rossier School of Education. All Rights Reserved. 

 

Contents 

Why Conduct Web Scans and Document Analysis? ..................................................... 3 

Inquiry........................................................................................................ 3 

Methods ................................................................................................... 3 

Web Scan Category Definitions ........................................................................ 4 

Document Analysis Category Definition .............................................................. 5 

Analysis of Websites and Documents .................................................................... 6 

Career Center ............................................................................................... 7 

Assessment of Career Center Website ................................................................ 7 

Summary of Strengths and Recommendations for Career Center Website ...................... 7 

Financial Aid ................................................................................................ 7 

Assessment of Financial Aid Website ................................................................. 7 

Summary of Strengths and Recommendations for Career Center Website ...................... 7 

Math Center (2013 page)* ................................................................................. 7 

Assessment of Math Center Website .................................................................. 7 

Summary of Strengths and Recommendations for Math Center Website ........................ 7 

Online Orientation ......................................................................................... 7 

Assessment of Online Orientation Website .......................................................... 7 

Summary of Strengths and Recommendations for Online Orientation Website ................. 7 

Transfer Center ............................................................................................. 7 

Assessment of the Transfer Center Website ......................................................... 7 

Summary of Strengths and Recommendations for the Transfer Center Website ............... 7 

Tutoring Center ............................................................................................. 7 

Assessment of the Tutoring Center Website ......................................................... 7 

Summary of Strengths and Recommendations for the Tutoring Center Website ............... 7 

Add/Drop .................................................................................................... 7 

Assessment of Add/Drop ................................................................................ 7 

Summary of Strengths and Recommendations for Add/Drop ...................................... 7 

 

file:///C:/Users/lcornell/Downloads/Report_webscans_all_4-21-2014.docx%23_Toc386018450
file:///C:/Users/lcornell/Downloads/Report_webscans_all_4-21-2014.docx%23_Toc386018451
file:///C:/Users/lcornell/Downloads/Report_webscans_all_4-21-2014.docx%23_Toc386018452
file:///C:/Users/lcornell/Downloads/Report_webscans_all_4-21-2014.docx%23_Toc386018453
file:///C:/Users/lcornell/Downloads/Report_webscans_all_4-21-2014.docx%23_Toc386018454
file:///C:/Users/lcornell/Downloads/Report_webscans_all_4-21-2014.docx%23_Toc386018455
file:///C:/Users/lcornell/Downloads/Report_webscans_all_4-21-2014.docx%23_Toc386018456
file:///C:/Users/lcornell/Downloads/Report_webscans_all_4-21-2014.docx%23_Toc386018457
file:///C:/Users/lcornell/Downloads/Report_webscans_all_4-21-2014.docx%23_Toc386018458
file:///C:/Users/lcornell/Downloads/Report_webscans_all_4-21-2014.docx%23_Toc386018459
file:///C:/Users/lcornell/Downloads/Report_webscans_all_4-21-2014.docx%23_Toc386018460
file:///C:/Users/lcornell/Downloads/Report_webscans_all_4-21-2014.docx%23_Toc386018461
file:///C:/Users/lcornell/Downloads/Report_webscans_all_4-21-2014.docx%23_Toc386018462
file:///C:/Users/lcornell/Downloads/Report_webscans_all_4-21-2014.docx%23_Toc386018463
file:///C:/Users/lcornell/Downloads/Report_webscans_all_4-21-2014.docx%23_Toc386018464
file:///C:/Users/lcornell/Downloads/Report_webscans_all_4-21-2014.docx%23_Toc386018465
file:///C:/Users/lcornell/Downloads/Report_webscans_all_4-21-2014.docx%23_Toc386018466
file:///C:/Users/lcornell/Downloads/Report_webscans_all_4-21-2014.docx%23_Toc386018467
file:///C:/Users/lcornell/Downloads/Report_webscans_all_4-21-2014.docx%23_Toc386018468
file:///C:/Users/lcornell/Downloads/Report_webscans_all_4-21-2014.docx%23_Toc386018469
file:///C:/Users/lcornell/Downloads/Report_webscans_all_4-21-2014.docx%23_Toc386018470


