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STANDARD TWO
BUILDING CONSTRUCTION TECHNOLOGY

INTRODUCTION

The building construction technology program committee was responsible for
evaluating aspects of the instructional program to determine compliance with standard two
criteria. In order to complete its task, the committee reviewed all program files, minutes,
outcomes, curriculum, and other documentation. The building construction technology
program is a 55 semester credit hour program. A student enrolled on a full-time basis can
earn a diploma in four semesters.

Reid State’s building construction technology program provides excellent training
that enables graduates of the program to obtain and successfully perform the tasks of
entry-level positions in this field. The building construction technology program’s
comprehensive mission is stated in the College Catalog:

The purpose of the building construction technology program is to provide
accessible, quality educational opportunities that will provide individuals with the
knowledge, technical skills, and attitudes necessary to obtain entry-level
employment in the building construction profession.

The diploma program is intended to produce graduates who are prepared for
employment as carpenters, cabinetmakers, and roofers. Program graduates are
to be competent in the academic areas of communications, mathematics,
computer literacy, and human relations and in the technical areas of roofing,
framing, safety, cabinet construction, blueprint reading, foundations, interior and
exterior finishing, and drywall.

Reid State Technical College will accomplish program objectives by providing
students with a comprehensive general education and technical training in the
core area of building construction technology. The occupational skill
preparation should meet the National Center for Construction Education and
Research (NCCER) recognized skill standards. The College will ensure program
quality through internal certification of graduate competencies and external
certification of graduates by the National Center for Construction Education and
Research.



The philosophy and purpose of the building construction technology program is
consistent with that of the governing institution.

The admission policy for the program is relevant to a student’s ability to complete the
academic and occupational requirements. The program is offered during the day on the
main campus.

One full-time faculty is employed to provide relevant instruction and educational
experiences for Reid State students. The program faculty person enjoys strong and
productive relationships with area business and industry representatives. Program
outcomes emphasize the success of this program in preparing graduates for entry-level
employment in the building construction profession.

The program mission, length, objectives, course requirements, equipment and
academic courses integrated into the occupational area are congruent with the
institution’s mission, labor job market demands, business and industry needs, the
requirements of the Alabama State Board of Education, and the mission of the Alabama

Community College System.

ANALYSIS
A. Admissions/Recruiting

1. The institution’s admissions policies are clearly stated, published, and
made available to students prior to enrollment. (Objective 2-A-1)

The institution’s admission policy is published in the College Catalog, Student
Handbook, website, and program brochures. Copies of the Reid State Technical College
Catalog are distributed to high schools in the College service area and many other
locations prospective students may frequently visit. The College Catalog and Student

Handbook and program brochures are on display at all times in the administration and



student services buildings. All students are provided a copy of the College Catalog
during orientation, at which time college policies and procedures are reviewed in detail

(Exhibit 2-A-1 (a), (b), (c), (d).

2. For all students admitted to a Vocational English-As-A-Second Language
Program, the institution utilized written admission procedures that comply
with policies established by the Commission. (Objective 2-A-1) (See
“Vocational English-As-A-Second-Language Programs” in the current
edition of the Policies and Rules of the Commission.)

Reid State Technical College does not offer Vocational English-As-A-Second

Language Program.

3. The institution clearly defines and publishes a policy on the transfer of
students between programs within the institution and the transfer of
students from other institutions. (Objective 2-A-1)

The institution clearly defines and publishes a policy on the transfer of students
between programs within the institution and the transfer of students from other
institutions. The College transfer policy is promulgated by the Alabama State Board of
Education and is printed in the College Catalog and Student Handbook (Exhibit 2-A-3
(@), (b), (c), (d)).

An applicant who has previously attended another accredited postsecondary
institution will be considered a transfer student and is required to furnish official
transcripts of all work attempted at all said institutions. The College also requires the
transfer of student documents required of first-time college students. A transfer student
who meets requirements for admission to a course creditable toward an associate degree
is classified as a degree-eligible student. A transfer student who does not meet these
requirements is classified as a non-degree-eligible student. A transfer student must have

submitted to the college an application for admission and official transcripts from all



accredited postsecondary institutions attended and an official high school transcript or
GED.

A transfer student, whose cumulative grade point average at the transfer
institution(s) is 2.0 or above on a 4.0 scale, will be admitted on clear academic status. A
transfer student, whose cumulative grade point average at the transfer institution(s) is less
than 2.0 on a 4.0 scale, will be admitted only on academic probation. An applicant who
has been academically suspended from another accredited postsecondary institution may
be admitted as a transfer student only after following the appeal process established at the
college for native students who have been academically suspended. If the transfer
student is admitted upon appeal, the student will enter the institution on academic
probation.

Students may transfer to different programs within the college, provided they
meet the admission requirements for the desired program. Full credit is granted for those
courses that have similar course descriptions and theory/laboratory/clinical credit hour

requirements.

4. The institution clearly defines and publishes a policy on the transfer of
credits that includes a statement of the criteria established by the
institution regarding the transfer of credit earned at another institution.
(Objective 2-A-1)

Transfer credit will be awarded for internal and external transfers based on the
published “General Principles for Transfer of Credit” in the College Catalog. A course
completed at other accredited postsecondary institutions with a passing grade will be
accepted for transfer as potentially creditable toward graduation requirements. Credit
may be extended based on a comprehensive evaluation of demonstrated and documented

competencies and previous formal training. For students admitted on academic



probation, only courses in which they have earned a course grade of C or better will be
accepted for transfer. Awarding of transfer credit to fulfill graduation requirements will
be based on applicability of the credits to the requirements of the degree sought (Exhibit

2-A-4 (a), (b)).

5. Admission requirements offer reasonable expectations for successful
completion of the occupational programs offered by the institution regardless
of the delivery mode. (Objective 2-A-2)

Admission requirements for building construction technology offer reasonable
expectations for successful completion of the occupational program. Students must have
a high school diploma or GED, or have documented ability-to-benefit and earn the GED
prior to graduation (Exhibit 2-A-5 (a), (b)).

Placement exams are additional measures used to determine a student’s readiness
for college-level academic and occupational coursework (Exhibit 2 A-5(c)). The
placement tests measure proficiency in reading, writing, and numerical skills. Students
who score below requisite cut scores on each subtest are required to enroll in
developmental courses in order to develop academic competencies necessary for success
in college-level courses. Students whose assessment scores indicate they would benefit
from developmental math, reading or writing must complete the courses prior to enrolling
in college-level math and English. Students needing developmental reading must enroll
in it within the first two semesters.

Students are advised to enroll during their first term for any required
developmental course work and to take follow-up college courses in sequence. These
policies and procedures are designed to ensure that students can be successful in

completing all program requirements.



6. Students admitted into Associate Degree programs have a high school diploma
or its equivalent. (Objective 2-A-2)

The building construction technology program does not award an associate in

applied technology degree.

7. Aninstitution that admits students on an *“ability to benefit™ basis has
written admissions procedures, applies these uniformly, provides
documented evidence on how they are used, maintains records on student
progress, and regularly evaluates the effectiveness of the procedures used in
admitting these students. (Objective 2-A2)

For all students admitted on an ability-to-benefit basis, the College has written
admissions procedures, applies these uniformly, and provides documented evidence on
how they are used, maintains records on student progress, and regularly evaluates the
effectiveness of the procedures used in admitting these students. Students without a high
school diploma or GED may be admitted on the ability-to-benefit basis to the building
construction technology program. The admissions procedures are reflected in the College
Catalog and Student Handbook (Exhibit 2-A-7 (a), (b)). This policy is applied
uniformly and documentation is maintained in all permanent student files for verification
of its application.

Upon student completion of the independently administered standardized test
(COMPASYS), the students’ scores are compared to the federally-approved cut scores for
Title 1V eligibility. In order for students to qualify for admission and Title IV funds, the
following scores are required: COMPASS Numerical (25), Reading (62), Writing (32)

The results of the test are recorded by the independent test administrator and
forwarded to the admissions office, which then makes a determination of acceptance to

the College and notifies the student of the results. An ability-to-benefit test certification



form is completed by the test administrator and becomes part of the student’s permanent
record along with the actual test form completed by the student (Exhibit 2-A-7 (c)).
The registration services coordinator is responsible for maintaining permanent
records of student progress. Computerized transcripts reflect the student’s grades in
developmental and college courses and subsequent program completion status (Exhibit

2-A-7 (d)). Students are required to earn the GED prior to graduation.

8. The institution ensures that recruiting activities are ethical and that all
materials used in recruiting accurately describe the mission,
instructional outcomes, student performance expectations, and completion
requirements of each program. (Objective 2-A-3)

Reid State Technical College’s recruiting activities are ethical and are conducted
according to standard marketing and recruiting practices. The director of recruiting/
placement and retention is directly responsible for developing and implementing the
Recruitment Plan. Responsibility for recruiting activities is also spread across the
College. All personnel are responsible for distributing materials to locations in their
communities and making presentations to local high schools, churches, and vocational
centers.