Webscan and Document Analysis 
  Page | 3 
 

 

WHY CONDUCT WEB SCANS AND DOCUMENT ANALYSIS? 
An institution’s documents and website reflect the attitudes, assumptions, and expectations that 

are placed on students, as well as the learning environment that the institution strives to create 

for the members of their community. A web scan reviews websites using the lens of  current 

students, particularly underrepresented Latino/a, African American, and Native American 

students, to understand their experience using the  institution website to look up information 

about academics, student affairs, financial aid, and/or other administrative procedures or 

policies. Reviewing documents and websites students encounter while navigating the institution 

can help determine whether, and to what extent, their institution utilizes equity-minded and 

culturally inclusive practices that help underrepresented students succeed in college.  

 INQUIRY 
The diagram below presents a general overview of the work taking place at Ventura College. This 

work has the specific goal of improving the educational outcomes of underrepresented minority 

students, so that they are on par with students who are performing at the highest levels.  At the 

Center for Urban Education (CUE), we call this work, “achieving equity.” 

Achieving equity is a vital goal for all educational institutions, but it is not one that is easily 

achieved without specific target areas, strategies and focused efforts.  At Ventura College, several 

websites and documents were identified to be used for inquiry to better understand how 

students at Ventura College experience transfer and student support services on campus. 

Thus, the questions that guided the overall inquiry process were:  

• How do students experience transfer at Ventura College? 

• How do students experience the support services at Ventura College? 

METHODS 
Process: 

Our team of six researchers (including a Ventura College researcher) worked collaboratively 

using the following process: 

1) Two to three researchers scanned each website and reviewed each document using a 

‘student’s lens’ as the frame of reference and the web scan and document review 

protocols as guides. 
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2) Next, the team discussed details they observed, their interpretations of the material, and 

recommendations for the site or document, along with the ideal presentation format. 

3) Finally, the team compiled the information into a presentation, met as a team to share 

comments and feedback on the work, and made necessary adjustments to create the 

finished product. 

WEB SCAN CATEGORY DEFINITIONS 
As the research team reviewed the College’s websites, there were three aspects used to guide the 

analysis:  

1) Functionality 

2) Information 

3) Equity-mindedness 

Below are questions used to guide the inquiry. For a full treatment of each category, please see 

the complete protocol. 

Functionality 

Questions to Consider:  

 How easy is it to find this webpage?  

 How many tabs/links did you click to get to the page?  

 Were links updated and current?  

 Did links take you to the advertised information? Describe the functionality of the 

webpage design and layout. 

Information 

Questions to Consider:  

 Was the information of the web page clearly explained?  

 Was the information thorough enough?  

 Was it easy to navigate the webpage & find answers to questions?  

 Was any information missing?  

 Was contact information provided in case a student had further questions?  

 Was a “frequently asked question” section provided?  

o If so, did it address questions students may have? 

Equity-Mindedness 

Questions to Consider:  
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Does the webpage show that the institution values: 

 Racial-ethnic diversity 

 Shared ancestry 

 Language 

 National heritage 

 Religious beliefs 

 Community norms  

DOCUMENT ANALYSIS CATEGORY DEFINITION 
As the research team reviewed the College’s documents, there were two aspects used to guide 

the analysis:  

1) Information 

2) Equity-minded 

Below are a few questions used to guide the inquiry process. For a full treatment of each 

category, please see the full protocol. 