All published materials depict the mission, instructional outcomes, student
performance expectations, and completion requirements of each program. The College
uses a variety of materials to market programs and services. Colorful brochures, the
College Catalog, Student Handbook, newspaper advertisements, and website are utilized
to inform the student body and community of program offerings (Exhibit 2-A-8 (a), (b),
(c), (d), (e), (P, (9)). The college’s assistant dean of community development/public

relations maintains a permanent scrapbook of newspaper advertisements for a historical



record which demonstrates that the college has greatly improved its marketing and public

relations campaigns over time.

9. Prior to admission, students are informed of the costs of the program
and any equipment and services required. (Objective 2-A-3)

Students are informed of building construction technology program costs prior to
admission. Information about the program in the College Catalog includes the program
philosophy, mission statement, program objectives, program costs, tuition rates,
admission criteria, certification information, curriculum outline, and course descriptions
(Exhibit 2-A-9 (a)). The College Catalog is distributed at all recruiting activities. It is
on display at all times in administration and student services buildings, and all incoming
students are provided a copy at the orientation/advising session prior to their first

registration.

College brochures list the credit hours required for completion of each program.
A program cost sheet is available in the student services building (Exhibit 2-A-9 (b), (c),

(d)). The total tuition/fee cost for the building construction technology program diploma

is as follows:
Tuition $4,950
Fees 1,210
Books 650
Supplies 500

The College’s tuition rate per semester hour is $90, plus a $9 per hour facility fee,

$9 per hour technology fee, $1 per hour bond fee, and $3 per hour special building fee.



B. Programs

1. Occupational education programs offered by the institution are congruent
with the mission of the institution and with the occupational needs of the people
served by the institution. (Objectives 2-A-2 and 2-B-1)

Occupational education programs offered by the institution are congruent with the
mission of the institution and with the occupational needs of the people served by the

institution. Reid State Technical College’s mission is as follows:

Reid State is committed to provide postsecondary education and training to students
from diverse backgrounds and abilities on a non-discriminatory basis in order to
prepare an effective workforce and to promote economic growth and community
stability. In the spirit of scholarship, collaboration, technological specialization,
flexible learning opportunities and personal development, the entire college seeks an
improved quality of life for all students.

Building construction technology is congruent with the institutional mission and with the

occupational needs of the people served by Reid State Technical College.

Occupational needs of the service area are evaluated through annual reviews of
labor market information in order to gauge the continuing necessity and level of demand
for each program (Exhibit 2-B-1 (a), (b)). Business and industry visits and the program
advisory committee provide valuable information that assists the institution in ensuring

that the building construction technology program continues to be congruent with the

institutional mission and the needs of the community (Exhibit 2-B-1 (c), (d)).

2. The objectives for each educational program are evaluated annually.
(Objective 2-B-1)

The building construction technology program objectives are evaluated
continuously. The program advisory committee is used to evaluate program objectives.
The building construction technology program has an active advisory committee that

meets twice annually. The advisory committee has had the responsibility for conducting



an annual review of the program's mission and content and recommending improvements
in terms of curriculum, instructional methods, equipment, supplies and other important
program and instructional considerations, as well as assisting the College in ensuring that
program content and objectives were regularly updated. Minutes are available to
document advisory committee activities (Exhibit 2-B-2 (a)).

Employers periodically review program objectives. Employer Verification
Forms are completed every year to ensure that bona fide potential employers have the
opportunity to evaluate the program content, objectives, range of remuneration,
admission criteria, and curriculum to ensure that desirable, relevant, and current practices
are included in the program of study (Exhibit 2-B-2(b)). Information obtained from
Employer Verification forms are also utilized to ensure that relevant and current practices
of the profession are addressed in the instructional program

Faculty reviews and adjusts program objectives as a result of feedback received
through business and industry visits (Exhibit 2-B-2(c)). According to college policy,
faculty completes six visits annually and documents their activities on business and
industry forms that are forwarded to the human resources/instructional services

coordinator. A copy is maintained by the faculty.

3. Each occupational education program has clearly stated objectives, defined
content relevant to these objectives and the current needs of business and
industry, and student evaluation based on the program objectives and
content. (Objective 2-B-2)

The building construction technology program at Reid State Technical College
has clearly stated objectives, defined content relevant to these objectives and the current
needs of business and industry, and student evaluation based on the program objectives

and content.
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Program outcome objectives are (Exhibit 2-B-3 (a)):

1. Program graduates will be proficient in communication, computation, and
interpersonal skills.

2. Program graduates will be technically proficient.

3. Program graduates will be able to obtain certification through the
National Center for Construction Education and Research.

4. Program graduates will be successfully employed in the field.

5. Employers of program graduates will be satisfied with their education and
training.

Course objectives are listed in the individual course syllabi, course guides and
curriculum standards, and support attainment of broad program outcome objectives
(Exhibit 2-B-3 (b)). Business and industry visits are regularly conducted to ensure that
current needs of business and industry are considered when defining program content
(Exhibit 2-B-3 (c)). Faculty also utilize information gained from their participation in
professional associations to review and adjust program objectives.

Students’ attainment of learning objectives in the building construction
technology program is determined through regular evaluation methods. Knowledge tests
are given in theory classes, and proficiency exams are utilized to document competency
attainment in laboratory courses (Exhibit 2-B-3 (d)).

All programs are required to maintain a course notebook for each course in the
curriculum. Each course notebook includes the course guide, curriculum standard,
syllabus, course outline, handouts and audiovisual materials, sample tests, safety

information, student information sheets, and other instructional material (Exhibit 2-B-3

(€)).
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4. A systematic process has been implemented to document that the objectives
and content of programs are current. (Objective 2-B-2)

A systematic process is established to document that the building construction
technology program objectives and content are regularly updated. Information is obtained
through program advisory committee meetings, informal contact with alumni, employer
verification forms, business and industry visits, and participation in professional
organizations (Exhibit 2-B-4 (a), (b), (c)). The information gained through these
resources enables faculty to stay abreast of industry trends such as equipment and
modifications to building codes and regulations. Revisions to the program’s curriculum

are made when necessary to update the program in accordance with industry needs.

5. At least every two years, three bona fide potential employers review each educational
program and recommend admission requirements, program content, program
length, program objectives, competency tests, instructional materials, equipment,
method of evaluation, and level of skills and/or proficiency required for
completion, and appropriateness of the delivery mode for the program.
(Objectives 2-B-2 and 2-B-4)

At least every two years, the building construction technology program is
reviewed by three bona fide potential employers who review the admission requirements,
program content, program length, program objectives, competency tests, instructional
materials, method evaluation, and level of skills and/or proficiency required for
completion. Employer verification forms are filed in the office of the human
resources/instructional services coordinator and maintained by the instructor (Exhibit 2-

B-5).
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6. The institution considers the length and the tuition of each program in relation
to the documented entry level earnings of completers. (Objective 2-B-2)

Reid State Technical College considers the length and tuition of the building
construction technology program in relation to the documented entry-level earnings of
completers. Employer verification forms are collected every year in order to document
the range of earnings a student can expect upon graduation (Exhibit 2-B-6 (a)).
According to the Employer Verification form completed in 2010, graduates can
reasonably expect to earn $15,000 to $30,000 at entry to the profession.

The tuition is set according to the guidelines from the Alabama State Board of
Education. The College’s tuition rate is $90 per semester credit hour (Exhibit 2-B-6 (b)).
The program can be completed in four semesters of full-time enrollment. Total tuition

for the 55 credit hour diploma program is $4,950.

7. Courses required for each program are offered with sufficient frequency
for the student to complete the program within the publicized time frame.
(Objective 2-B-3)

As specified in the College Catalog, the building construction technology
program can be completed in four semesters by full-time students. Classes are offered at
least once during the specified time frame. All students are provided with a degree plan
upon entry, and advisors use these degree plans to plan their schedules of classes each
term (Exhibit 2-B-7 (a), (b), (c), (d)).

Developmental courses in writing, mathematics, and reading are offered every
semester to assist under-prepared students in developing basic skills to ensure success in

college-level courses. Students who require developmental coursework are informed by

13



their advisors that they may take longer to complete the program requirements depending

upon their developmental needs.

8. Associate Degree programs offered must meet the following
requirements:

a. The appropriate applied degree title, such as Associate of
Applied Technology, Associate of Applied Science, Associate
of Occupational Studies, Associate of Science, or Associate of
Occupational Technology, is used.

b. The program has a minimum of 60 semester hours or 90
guarter hours.

c. The program includes a minimum of 15 semester hours or 23
quarter hours of general education courses, with a minimum of
one course from each of the following areas: humanities,
behavioral sciences, natural or applied sciences, and
mathematics. (Objective 2-B-5)

The building construction technology program does not award the associate in
applied technology degree. Students may elect to enroll in the associate in occupational
technology degree program with a major in occupational studies. The associate in
occupational technology degree program is structured according to the guidelines set
forth by the Alabama State Board of Education (Exhibit 2-B-8 (a)). The student is
required to complete at least 19 semester hours in general education (Exhibit 2-B-8 (b)).
Students must complete at least 45 hours in a primary technical specialty and 12 — 15
hours in secondary technical specialty, for a total of 76 semester hours for the associate in

occupational technology degree in occupational studies (Exhibit 2-B-8 (c)).
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9. All programs, regardless of location or time or mode of delivery, are
qualitatively consistent with those offered on the main campus, and must:

a. Be approved and administered under established institutional
policies and procedures and supervised by an administrator
who is part of the institutional organization.

b. Have appropriate involvement of on-campus
administrators and faculty in planning, approval, and on-
going evaluation.

c. Have individual student records, including period of
enrollment, financial, and educational program records,
permanently maintained by the institution at the main campus.

d. Be described in appropriate catalogs, brochures, and/or other
promotional materials and include tuition/fee charges, refund
policies, admissions and academic requirements, and
information technology requirements.

e. Provide for timely and meaningful interaction among faculty
and students. (Objectives 2-B-6 and 2-B-8)

The building construction technology program offers day classes on the main

campus.

10. A credit hour is equivalent to a minimum of each of the following: one
semester credit for 15 clock hours of lecture, 30 clock hours of laboratory, or
45 clock hours of work-based activities; or one quarter credit for 10 clock
hours of lecture, 20 clock hours of laboratory, or 30 clock hours of work-
based activities. (Objective 2-B-7)

The semester credit hours are assigned to each course in the building construction
technology program according to the policies of the Alabama State Board of Education
(Exhibit 2-B-10 (a)). One semester hour of theory contains 15 clock hours of lecture, one
semester hour of demonstration lab contains 30 clock hours of laboratory, and one semester

hour of manipulative lab contains 45 clock hours of laboratory (Exhibit 2-B-10 (b), (c)).

. Instruction

1. Academic competencies and occupational skills are integrated into the
instructional program for each occupational area. (Objective 2-C-1)

Documentation is available to demonstrate the integration of academic

competencies and occupational skills into the building construction technology
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instructional program (Exhibit 2-C-1(a)). The program curriculum includes nine
semester hours of required courses in mathematics, English, and computer literacy as
well as technical concentration theory and laboratory courses (Exhibit 2-C-1(b)).
Academic competencies are further developed and applied in workplace skills in the core
technical courses. For example, students must demonstrate mathematical applications in
basic measurements, compute square footage of buildings, compute cubic yard
measurement of concrete and fill dirt, and estimate job costs.

Communication competencies are developed and applied in both theory and
laboratory instruction. This includes application of communication skills to developing
resumes, interpreting handouts and lessons on job applications, preparing for job
interviews, completing safety reports, writing project specifications, and participating in
customer/student interactions. Computer skills are learned and practiced for blueprint
drawing, outlines of specifications, and computing of measurements. Syllabi detail the
applications of workplace academic competencies in work-based learning activities

(Exhibit 2-C-1(c)).

2. The instructional programs provide instruction in the competencies
essential to success in the occupation, including job knowledge, job skills,
work habits, and attitudes. (Objective 2-C-2)

The building construction technology program includes extensive theory and
laboratory instruction designed to develop and refine job knowledge, job skills, work
habits and attitudes. Course descriptions and accompanying objectives illustrate the
emphasis on developing occupational competencies (Exhibit 2-C-2 (a), (b)).
Employability skills such as work habits, attitudes, safety, and job orientation are

integrated throughout the curriculum. Students’ work habits are objectively evaluated,
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and a work habits grade is calculated as a percentage of the final course grade. Criteria
for scoring include punctuality, attendance, proper use of tools, safety, attitude, and other
related skills. Work habits check sheets are utilized to ensure objectivity and consistency
in grading, and students are informed of the composition of the final grade on the course

syllabi (Exhibit 2-C-2 (c)).

3. The sequence of instruction required for program completion (lecture, lab,
and work-based activities) is effectively organized in order to maximize the
learning of competencies essential to success in the occupation. (Objective
2-C-2)

The sequence of instruction required for completion of the building construction
technology program is effectively organized in order to maximize the learning of

competencies essential to success in the occupation (Exhibit 2-C-3 (a), (b)).

4. Occupational advisory committees appointed for each program or program
area are used to ensure that desirable, relevant, and current practices of
each occupation are being taught. Each committee (a) is composed of at
least three members, all being external to the institution and representative
of the geographical service area covered by the program area; (b) meets at
least twice annually with a majority of official members present; and (c)
keeps minutes of each meeting to document their activities and
recommendations. The occupational advisory committee may also perform
the functions of the institutional advisory committee if only one
occupational advisory committee is required for the institution. (Objectives
2-B-2 and 2-C-2)

Program advisory committees are used to ensure that desirable, relevant, and
current practices of the occupation are being taught. The advisory committee assists the
building construction program in ensuring that desirable, relevant, and current practices
are included in the program. Minutes are available to document committee activities.
Committee membership is comprised of at least three business or industry representatives

external to the College.
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Advisory committee meetings are scheduled during the fall and spring semesters.
The advisory committee follows a standard agenda, plan of work, and completes an
annual checklist to ensure consistent and detailed documentation of activities. The annual
checklist provides documentation and verification that committee members have been
provided an opportunity to review and discuss program plans, equipment, job placement,
facilities, program content, curriculum, and to make necessary recommendations

(Exhibit 2-C-4 (a), (b), (c)).

5. Occupational advisory committees review, at least annually, the
appropriateness of the type of instruction (such as lecture, laboratory,
work-based instruction, and/or mode of delivery) offered within each
program to assure that students gain competency with specific skills
required for successful completion of the program. (Objectives 2-B-7 and 2-
C-4)

The building construction program advisory committee reviews the
appropriateness of the type of instruction to ensure that students have sufficient
opportunities to practice and gain competencies with specific skills required for
successful completion of the program. This review is documented in the committee's

minutes (Exhibit 2-C-5 (a), (b)).

6. Job-related health, safety, and fire-prevention are an integral part of
instruction. (Objectives 2-C-2 and 2-C-3)

Job-related health, safety, and fire prevention are an integral part of instruction.
Safety is stressed throughout the building construction technology program. Each course
notebook includes a section on safety (Exhibit 2-C-6 (a)). At the beginning of each
semester, students are instructed in safety issues and safe job practices. A module in the
text is reviewed, and safety videos are shown and discussed with the students. Students
are shown fire exits and escape routes, which are clearly marked at each door (Exhibit 2-

C-6 (b)). A copy of these, along with a diagram of the building and emergency

18



instructions, is included in each student’s building construction technology orientation
package. These procedures are continuously discussed in class and lab instruction
(Exhibit 2-C-6 (c)).

A safety committee comprised of building construction technology students meets
each semester. A safety report is completed by this committee and signed by each
student (Exhibit 2-C-6 (d)). A copy of this report is provided to the Reid State safety
committee chairperson who is charged with the follow up of services to address campus
safety concerns.

A copy of the College Safety Manual and Critical Response Plan is available in
each department (Exhibit 2-C-6 (e)). The Safety Manual contains instructions for safely
operating equipment unique to the building construction technology program (Exhibit 2-

C-6 (f)).

7. To develop skill proficiency, sufficient practice is provided with equipment
and materials similar to those currently used in the occupation. (Objective
2-C-3)

To develop skill proficiency, sufficient practice is provided with equipment
similar to that currently in use in the occupation. The building construction technology
curriculum provides appropriate laboratory practice to develop skill proficiency (Exhibit
2-C-7 (a)). The majority of courses offered are taught in the lab environment on industry
standard equipment. Assurance that equipment continues to meet industry standards is
acquired through business and industry visits and advisory committee meetings (Exhibit
2-C-7 (b), (c)). An inventory of equipment is conducted annually, and records are

maintained in the business office (Exhibit 2-C-7 (d)).
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8. Allinstruction is effectively organized as evidenced by course outlines,
lesson plans, competency tests, and other instructional materials. (Objective
2-C-4)

Instruction in classrooms, shops, and laboratories is effectively organized as
evidenced by course outlines, lesson plans, competency tests, and/or other instructional
materials (Exhibit 2-C-8).

Course notebooks for each course in the building construction technology
program are maintained in the instructor’s office. The notebooks contain course outlines,
lesson plans, course standards, curriculum guides, course syllabi, instructional materials,
tests, safety handouts, student information sheets and other information needed to teach

each class. The notebooks are useful to faculty and ensure consistency of instruction.

9. The institution uses a systematic, objective, and equitable method of
evaluating student achievement based on required competencies.
(Objective 2-C-5)

The building construction technology program has a published systematic and
objective method for evaluating student achievements based on identified occupational
competencies. Course syllabi detail the course objectives and evaluation methods. The
course syllabi are distributed and explained to every student on the first class meeting
(Exhibit 2-C-9 (a)).