Information 

Areas Addressed:  

 Education starts from students’ experiences and builds on those experiences to expand 

learning  

 Learning engages with real-world problems that are situated in diverse communities 

 Students are provided with the appropriate information and resources to meet these 

goals and expectations 

 High educational goals and expectations for students  

Equity-Mindedness 

Areas Addressed: 

 Diversity of student backgrounds (e.g. racial, ethnic, gender, socioeconomic, sexual 

orientation, immigration status, age, etc.) is valued and validated  

 Experiences of marginalized racial and ethnic groups are recognized  

 The institution fosters and engages in respectful discussions of discrimination, racism, 

and marginalization  

 Differences in students’ prior educational and life experiences are affirmed and engaged 

in positive ways  
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 Students will have opportunities to reflect on and share their cultural background and 

knowledge 

ANALYSIS OF WEBSITES AND DOCUMENTS 
For each student service area reviewed there are three sections: (1) an overall assessment of the 

definition categories (described above); (2) a table that outlines the strengths and 

recommendations for each website and/or document; and (3) several examples of the strengths 

and recommendations for the area reviewed. Table 1 provides a summary of all the websites and 

documents reviewed and an assessment of how well they fit into the analysis categories (low, 

medium, high). Beginning on page 8, a full treatment of the websites and documents reviewed is 

provided. These examples are meant to serve as a way to initiate further conversation and are 

not meant to be inclusive of all the potential updates that might be made to the documents and 

websites to make them more culturally inclusive.  

Table 1: Summary of All Websites and Documents Reviewed 

Webpages 1.  
Career 
Center 

2. 
Financial 

Aid 

3.  
Math 

Center 

4.  
Online 
Orient-
ation 

5.  
Transfer 
Center 

6.  
Tutoring 
Center 

Functional- 
ity 

Medium Medium Low High High Low-
medium 

Information Medium High  Medium Medium-
High 

Medium-
High 

High  

Equity- 
mindedness 

Low Medium Low Low-
Medium 

Medium Medium 

Documents 7. 
Add/Drop 

8.  
Early Alert 

9. 
Financial 
Aid 

10.  
Math & 
Tutoring 
Center 
Flyer 

11. 
Welcome 
Center 

12. 
Tutoring 
Center 
Flyers 

Information Low Medium Medium Medium Medium Medium 

Equity-
mindedness 

Low Medium Low-
Medium 

Low Low Medium 
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CAREER CENTER 

SUMMARY OF STRENGTHS AND RECOMMENDATIONS FOR CAREER CENTER WEBSITE 

ASSESSMENT OF CAREER CENTER WEBSITE 
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 The user can access the Career Center webpage by typing “Career Center” in the search 

field.  

 The user can also access the Career Center webpage by selecting “Career Center” from the 
menu here. 

Strength: There are multiple ways to access the Career Center’s 

website from the homepage. 
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It is valuable to have the Career Center’s website accessible within the Online Orientation. 

Strength: The Career Center is accessible from the Online Orientation’s 

Career Center section 
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The purpose of the center is stated and the hours of operation and contact details are 
included. 

Strength: The purpose of the Career Center is stated and the hours of 

operation are listed 
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 The page offers students opportunities to learn about different interests, however it does 
not inform them about how they can access these resources.   

 There are no links provided for the resources listed.  

 It might be valuable to provide a short overview of Career Assessments that explains how 
these can be useful for students.  

 These assessments can be useful, but cost might be prohibitive.   

Recommendation: Provide information about how students can access 

the Career Assessment resources 
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 This text seems to be taken from external companies or programs rather than 
produced by VC.  Students might feel this is impersonal, and wonder if resume 
assistance is offered at the center.  

 No definition of a resume is provided.  
 The Facebook link is only useful if students click on it.  With the popularity of other 

social media, can you determine how many students use this resource? 

Recommendation: Personalize the language when discussing external 

programs/resources. 
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FINANCIAL AID 

ASSESSMENT OF FINANCIAL AID WEBSITE  

SUMMARY OF STRENGTHS AND RECOMMENDATIONS FOR CAREER CENTER WEBSITE 
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  Strength: Financial Aid is easily accessible from links on the home page 
(but not from the search box). 

 Selecting “Prospective Students” then, “Financial Aid”—takes user to the correct page.  
 Financial Aid information can also be accessed through VC Foundation section 

Financial Aid located on home page, however, it is partially hidden by the graphic.  
 If you enter “Financial Aid” in the Search box, however, this does not take the user to 

the correct page.   
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 For prospective and current students, the website is easy to find and navigate. Once 
students click on the link, they are taken to a different site, but it is unclear which forms 
are needed.  