Knowledge tests are used to evaluate theoretical knowledge acquired in lecture
classes, and skill demonstrations are used to evaluate skill proficiency in lab classes
(Exhibit 2-C-9 (b), (c)). Evaluative tools were developed by NCCER and are used by
faculty to measure student achievement and to ensure students have obtained the

knowledge required for certification in the National Registry.
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The college grading policy is published in the Student Handbook and course
syllabi (Exhibit 2-C-9 (d)). The course grade is calculated according to the identified

method and posted to the online grade reporting module.

10. Each work-based activity has a written instructional plan for students
specifying the particular objectives, experiences, competencies, and
evaluations that are required. (Objective 2-C-6)

11. The instructional plan designates the on-site employer representative
responsible for guiding and overseeing the students’ learning experiences
and participating in the students’ written evaluations. (Objective 2-C-6)

12. All work-based activities conducted by the institution are supervised by a
designated employee possessing appropriate qualifications. (Objective 2-C-
6)

Building construction does not require a work-based activity.

CHALLENGES AND PROPOSED SOLUTIONS
The building construction technology program provides opportunities for students
to obtain exposure to and appreciation of the dynamics of the industry. The program is
designed to meet Alabama State Board of Education, Reid State Technical College, and
industry standards.

The building construction technology program has undergone a significant
metamorphosis in recent years. The faculty has worked diligently to acquire updated
program equipment, adopt and implement industry standard curriculum, and redesign the
program from a primary emphasis on cabinetmaking to one of building construction. This
has been no small task and is still evolving, and the institution is still experiencing “pains”
from the curriculum development process from the state to make all building construction
programs the same. Live work could significantly improve experiential learning for
students if comprehensive construction projects were available. Obviously, such

experiences are limited in this geographic region due to unavailability of transportation
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and liability issues. The faculty has been working with Habitat for Humanity and area
contractors to identify possible avenues to resolve this concern. The College is working to
develop projects to simulate live work. Constructing scale models of buildings that would
include most components of a simple building structure. Remodeling campus facilities
also helps to simulate both residential and commercial building in a live work
environment. A major challenge is the consistent attendance of the advisory committee

members.

SUMMARY

The building construction technology program committee finds the program to be
well organized, and all activities are documented. Faculty is attempting to resolve
identified minor difficulties encountered through the development and implementation of
standardized curriculums for all building construction programs across the state.

The program’s instruction is well organized and documented, with active input
and involvement from business and industry representatives and advisory committee
members. The program is congruent with the occupational mission of the college and the
needs of the people it serves. The instructional program includes instruction in desirable,
relevant, and current practices of the profession.

The building construction technology program has a published purpose statement
and program objectives that are evaluated continuously and publicly available. The
instructional program is effectively organized as evidenced by course notebooks, course
outlines, lesson plans, syllabi, instructional materials, tests, course standards, and

curriculum guides.
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The building construction technology program has an active advisory committee
that documents activities and recommendations of semi-annual meetings in minutes.
Faculty actively solicit advice and recommendations from resource personnel through
regular business and industry visits, involvement in professional associations, employer
verifications forms, employer surveys, and advisory committees.

Program outcomes substantiate a strong program that emphasizes the attainment
of entry-level skills, including academic and occupational skill development. Program
faculty continually avail themselves of professional development opportunities to

maintain and update their professional and teaching skills.
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Standard Two

Building Construction Technology

Admissions

2-A-1(a)
2-A-1(b)
2-A-1(c)
2-A-1(d)

2-A-2

2-A-3(a)
2-A-3(b)
2-A-3(c)
2-A-3(d)

2-A-4(a)
2-A-4(b)

2-A-5(a)
2-A-5(b)
2-A-5(c)

2-A-6

2-A-7(a)
2-A-7(b)
2-A-7(c)
2-A-7(d)

2-A-8(a)
2-A-8(b)
2-A-8(c)
2-A-8(d)
2-A-8(e)
2-A-8(f)
2-A-8(9)

2-A-9(a)
2-A-9(b)
2-A-9(c)
2-A-9(d)

College Admission Policy, College Catalog, pp. 21-33
College Admission Policy, Student Handbook, pp. 67-77
Program Brochure

College Website

Non-Applicable

College Transfer Policy, College Catalog, p.26
College Transfer Policy, Student Handbook, pp. 74-76
State Board of Education Policy 801.01

State Board of Education Policy 714.03

College Transfer of Credits Policy, College Catalog, p. 27
College Transfer of Credits Policy, Student Handbook, p. 76

College Admission Policy, College Catalog, pp. 21-33
College Admission Policy, Student Handbook, pp. 67-77
Placement Testing Policy, College Catalog, p. 32

Non-Applicable

Ability-to-Benefit Policy, College Catalog, pp.23
Ability-to-Benefit Policy, Student Handbook, pp.74
Assessment Results for Ability-to-Benefit

Student Transcript for Ability-to-Benefit

Recruitment Plan

College Catalog, p. 77 & 79

Brochure

Admission Packet

Schedule

Advertising Scrapbook

Reid State Technical College website www.rstc.edu

College Catalog, p. 77 & 79
Brochure

Tuition Rates, College Catalog, p. 43 and Student Handbook, p. 64

Program Cost Sheet
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Programs
2-B-1(a)
2-B-1(b)
2-B-1(c)
2-B-1(d)

2-B-2(a)
2-B-2(b)
2-B-2(c)

2-B-3(a)
2-B-3(b)
2-B-3(c)
2-B-3(d)
2-B-3(e)

2-B-4(a)
2-B-4(b)
2-B-4(c)

2-B-5

2-B-6(a)
2-B-6(b)

2-B-7(a)
2-B-7(b)
2-B-7(c)
2-B-7(d)

2-B-8(a)
2-B-8(b)
2-B-8(c)
2-B-9
2-B-10(a)
2-B-10(b)
2-B-10(c)
Instruction

2-C-1(a)
2-C-1(b)

2-C-1(c)

2-C-2(a)

Alabama Occupational Trends for 2016
Occupational Outlook Handbook
Business and Industry Visits

Advisory Committee Minutes

Advisory Committee Minutes
Employer Verification Forms
Business and Industry Visits

Program Objectives, College Catalog, p. 77
Syllabi

Business and Industry Visits

Tests

Course Notebook

Advisory Committee Annual Checklist
Business & Industry Visits
Employer Verification Forms

Employer Verification Forms

Employer Verification Forms
State Board of Education Tuition Table

Student Transcript

Degree Plan

Program Curriculum, College Catalog, p. 79
Schedule

Degree Requirement, College Catalog, p. 70-71
Degree Requirement, College Catalog, p. 70-71
Degree Requirement, College Catalog, p. 70-71

Non-Applicable

State Board of Education Policy 705.01
Credit Clock Hour Chart
Program Curriculum, College Catalog, p. 79

Program Curriculum, College Catalog, p. 79
ENG100 Vocational Technical English
MAH101 Vocational Technical Mathematics
CIS149 Introduction to Computers

Syllabus

Lab Course Syllabus
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2-C-2(h)
2-C-2(c)

2-C-3(a)
2-C-3(h)

2-C-4(a)
2-C-4(b)
2-C-4(c)

2-C-5(a)
2-C-5(b)

2-C-6(a)
2-C-6(b)
2-C-6(C)
2-C-6(d)
2-C-6(e)
2-C-6 ()

2-C-7(a)
2-C-7(b)
2-C-7(c)
2-C-7(d)
2-C-8
2-C-9(a)
2-C-9(h)
2-C-9(c)
2-C-9(d)
2-C-10
2-C-11

2-C-12

Theory Course Syllabus
Work Habits Check Sheets

Degree Plan
Program Curriculum, College Catalog, p. 79

Advisory Committee Membership List
Advisory Committee Minutes
Advisory Committee Guidelines Annual Checklist

Employer Verification Forms
Advisory Committee Guidelines Annual Checklist

Course Notebook (See 2-B-3)
Emergency Procedures
Syllabus

Safety Committee Minutes
Safety Manual

Safety Picture

Lab Syllabus

Business and Industry Visits

Advisory Committee Guideline Annual Checklist
Equipment Inventory

Course Notebook (See 2-B-3)

Syllabus

Lab & Theory Tests

Student Transcript

College Grading Policy, Student Handbook, p. 86
Non-Applicable

Non-Applicable

Non-Applicable
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CLOCK HOUR/CREDIT HOUR CHART

Program Name

Building Construction Technology (Diploma)

CIP Code

46.0201

Instructions: Refer to the Commission’s definition of clock/credit hour measurement in the latest edition of the Handbook of Accreditation. For
programs measured in credit hours, provide both clock and credit hour information. List all courses offered within the program. Make additional

copies of this page as needed.

Provide total program length in all categories that apply
(be sure that these numbers agree with the grand total):

TOTAL
1230 TOTAL 56 QUARTER N/A
TOTAL CLOCK SEMESTER CREDIT
HOURS: CREDIT HOURS: HOURS:
INSTRUCTION
COURSE NAME DELIVERY METHOD WORK-
(Use one line for each course (Check One or More) CLASSROOM/ LECTURE BASED TOTALS
within the program.) Audio/ Correspon- Clock SHOP/LAB ACTIVITIES
Classroom Online VideoTape dence Classroom Distance Ed. Credit Clock Credit | Clock Credit | Clock | Credit
ENG101- English Composition X X 15 30 3 0 0 0 0 45 3
ORT 100 - Orientation X 15 0 1 0 0 0 0 15 1
CIS 149 — Introduction to Computers X X 15 30 3 0 0 0 0 45 3
MAH 101 - Vocational Technical X 45 0 3 0 0 0 0 45 3
Mathematics |
CAR 111 — Construction Basics X 45 0 3 0 0 0 0 45 3
CAR 112 — Floors, Wall, Site Preparation X 45 0 3 0 0 0 0 45 3
CAR 113 - Floors, Walls, Site X( Lab) 0 0 0 90 3 0 0 90 3
Preparation, Lab
CAR 114 - Construction Basics Lab X (Lab) 0 0 0 90 3 0 0 90 3
CAR 121 - Introduction to Blueprints X 45 0 3 0 0 0 0 45 3
CAR122-Concrete and Forming X 45 0 3 0 0 0 0 45 3
CAR 123 - Concrete and Forming Lab X (Lab) 0 0 0 90 3 0 0 90 3
CAR 131 - Roof and Ceiling Systems X 45 0 3 0 0 0 0 45 3
CAR 132 - Interior and Exterior Finish X 15 0 1 60 2 0 0 75 3
CAR 133 — Roof and Ceiling Systems Lab X 0 0 0 90 3 0 0 90 3
CAR 201 — Special Projects in Carpentry X (Lab) 0 0 0 30 1 0 0 30 1
CAR 203 — Special Projects in Carpentry X (Lab) 0 0 0 90 3 0 0 90 3
CAR 204 — Special Topics in Carpentry X 15 0 1 60 2 0 0 75 3
CAR 214 — Introduction to Cabinetry X 15 0 1 60 2 0 0 75 3
CAR 224 - Floor, Wall and Ceiling X 15 0 1 60 2 0 0 75 3
Specialties
CAR 228 — Stairs, Molding and Trim X 15 0 1 60 2 0 0 75 3
390 60 30 780 26 0 0 1230 56
TOTAL ALL COLUMNS
GRAND TOTALS
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Commission of the Council on Qccupational Education
EMPLOYER PROGRAM YERIFICATION FORM
for Postsecondary Programs

INSTRUCTIONS:
- Complete this form for cach service area served by the program®
= This form must be signed by an employee who is in position to make hiring decisions on
behalf of the emplover.

Name of Institution
Reid State Technical College

Address - ‘ -(le'f"SIa te/Zip 1
POBox3ss Evergreen, AL 36401
Name of Program
_Building Construction Technology (Diploma)
Model(s) of Delivery of Program

IE 100% Traditional ___EL‘hril] [I:mee Education

This program is (check one):

X An Existing Program A New Program A Substantially Revised Program

The length of program in:

~ Clock Hours &

{n

 Semester Credit Hours Cuarter Credit Hours

The amount of tuition and fees charged for the total program is: § 6,645 48

Excerpt from the Handbook of Acereditation, Standard 2 - Educational Programs:

50 At feast every two vears, three bonafide poiential emplovers review each eduweational program and
recommend admission requirements, progean comwenl, program lengith, program objectives,
compelency fests, instructional marerials, equipmeni, method of evalvation, and level of skills
ancdior proficiency reguired for completion, and appropriateness of the delivery made for the
program. (Obfectives 2-8-2 and 2-B-4;

6. Fhe institution considers the fengeh and the weition of each program in relation o the documented
eniry fevel earnings of completers. [Ohjective 2-B-2)

NOTE: Job Corps Centers may use the Vocational Fvaluation Svatem (VES) Repart in place of
the COL Employer Program Verificalion Form.

#For programs that include a distance education mode of delivery that recruit students outside the
service area(s) of an institution”s physical localion(s), a market needs analysis or other demographic
data which demenstrates demand for the program may be submitted.
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EMPLOYERS' VERIFICATION STATEMENT:

We have reviewed the Building Construction Technology (Diploma)  program and recommended
requirements for: admissions, program cottent, program length, program objectives, competency tests,
instructicnal materials, equipment, method of evaluation, and the skills and/or proficiency required for
completion and appropriatensss of the 1 100% Traditional [] Hybrid [ ] Distance Education
the delivery mode(s) for the program.

EMPLOYER #1: o )
Name: Title:
‘ Tavsd & Shipp Maweger
‘ Company Name; ) & Phone Mumber: )
_ Maoyen =~ Bedliag M| 25/ {67 - 5008
Address L ) C]tv’Slaw"le
JROH T % o Ty Hie Bredan | p’] Flar b

| Verified range of remuneration (based on vear-round, full-time employment) that can reasonably be
expected by comp!etem who enter this field upen completion of the program is I’rom b
| annually 1o § 1 dnnual,lv Iy pog - ,?/,

Signature: /%Mfu/'/ Va7 Date; <% /b /1w

: EMPLOYER #2 B -
| ™" '?Z"'f’fg/a c-/{;q pyee ’[E}E’ o ]
| e /rjjr;e/ o Lo au/ Lo Phr?f ?‘:u‘g}beﬂ/ 2o

PV eandl, 7)) A e AR BERAA

| Wenfied range of remuneration (based on ycal -round, full- hulcﬁﬁipluymuni) that can reasonably be
expected by completers who enter this field upon.-eorylf;pon of the program is from $

annually to 3 ___ annually. = F Oy -
B j
& ’k_'.:ﬂ-_:——;'—'_'— _ AT L T
Signature: Wﬂ'— Date: 7~ é_[_/i[;__|
EMPLOYER #3 - -
Name‘l} i Title: G
& _Am, F’SK: PoC {_/ ns e r'f o i
Company Name: ef : Phone Number:
Samuel Shipper Const | 73%- 374 fz;«;
Add Iress City/State/Zip
/?KZJ/?/ '3/ St r Rov f /q/jf/{’ 1z /j)ﬁu___){a ﬁsz

\ft‘rlilcd range of remuneration (based on vear-round, full-time employment) that can reasonably be
expected by completers who enter this field upon completion of the program is from §

annually (0§ - annually. /}%_ Ll = L}(a’ et el
; A4 £ i
Signatre: L e T ~ Date: L}' = py e
a4
g
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STANDARD TWO

CHILD DEVELOPMENT AND EDUCATION

INTRODUCTION
The purpose of the child development and education program committee was to

evaluate the program’s content, purpose, objectives, curriculum, and other program
documentation to determine compliance with standard two criteria.

The program enjoys a strong reputation in the community and students are
actively sought for work based in the community schools and day care centers. The
program has a healthy enrollment and classes are offered during day and evening hours at
the Workforce Development Center.

The child development and education program’s purpose, objectives, admission
requirements, program content, and completion requirements are clearly stated in the
College Catalog. The stated purpose is as follows:

The purpose of the child development and education program

is to provide accessible, quality educational opportunities that will

provide individuals with the knowledge, technical skills, and attitudes

necessary to obtain entry-level employment in the child care

profession.

Reid State Technical College will accomplish program

objectives by providing students with a comprehensive general

education and technical training in the core area of child

development and education. The occupational skill preparation

should meet the Child Development Association (CDA) recognized

skill standards.

The philosophy and purpose of the child development and
education program is consistent with that of the governing institution.
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The child development and education faculty actively seeks information from
external resources such as the occupational advisory committee, business and industry

representatives, professional associations, and employers of program graduates.

ANALYSIS

A. Admissions/Recruiting

1. The institution’s admissions policies are clearly stated, published, and made
available to students prior to enrollment. (Objective 2-A-1)

The child development and education program admission policy is clearly stated,
published, and available to the public. The policy is published in the College Catalog,
program brochures, College website, and other Reid State Technical College publications
(Exhibit 2-A-1 (a), (b), (c), (d)). The policy states:

Applicants to this program must complete the application and be at least 16 years

of age. Applicants must present official documentation of a high school diploma,
in accordance with State Board policy, or GED.

College publications are distributed to the public via direct mailing and personal
distribution during high school recruiting visits, recruiting visits to targeted areas such as
public housing, employment offices, unemployment offices, departments of human
resources, doctor’s offices, churches, stores, and food stamp offices. Publications are
also displayed in the student services building, public relations office, administration

building, and other campus areas.

2. For all students admitted to a Vocational English-As-A-Second-Language
Program, the institution utilizes written admission procedures that comply with
policies established by the Commission. (Objective 2-A-1) (See Vocational
English-As-A Second Language Programs” in the current edition of the
Policies and Rules of the Commission).