 Timely information is provided for students.  
 Language is accessible, inviting, and student-centered language.  
 Content communicates support for students throughout the financial aid process. 

Strength: Financial Aid is easily accessible 

http://www.venturacollege.edu/departments/student_services/financial_aid/index.shtml 
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 It is valuable to highlight how Ventura College makes higher education affordable 
for students.  

 The page covers a great amount of information and simplifies important aspects of 
the financial aid process, such as cost of attendance.  

 Providing a budget helps students understand the true cost of attendance. 

Strength: Communicates support for students throughout financial 

aid process 



Webscan and Document Analysis 
  Page | 17 
 

 

  

 Depending on the time of orientation, the deadline to apply for 2013-2014 may have 
passed. It would be useful to identify the different types of aid, especially in the 
expanded sections.  

 The page uses student-friendly language. 

From Online Orientation  

Strength: Provides information that can enhance students financial 

literacy 
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 Strength: Language reflects the care and support that Ventura College 
has for their students 
 
Recommendation: Make textbook program more clear 
 

Is the textbook program limited to a few students? It would be better to highlight this on the 
main Financial Aid page. 
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.    
 

 

  

 

Recommendation: Consider listing the links in the sidebar based on 
relevancy for students rather than alphabetically  

  

 Is it best to list links in alphabetical order or by relevance? What do students search for on 
the financial aid website?  

 It would be a useful to provide link to the VC map page.  Is this center off campus?  If yes, 
please provide a link to the site.  
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It might be useful to include a page which provides information and 
support for AB540 students. It may be helpful to specifically list 
which documents are required.   

 

 

Having financial aid workshops allows 
students to ask questions about the process 
and potentially improve the affordability of 
attending Ventura College. It is important to 
clarify whether assistance is in the form of a 
drop-in session or a full-day workshop.  
 

 

Change text: For INDEPENDENT students?  
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How do students know 
the difference in position 
titles?    
It would be helpful to 
provide email or 
contact information.  

The language here could be more engaging and student friendly – perhaps similar to the 
tone found on the Ventura Promise section. Providing a liaison with whom students can 
make a personal connection is helpful. It may be valuable to identify such individuals (such 
as in the AB540 section) for information about specialized financial aid programs. 
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Do the videos in the FAQ 
section reflect the 
campus demographics?  

 
http://www.venturacollege.edu/departments/student_services/financial_

aid/scholarships.shtml  

 

  

  

 

After you click on scholarships from the main site, you 
then get the page listed below.   

Ventura Promise should be 
highlighted on the main page. 
Also, these scholarships seem 
specific to certain populations 
and may need to be a separate 
section.  
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From Online Orientation   

The assessment evaluates for knowledge of financial aid, but the question should be more 
specific to the financial aid process at Ventura.   
 

 This page communicates that affordability is important to Ventura College and that there are 
programs available to assist students with the costs of textbooks.  

 Do the images reflect the campus demographics?  
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 MATH CENTER (2013 PAGE)* 

ASSESSMENT OF MATH CENTER WEBSITE 

SUMMARY OF STRENGTHS AND RECOMMENDATIONS FOR MATH CENTER WEBSITE 

*Note: The Math Center page was updated in 2014, therefore only the 
strengths of the 2013 page are highlighted here for inclusion into the new site. 
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The Math Tutoring 
Center web page is 
concise and 
welcoming. For 
example, the 
language used in this 
paragraph the Math 
Center is friendly and 
inviting.  

http://academic.venturacollege.edu/mbowen/mathdept/MathCenter.shtml 

It is clear how a 
student can log in at 
the Math Center. 

Strength: Provides a concise and clear explanation of services 
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ONLINE ORIENTATION 

ASSESSMENT OF ONLINE ORIENTATION WEBSITE 

SUMMARY OF STRENGTHS AND RECOMMENDATIONS FOR ONLINE ORIENTATION WEBSITE 
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4. Online Orientation is  
located on the home 
page,  however it is 
partially  hidden by the 
graphic. 