Reid State Technical College does not offer VVocational English-As-A- Second-
Language.
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3. The institution clearly defines and publishes a policy on the transfer of
students between programs within the institution and the transfer of
students from other institutions. (Objective 2-A-1)

Reid State Technical College clearly defines and publishes in the College Catalog
and Student Handbook a policy for the transfer of students between programs within the
institution and the transfer of students from other institutions (Exhibit 2-A-3 (a), (b)).
An applicant who has previously attended another duly accredited postsecondary
institution will be considered a transfer student and will be required to furnish official
transcripts of all work attempted at said institutions. The Alabama State Board of
Education Admission Policy #801.01 governs the general admission of transfer, and the
Standards of Academic Progress Policy #714.03 governs the academic standards
applying to transfer students (Exhibit 2-A-3 (c), (d)). The college also requires the
transfer of student documents required of first-time college students. A transfer student
who meets requirements for admission to a course creditable toward an associate degree
is classified as a degree-eligible student. A transfer student who does not meet these
requirements is classified as a non-degree-eligible student. A transfer student must have
submitted to the College an application for admission, official transcripts from all duly
accredited postsecondary institutions attended, and as designated by the college, any
other documents required for first-time college students.

A transfer student whose cumulative grade point average at the transfer
institution(s) is 2.0 or above on a 4.0 scale will be admitted on clear academic status. A
transfer student whose cumulative grade point average at the transfer institution(s) is less
than 2.0 on a 4.0 scale will be admitted only on academic probation. An applicant who

has been academically suspended from another duly accredited postsecondary institution
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may be admitted as a transfer student only after following the appeal process established
at the College for native students who have been academically suspended. If the transfer
student is admitted upon appeal, the student will enter the institution on academic

probation.

4. The institution clearly defines and publishes a policy on the transfer of credits
that includes a statement of the criteria established by the institution regarding
the transfer of credit earned at another institution. (Objective 2-A-1)

Transfer credit will be awarded for internal and external transfers based on the
published “General Principles for Transfer of Credit” that states a course completed at
other accredited postsecondary institutions with a passing grade will be accepted for
transfer as potentially creditable toward graduation requirements. Credit may be
extended based on a comprehensive evaluation of demonstrated and documented
competencies and previous formal training. For students admitted on academic probation,
only courses in which they have earned a course grade of C or better will be accepted for
transfer. Awarding of transfer credit to fulfill graduation requirements will be based on

applicability of the credits to the requirements of the degree sought (Exhibit 2-A-4 (a),

(b)).

5. Admission requirements offer reasonable expectations for successful completion
of the occupational programs offered by the institution regardless of the delivery
mode. (Objective 2-A-2)

Admission requirements for child development and education offer reasonable
expectations for successful completion of the program. Applicants to the child
development and education program must complete the application procedures and have

the high school diploma or GED (Exhibit 2-A-5 (a), (b)).
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Entering students also must demonstrate readiness for college-level work on the
COMPASS placement exam. Students who score below the standard cut scores are
required to enroll in developmental English or math classes in order to develop the
academic competencies necessary for success in college-level classes (Exhibit 2-A-5
(c)). Students whose placement test scores indicate they would benefit from
developmental courses must complete the courses prior to enrolling in college-level math

and English.

6. Students admitted into Associate Degree programs have a high school diploma
or its equivalent. (Objective 2-A-2)

Reid State Technical College follows the Alabama State Board of Education
policy requiring all students admitted to the child development and education program to

have a high school diploma or the equivalent (Exhibit 2-A-6 (a), (b), (c), (d)).

7. Aninstitution that admits students on an “ability to benefit” basis has
written admission procedures, applies these uniformly, provides documented
evidence on how they are used, maintains records on student progress, and
regularly evaluates the effectiveness of the procedures used in admitting
these students. (Objective 2-A2)

Reid State Technical College does not admit students on an ability-to-benefit

basis to associate degree programs.

8. The institution ensure that recruiting activities are ethical and that all
materials used in recruiting accurately describe the mission,
instructional outcomes, student performance expectations, and
completion requirements of each program (Objective 2-A-3).

Reid State Technical College’s recruiting activities are ethical and are conducted
according to standard marketing and recruiting practices. The director of recruiting/
retention and placement has overall responsibility for developing and implementing the

Recruitment Plan (Exhibit 2-A-8 (a)). The faculty shares responsibility for recruiting
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activities for the child development and education program. Materials are distributed to
locations in service area communities, such as public housing, departments of human
resource offices, food stamp offices, doctor’s offices, employment offices,
unemployment offices, and presentations are made at local high schools, churches and
vocational centers.

Published materials accurately depict the mission, instructional outcomes, student
performance expectations, and completion requirements of the program. The College
uses a variety of materials to market the child development and education program.
These materials include: colorful brochures, the College Catalog, flyers, newspapers and

the Reid State Technical College website (Exhibit 2-A-8 (b), (c), (d), (e), (), (9)).

9. Prior to admission, students are informed of the costs of the program
and any equipment and services required. (Objective 2-A-3)

Students are informed of the costs of the child development and education
program prior to admission through a variety of methods. Complete information
covering the costs of the program is included in the College Catalog (Exhibit 2-A-9 (a)).
Access to the College Catalog is made available to prospective students through
recruiting activities, student orientation, and permanent display in the administration and
student services buildings. The catalog is also available on the college website. The
child development and education program brochure lists the credit hours required for
completion of the program(Exhibit 2-A-9 (b)). Program cost sheets are also available to
students in the student services building (Exhibit 2-A-9 (c)).

The College’s tuition rate is $90 per semester hour, plus a $9 per hour technology
fee, $9 per hour facility fee, $1 per hour bond fee, and $3 per hour special building fee

(Exhibit 2-A-9 (c), (d), (e)).
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B. Programs

1. Occupational education programs offered by the institution are congruent
with the mission of the institution and with the occupational needs of the people
served by the institution. (Objectives 2-A-2 and 2-B-1)

The Child Development and Education program is congruent with the mission of
the institution and with the occupational needs of the people served by the institution.
Reid State Technical College’s mission is as follows:

Reid State is committed to provide postsecondary education and training to
students from diverse backgrounds and abilities on a non-discriminatory basis in
order to prepare an effective workforce and to promote economic growth and
community stability. In the spirit of scholarship, collaboration, technological
specialization, flexible learning opportunities and personal development, the
entire college seeks an improved quality of life for all students.

Consequently, the mission of the child development and education program is as follows:

The purpose of the Child Development and Education program is to provide

accessible, quality educational opportunities that will provide individuals with the

knowledge, technical skills, and attitudes necessary to obtain entry-level
employment in the childcare professions.

As a part of the annual instructional program review process to ensure program
relevancy and congruency, occupational needs of the service area are evaluated through
annual reviews of labor market information in order to gauge the continuing necessity
and level of demand for the program (Exhibit 2-B-1 (a), (b). The College relies on other
valuable resources for ensuring the program continues to meet the occupational needs of
the people served by the College. These include regular visits to area business and

industry and advisory committee feedback (Exhibit 2-B-1 (d), (e)).

2. The objectives for each educational program are evaluated annually.
(Objective 2-B1)

The child development and education program objectives are evaluated

continuously through several methods. The program has an advisory committee that
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meets semi-annually and is charged with the responsibility for conducting an annual
review of the program’s mission and content. The committee recommends improvements
in terms of curriculum, instructional methods, equipment, supplies, and other important
program and institutional considerations. Activities of the committee are documented in
minutes (Exhibit 2-B-2 (a)). Employer Verification Forms are completed every year to
ensure that bona fide potential employers have the opportunity to evaluate the program
content, objectives, range of remuneration, admission criteria, and curriculum to ensure
that desirable, relevant, and current practices are included in the child development and
education program (Exhibit 2-B-2 (b)). Information obtained from Employer
Verification forms provides critical information to program faculty to ensure relevancy of
the instructional program. Involvement in professional association’s assists faculty in
ensuring program curriculum is consistent with practice in the profession.

Regular visits to business and industry are another critical means of obtaining
recommendations from resource personnel. College policy requires child development
and education faculty to make two industry visits per semester (Exhibit 2-B-2 (c)).

These visits and associated recommendations are documented on Business and Industry
Visit forms and forwarded to the office of the human resources/instructional services
coordinator. Program faculty continually review and adjust program objectives as a
result of feedback received through business and industry visits. A copy is maintained in
the permanent Course notebook which is maintained by the lead faculty member of the

child development and education program.
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3. Each occupational education program has clearly stated objectives, defined
content relevant to these objectives and the current needs of business and
industry, and student evaluation based on the program objectives and
content. (Objective 2-B-2)

The child development and education program has clearly stated objectives,
defined content relevant to the objectives and the current needs of business and industry,
and student evaluation based on the program objectives and content.