3. Online Orientation 
accessed via Online  
Services takes the user to 
the correct page. 

Strength: Online Orientation is easily accessible (but not through the 

search box) 

1. If you enter “Online 
Orientation” in the search 
box, it does not take the 
user to the correct page.  

2. Selecting 
“Prospective 
Students” then, 
“Online College 
Orientation” takes  
user to the correct  
page. 
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It is useful that visitors to the site can complete the orientation (accessible for non-
students). 

Strength: Online Orientation is easily accessible 
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Strength: The pre-assessment tool (see below) is valuable to 

determine students’ strengths and areas for development 
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Strength: Preview videos are welcoming and inviting 
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  Strength: Description of orientation is clear and use of graphics assists with 

understanding purpose and processes 
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  Strength: Photos of visibly-Latino students are present 
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  Recommendation: Address students’ current ability to bypass orientation  

After responding ‘No’ to all post-orientation survey questions, the user receives a certificate. 
This certificate can be an affirmation for students who complete the orientation successfully, but 
confusing for those who do not successfully complete orientation. 
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In these examples, it would be useful to link pages to the Transfer Center page and Online 
Class Schedule. 

Recommendation: Provide web links for users when resources are identified 

online 
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Recommendation: Use student-centered language    

It seems as though there is an expectation that students are already familiar with some institutional 
language—“matriculation.” 
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These pages can result in confusion--although it says that students can complete orientation 
online or in person, when students call the college, they learn that only online orientation is 
typically provided for students--we learned this after calling the college and inquiring about 
orientation. 

Recommendation: Create consistency regarding online and in-person 
orientation 
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1. Sometimes, language 
is encouraging. 

2. At other times, the 
language is less 
inviting/friendly. 

Recommendation: Use student-focused language 
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  Recommendation: Include videos with African-American and visibly-Latino 
students 
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There are few photos of African-American students, with only one engaged academically. 
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  TRANSFER CENTER 

ASSESSMENT OF THE TRANSFER CENTER WEBSITE 

SUMMARY OF STRENGTHS AND RECOMMENDATIONS FOR THE TRANSFER CENTER WEBSITE 
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Clearly states what 
students are 
intended to learn 
by using the 

services. 

Students can easily 
view a summary of 
resources provided. 

The center’s mission 
statement can be 
empowering for 
students. 

Links clearly listed. 
Links with 
acronyms may not 
make sense for first 
time transfer 
seekers. 

www.venturacollege.edu/departments/student_services/transfer_center 

Strength: Transfer Center is accessible and easy to navigate 
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Strength: Student friendly language is used 

Reminds students 
that meeting with a 
college counselor is 
important in the 
transfer process. 

Clear instructions 
are provided to use 
assist.org.  

http://www.venturacollege.edu/departments/student_services/transfer_center/how_to_transfer.shtml 
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This glossary serves as a resource page for students who are unaware of the transfer 
process and the specific terms used. 

http://www.venturacollege.edu/departments/student_services/transfer_center/glossary.shtml 

Strength: Page provides students with key terms in the transfer process 
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Informative content and 
conversational language 
used. 

Clearly states what 
students will need to 
know before 
transferring. 

http://www.venturacollege.edu/departments/student_services/transfer_center/how_to_transfer.shtml 

Strength: Student friendly language and provides students key terms in the 

transfer process 
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This page shares information 
about in-state public transfer 
process. 
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These pages provide both 
text and visual images to 
help students understand 
the transfer process. 
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It is unclear whether there are any restrictions that students should address before using 
the transfer center. Are there any necessary requirements students must fulfill before 
visiting? 
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Add a section with 
students’ 
experiences with 
transfer process as 
testimonials. 

Add more pictures 
of students. 

Indicate how students 
can make appointments 
for assistance at the 
center. 

Is it best to have links in 
alphabetical order, by 
relevancy, or most-
clicked links? 

Recommendation: Indicate how students can make appointment with a 

transfer counselor and review order of the links provided 
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Recommendation: Adjust language to be student friendly 

Language used to communicate 
with students makes them 
responsible for their success.  Is 
there another way to convey this 
idea? 

Be mindful of the dual message 
this statement can send to 
students. 
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Maybe this page can be 
incorporated on the 
homepage to help 
students with 
understanding complex 
transfer language. 

http://www.venturacollege.edu/departments/student_services/transfer_center/glossary.shtml 

Recommendation: Provide students with key terms for the transfer process 

on the home page 
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It may not be enough to just encourage 
students to “drop-in.” How can the statement 
be changed to place more of an emphasis on 
meeting with a counselor to set 
academic/career goals?  

Students may misinterpret “Counseling Services” to be related to psychological or mental health issues.  
Explore titling the section “Academic Counseling” or “Transfer Counseling” to reflect the description of 
services. 
  

Recommendation: Change language to Transfer Center from “Counseling 

Services” 
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This information is important to share, but the section could have more links, particularly to 
the UC or CSU transfer info pages. 

This description explains 
some of the fundamental 
aspects of transferring. It 
would be good to add a 
link on how to meet with 
an adviser to develop a 
“transfer plan.” 

Recommendation: Provide more specific information and direct links to 

sections on website 
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  Recommendation: Provide a direct link to the Transfer Center for students 

using online orientation 
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  TUTORING CENTER 

ASSESSMENT OF THE TUTORING CENTER WEBSITE 

SUMMARY OF STRENGTHS AND RECOMMENDATIONS FOR THE TUTORING CENTER WEBSITE 
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Hours of operation accommodate working students’ availability. 

http://www.venturacollege.edu/departments/student_services/testing_center/index.shtml 

Strength: Flexible hours 
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The web page seems to 
be student-centered 
and the center appears 
to value students’ 
academic success. 

The web page provides 
links to different 
information and 
services, however these 
menu items change after 
the user clicks on some 
of these links. 

http://www.venturacollege.edu/departments/student_services/tutoring/index.shtml 

The pictures on the web 
page reflect the student 
population. 

The hours are flexible 
enough for students who 
may need evening 
tutoring.  

Strength: The web page is written in a student-centered manner 
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Valuable to offer 
contact information 
and list of faculty 
volunteers. 

Mission and purpose of 
Reading and Writing 
Center is clearly stated. 

Valuable to know 
there is no cost 
associated with the 
Reading and Writing 
Center’s offerings. 

http://www.venturacollege.edu/departments/student_services/tutoring/reading_writing_center/index.shtml 

Strength: This is a well-organized web page with useful information 
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 SI appears to be a free service that is facilitated by qualified staff in a relaxed 
setting. 

 The language on the page encourages students to view SI as a resource. 
 

http://www.venturacollege.edu/departments/student_services/supplemental_instruction/index.shtml 

Strength: Outlines what students should expect from this service 
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 It would be useful to provide either a link to the “Request for Tutor” form or to allow 
students to register for tutoring online **ONLINE TUTORING IS A NEW ADDITION 
TO THE SITE AND HAS NOT BEEN REVIEWED. 

 

 The links should be structured by level of importance for students.  

Recommendation: Restructure links from most to least used by students 

http://www.venturacollege.edu/departments/student_services/tutoring/index.shtml 
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 Should there be a link focusing on recruiting students as tutors on the main page?  
 Would be good to determine if having tutor recruitment as the second link on the web 

page will serve the students who need to use the services in the most efficient manner. 

http://www.venturacollege.edu/departments/student_services/tutoring/be_a_tutor.shtml 

Recommendation: Put greater emphasis on student services 
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 This page was last updated in 2009.  Do these guidelines and objectives still apply?  
 The page provides information about what students can expect when they attend the Tutoring 

Center, however, the language is directive and not friendly and inviting.  
 It is unclear whether these guidelines apply for all types of tutoring (See Tutoring Options page 

via menu item)? 
 