The program outcome objectives are (Exhibit 2-B-3 (a)):

1. Program graduates will be proficient in communications, computation, and
interpersonal skills.

2. Program graduates will be technically proficient.

3. Program graduates will be able to obtain certification by the Child
Development Association.

4. Program graduates will be successfully employed in the field.

5. Employers of program graduates will be satisfied with their education and
training.

Course objectives are listed in the course syllabi and support the attainment of
broad program outcome objectives (Exhibit 2-B-3 (b)).

Program objectives were developed and are revised in response to the identified
needs of business and industry. The faculty maintains close and continuing contact with
members of business and industry through periodic visits. Every full-time faculty
member is required to make at least two business and industry visits per semester in order
to ascertain current needs (Exhibit 2-B-3 (c)). These visits are documented on Business
and Industry Visit forms that are maintained in course notebooks and by the human

resources/instructional service coordinator.
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Students are evaluated based on program content and objectives (Exhibit 2-B-3
(d)). Knowledge tests are used in lecture classes, and demonstrations and proficiency
exams are used to verify skill competencies. Methods of evaluation and grading are
identified in course syllabi.

Every Course notebook includes the course guide, curriculum standard tests,
syllabus, safety information, student information sheets, and other instructional material.
This process ensures the standardization of content for every course taught at Reid State

Technical College without respect to time of day, instructor, or location (Exhibit 2-B-3

(€)).

4. A systematic process has been implemented to document that the objectives
and content of programs are current. (Objective 2-B-2)

A systematic process is in place to document that the objectives and content of the
child development and education program are regularly updated. This has historically
been accomplished primarily through the advice of the local occupational advisory
committee which meets at least twice annually and documents the review of the program
content and objectives in committee minutes (Exhibit 2-B-4 (a)). Program content and
objectives are adjusted when necessary based on information obtained from business and
industry visits, informal contact with alumni and Employer Verification Forms (Exhibit
2-B-4 (b), (c)). Information gained from these resources is critically valuable to enabling

faculty to incorporate programmatic revisions in response to documented industry needs.
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5. At least every two years, three bonafide potential employers review each
educational program and recommend admission requirements, program
content, program length, program objectives, competency tests, instructional
materials, equipment, method of evaluation, and level of skills and/or
proficiency required for completion, and appropriateness of the delivery
mode for the program. (Objectives 2-B-2 and 2-B-4)

At least every two years, three bona fide potential employers of the child
development and education program graduates review the educational program and
recommend admission requirements, program content, program length, program
objectives, competency tests, instructional materials, equipment, method of evaluation,
and level of skills and/or proficiency required for completion. Employer Verification
Forms are filed in the office of the human resources/instructional services coordinator
and in the course notebooks maintained by lead faculty (Exhibit 2-B-5). When
recommendations are made, they are documented as attachments to the Employer
Verification Forms and considered by faculty and administration during planning

processes.

6. The institution considers the length and the tuition of each program in relation
to the documented entry level earnings of completers. (Objective 2-B-2)

Reid State Technical College considers the length and the tuition of the child
development and education program in relation to the documented entry-level earnings of
completers. This is accomplished primarily through systematic completion of Employer
Verification Forms (Exhibit 2-B-6 (a)). The child care associate degree can be completed
in six semesters at a cost of $5,850 for tuition. The verified salary range of childcare
employees is $14,000 to $60,000 annually. Reid State Technical College tuition is $90

per semester credit hour (Exhibit 2-B-6 (b)).
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7. Courses required for each program are offered with sufficient frequency
for the student to complete the program within the publicized time frame.
(Objective 2-B-3)

Courses required for the child development and education program are offered
with sufficient frequency for the student to complete the program within the publicized
time frame (Exhibit 2-B-7 (a)). All courses are offered every other semester, two on-
line and two day classes, in order that students have adequate opportunity to enroll for
courses required to graduate (Exhibit 2-B-7 (b)). The length of the program is
documented and advertised in the College Catalog and brochures. All students are
provided with a degree plan upon entry, and the faculty advisor uses these degree plans to
schedule classes each term (Exhibit 2-B-7 (c), (d)).

Developmental courses in basic writing, basic mathematics, and developmental
reading are offered every semester to assist under-prepared students in developing basic
skills to ensure success in college-level courses. The advisors inform students who
require developmental coursework that they may take longer to complete the program

requirements depending upon their developmental needs.
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8. Associate Degree programs offered must meet the following requirements:

a. The appropriate applied degree title, such as Associate of Applied
Technology, Associate of Applied Science, Associate of
Occupational Studies, Associate of Science, or Associate of
Occupational Technology, is used.

b. The program has a minimum of 60 semester hours or 90
guarter hours.

c. The program includes a minimum of 15 semester hours or 23
quarter hours of general education courses, with a minimum of one
course from each of the following areas: humanities, behavioral
sciences, natural or applied sciences, and mathematics.
(Objective 2-B-5)

The child development and education two-year program consists of 16 childcare
courses, six general education courses, and one college orientation. The associate in the
applied technology degree program is structured according to the guidelines set forth by
the Alabama State Board of Education stating that the program has a minimum of 60

semester hours (Exhibit 2-B-8 (a), (b), (c)).

9. All programs, regardless of location or time or mode of delivery, are
qualitatively consistent with those offered on the main campus, and must:

a. Be approved and administered under established institutional
policies and procedures and supervised by an administrator who
is part of the institutional organization.

b. Have appropriate involvement of on-campus
administrators and faculty in planning, approval, and on-
going evaluation.

¢. Have individual student records, including period of enrollment,
financial, and educational program records, permanently
maintained by the institution at the main campus.

d. Be described in appropriate catalogs, brochures, and/or other
promotional materials and include tuition/fee charges, refund
policies, admissions and academic requirements, and
information technology requirements.

e. Provide for timely and meaningful interaction among faculty
and students. (Objectives 2-B-6 and 2-B-8)

The child development and education program offers day and evening classes at

the workforce development center. The only distinction between the two is that students
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are usually unable to take a full load during evening enrollment, and therefore on average
require approximately 2.5 times longer completing the program. The program is
qualitatively and quantitatively consistent regardless of time of delivery. The child
development and education evening classes are approved and administered under
established institutional policies and procedures and are supervised by the associate dean
of instructional programs and division chair who are part of the institutional organization
(Exhibit 2-B-9 (a)). The associate dean of instructional programs, division chairs, and
faculty are responsible for program planning. The evening coordinator supervises
evening classes and provides an important communication link between faculty and
administration.

Evaluation of faculty, whether adjunct or full-time, is conducted in accordance
with College policies published in the College Policy Manual. Program evaluation,
including data on student enrollment and outcomes, analyzes data on day and evening
students as one program and does not distinguish between time of course delivery
(Exhibit 2-B-9 (b)).

Student academic and financial records are maintained by the College’s
registration services coordinator and director of financial aid at the main campus.
Permanent instructor roll books are stored by the human resources/instructional services
coordinator (Exhibit 2-B-9 (c)). The child development and education program is not
distinguished from programs offered on the main campus (Exhibit 2-B-9 (d)).
Opportunities are provided for timely and meaningful interactions among faculty and

students (Exhibit 2-B-9 (e)).
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10. A credit hour is equivalent to a minimum of each of the following: one
semester credit for 15 clock hours of lecture, 30 clock hours of laboratory, or
45 clock hours of work-based activities; or one quarter credit for 10 clock
hours of lecture, 20 clock hours of laboratory, or 30 clock hours of work-
based activities. (Objective 2-B-7)

The child development and education program measures credit hours assigned to
each course according to the requirements set forth by the Alabama State Board of
Education (Exhibit 2-B-10 (a)). A semester hour of theory contains 15 clock hours of
lecture, a semester hour of experimental lab contains 30 clock hours of laboratory, and a
semester hour of manipulative lab contains 45 clock hours of laboratory. The total clock
and credit hours assigned to each course is identified in the College Catalog (Exhibit 2-
B-10 (b)).

. Instruction

1. Academic competencies and occupational skills are integrated into the
instructional program for each occupational area. (Objective 2-C-1)

Academic competencies and occupational skills are integrated into the child
development and education program. Occupational competencies are developed through
theory and laboratory instruction in the occupational area. Academic competencies in oral
and written communication are further developed and refined in work-based learning
experiences in courses such as children’s literature and language development and
program planning for young children. Math competencies are further developed in
courses such as children’s creative experiences. Students are to develop skill proficiency
through laboratory instruction in technical areas of early care, child development,
language development, methods and materials for teaching young children, and child
health, safety, and nutrition. Occupational skills are developed in the required on-site

practicum. Application of workplace competencies in communication, mathematics, and
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workplace skills that are developed through the occupational curriculum are identified on

the course syllabi (Exhibit 2-C-1 (a), (b)).