  

http://www.venturacollege.edu/departments/student_services/tutoring/guidelines.shtml 

Recommendation: Change the tone of the language from directive to 

more conversational 
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 For clarity, it would be valuable to include descriptions of each tutoring option.  

 Are all of these tutoring options available to all students?   

 What does “EAC” stand for?  

 There does not appear to be information to notify students for which subjects students can 
obtain tutoring.  

 
 

http:/www.venturacollege.edu/departments/student_services/tutoring/objectives.shtml 

Recommendation: Provide more descriptive information about the options 
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Providing pictures creates 
an inviting environment; 
however might students 
expect that all staff will be 
tutors? 

How are these staff 
members distinct from 
the ones shown above?  
This is not clear. 

http://www.venturacollege.edu/departments/student_services/tutoring/staff.shtml 
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Is there an updated version of 
the student learning 
outcomes? 

Is there recent statistical 
information to show the 
benefits of attending the 
Tutoring Center?  This 
information may be valuable 
to add to this page. 

http://www.venturacollege.edu/departments/student_services/tutoring/slos.shtml 

Recommendation: Provide evidence about the effects of the tutoring 

services on academic outcomes 
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The description may be too 
vague for students who do 
not know which courses are 
addressed by SI. 

http://www.venturacollege.edu/departments/student_services/supplemental_instruction/ind

ex.shtml 

Recommendation: Provide information about which courses participate in SI   
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It is unclear how this page can be useful for students.  Perhaps providing descriptions for each 
section would be valuable. 

http://www.venturacollege.edu/departments/student_services/tutoring/reading_writing_center/rwc_campus_resources.shtml 

Give a link to the PDF or Word 
Document file. 
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ADD/DROP 

ASSESSMENT OF ADD/DROP 

SUMMARY OF STRENGTHS AND RECOMMENDATIONS FOR ADD/DROP 
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 There is a section with information in the catalog. However, the section is NOT titled 
“add/drop.”  

 

 The section is titled “Withdrawal from class” (might want to consider including both 
descriptors here). 

Strength: Add/Drop information is in the catalog 
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This section of catalog explains the “withdrawal” process. It refers the student to four places: 
1. Records office (or online) to complete the withdrawal. 
2. Counselor to determine the impact of a withdrawal 
3. Class syllabus or course instructor to determine the “census date” 
4. Admissions office for more information and deadline 

To be more student-centered, consider identifying just counseling department as first point of contact. 
The language is somewhat authoritative in tone (Eg. “It is the student’s responsibility;” “Students will 
be blocked;” and “excessive “W”s will be cause for placing students on progress probation”). 
Students may not know what the following items are communicating: “CRN notes” and “census date.” 
   

    

Recommendation: Adapt to be more student-centered 
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When “drop course” is entered into the search window of the VC home page, none of the 
options link to information about how to drop a course. All the results are all administrative-
focused links. 

Recommendation: Create an online space for information about add/drop  
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When attempting to find information by navigating through the menu bar, and selecting “Current 
Students” from the VC home page... 

“Add/drop” does not appear on the list of options. 

If a student selects “College Catalog,” This allows you to download of a pdf. file of the catalog.   

http://www.venturacollege.edu/current_students/index.shtml 

Recommendation: Create an online space for information about add/drop  
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When a student visits the Counseling webpage, there is no information about “add/drop” or “withdrawal.” 

One positive aspect is that the information about location and office hours is readily available. 

http://www.venturacollege.edu/departments/student_services/counseling/index.shtml 

Recommendation: Create an online space for information about add/drop 
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Recommendation: Identify Counseling Department as first contact 

       

http://www.venturacollege.edu/departments/student_services/counseling/index.shtml 
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When exploring the FAQ section of the Counseling page, there is no information about “add/drop.” 

http://www.venturacollege.edu/departments/student_services/counseling/faqs.shtml 

Recommendation: Include information about cost/benefit of add/drop  
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 Recommendation: Adapt the Add/Drop form to be more student-

centered 

 There are no directions for how to complete the form. 

 No point of reference is provided in the case that the student has questions. 