2. The instructional programs provide instruction in the competencies essential
to success in the occupation, including job knowledge, job skills, work habits,
and attitudes. (Objective 2-C-2)

The child development and education program provides training in the
competencies essential to success in the occupation, including job knowledge, job skills,
work habits, and attitudes (Exhibit 2-C-2 (a)). The child development and education
program includes extensive theory and laboratory instruction designed to develop and
refine job knowledge, job skills, work habits, and attitudes. Course descriptions and
accompanying objectives illustrate the emphasis on developing occupational
competencies (Exhibit 2-C-2 (b)). Employability skills such as work habits, attitudes,
safety, and job orientation are integrated throughout the curriculum. Student’s work
habits are objectively evaluated and a work habits grade is calculated as a percentage of
the final course grade. Criteria for scoring include punctuality, attendance, proper use of
tools, safety, attitude, and other related skills. Work habits check sheets are utilized to
ensure objectivity and consistency in grading, and students are informed of the

composition of the final grade in the course syllabi (Exhibit 2-C-2 (c)).

3. The sequence of instruction required for program completion (lecture, lab,
and work-based activities) is effectively organized in order to maximize the
learning of competencies essential to success in the occupation. (Objective
2-C-2)

The sequence of instruction required for completion of the child development and
education program is effectively organized in order to maximize the learning of

competencies essential to success in the occupation (Exhibit 2-C-3 (a), (b)).
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4. Occupational advisory committees appointed for each program or program
area are used to ensure that desirable, relevant, and current practices of
each occupation are being taught. Each committee (a) is composed of at
least three members, all being external to the institution and representative
of the geographical service area covered by the program area; (b) meets at
least twice annually with a majority of official members present; and (c)
keeps minutes of each meeting to document their activities and
recommendations. The occupational advisory committee may also perform
the functions of the institutional advisory committee if only one occupational
advisory committee is required for the institution. (Objectives 2-B-2 and 2-C-
2)

The child development and education advisory committee meets twice annually
and documents its activities in minutes (Exhibit 2-C-4 (a), (b)). The advisory committee
assists the child development and education faculty in ensuring that desirable, relevant,
and current practices are included in the program. Committee membership is comprised
of at least three business/industry representatives with a majority of business/industry
committee members present at each meeting. Advisory committee meetings are held
during spring and fall semesters. This standard meeting time facilitates the regular
deposition of minutes in the office of the human resources/instructional services
coordinator and in the course notebooks. The child development and education advisory
committee follows a standard agenda, plan of work, and format for reporting minutes.
This advisory committee completes an annual checklist, providing documentation and
verification that committee members have been provided an opportunity to review and
discuss program plans, equipment, facilities, program content, curriculum, outcomes, job

placement, and to make necessary recommendations (Exhibit 2-C-4 (c)).
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5. Occupational advisory committees review, at least annually, the
appropriateness of the type of instruction (such as lecture, laboratory,
work-based instruction, and/or mode of delivery) offered within each
program to assure that students gain competency with specific skills
required for successful completion of the program. (Objectives 2-B-7 and 2-
C-4)

The advisory committee reviews, at least annually, the appropriateness of the type
of instruction offered within the child development and education program to assure
students gain competency with the required skills for successful completion of the
program. Minutes from each meeting are kept on file to document the activities and

recommendations of the committee (Exhibit 2-C-5 (a), (b)).

6. Job-related health, safety, and fire-prevention are an integral part of
instruction. (Objectives 2-C-2 and 2-C-3)

Job-related health, safety, and fire prevention are an integral part of instruction in
the child development and education program. Safety is covered as a module and
integrated through the inclusion of a section on safety in every course notebook (Exhibit
2-C-6 (a)). This ensures consistency of safety instruction in day and evening classes.
Evacuation plans and emergency procedures are posted in prominent locations
throughout classrooms and labs, included in course notebooks, and reviewed with
students each semester (Exhibit 2-C-6 (b)). Safety instruction is documented in course
syllabi (Exhibit 2-C-6 (c)).

The child development and education program safety committee is comprised of
students and meets regularly to increase awareness of safety issues. This program
committee documents their activities in minutes that are maintained on file by the faculty
and in the office of the assistant director of admission and records (Exhibit 2-C-6 (d)).

The College has an institutional Safety Manual that specifically addresses the use of
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various program equipment. A copy of the Safety Manual is on file in the child
development and education program area and reviewed with students each semester

(Exhibit 2-C-6 (&), (f)).

7. To develop skill proficiency, sufficient practice is provided with equipment
and materials similar to those currently used in the occupation. (Objective
2-C-3)

The child development and education program provides sufficient practice with
equipment similar to that used in the occupation. Laboratory coursework is documented
in the program curriculum, individual student lab sheets, and in course syllabi (Exhibit 2-
C-7 (a)). Ample time for laboratory practice is included in each course. A work-based
activity of 90 hours in an approved childcare facility provides critical experiences for
students and ensures that they have opportunity to practice skills that are demanded in the
profession.

Documentation that equipment meets industry standards is maintained (Exhibits
2-C-7 (b), (c)). Aninventory of the program instructional equipment is available
(Exhibit 2-C-7 (d)). The budget for the child development and education program is

sufficient to provide for equipment maintenance and purchases annually.

8. All instruction is effectively organized as evidenced by course outlines,
lesson plans, competency tests, and other instructional materials (Objective
2-C-4)

Instruction in the child development and education program is effectively
organized with course outlines, syllabi, lesson plans, tests, and instructional materials.
Course notebooks contain course outlines, course guides, curriculum standards, course
syllabi, instructional materials, tests, safety handouts, student information sheets, lesson

plans, and other instructional materials needed to teach the course (Exhibit 2-C-8). This
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notebook system has proven useful to program instructors and ensures consistency of

instruction between day and evening classes.

9. The institution uses a systematic, objective, and equitable method of
evaluating student achievement based on required competencies.
(Objective 2-C-5)

The College has a systematic and objective method for evaluating student
achievement based on identified occupational competencies. A course syllabus details
the objectives for each course. Evaluation in each theory or laboratory course is based on
achievement of overall objectives. Evaluation methods are identified in the course
syllabus, which is distributed to every student at the first class meeting (Exhibit 2-C-9
(a@)). College grading policies are published in the College Catalog and are available to
students prior to admission, and is also distributed to every student and reviewed at
orientation (Exhibit 2-C-9 (b)). Knowledge tests are utilized to evaluate performance in
lecture classes and demonstrations and proficiency exams are used to evaluate skill
proficiency in lab classes (Exhibit 2-C-9 (c)). The course grade is calculated according
to the identified method and is recorded on-line at the end of each semester by the
individual instructor. The recorded grade becomes a part of the student’s permanent

transcript (Exhibit 2-C-9(d)).

10. Each work-based activity has a written instructional plan for students
specifying the particular objectives, experiences, competencies, and
evaluations that are required. (Objective 2-C-6)

Each work-based activity has a written training plan and goals for students
specifying the particular applications, objectives, and experiences that are to be acquired.
A Work-based Activity Training Plan is available for students and faculty (Exhibit 2-C-

10). The plan includes a training/placement agreement that details duties and
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responsibilities expected of the student as well as the learning objectives to be

accomplished throughout the work assignment.

11. The instructional plan designates the on-site employer representative
responsible for guiding and overseeing the students’ learning experiences
and participating in the students’ written evaluations. (Objective 2-C-6)

The plan includes a form to be used in identifying the on-site employer
responsible for supervising the students’ learning experiences and participating in the
students’ written evaluations. Responsibilities of the coordinator/instructors, student, and
employer are detailed in the Work-based Activity Training Plan. The on-site employer
evaluates the student by providing a mid-term progress report. A checkpoint evaluation
of student progress is conducted throughout the internship experience. The employer
conducts a final internship evaluation. The internship supervisor submits a completed
final evaluation sheet to the college instructor. The student conducts a final self-

evaluation of their work skills (Exhibit 2-C-11 (a), (b)).

12. All work-based activities conducted by the institution are supervised by a
designated employee possessing appropriate qualifications. (Objective 2-C-
6)

The child development and education instructor is responsible for coordinating
various aspects of work-based activity, including conversing with the on-site employer
representative, making a site visit to check progress, and coordinating the completion of
all components of the Work-based Activity Training Plan with the on-site representative

and program faculty (Exhibit —-C-12 (a) (b)).
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CHALLENGES AND PROPOSED SOLUTIONS

The committee finds the child development and education program to be
effectively organized. Major obstacles in student retention are student finance,
transportation, and/or family problems. A major challenge is the consistent attendance of

the advisory committee members.

SUMMARY

The child development and education program committee determined that the
program is in compliance with standard two criteria. Reid State Technical College offers
a child development and education program dedicated to providing quality education and
training to the students it serves. Great effort and hard work have gone into making the
program a success. Cooperation from community, industry, students, and faculty have
joined to provide a system, which enables this program to achieve its goals. The
utilization of resources such as advisory committees, employers and business and
industry representatives ensures the program continues to meet community needs. The
child development and education program provides quality educational opportunities that
produce graduates who are prepared to teach children, manage facilities, and coordinate
curriculum for various types of childcare programs.

The child development and education program provides opportunities for students
to obtain exposure to and appreciation for the dynamics of the profession. The program
is designed to meet the requirements of the Alabama State Board of Education and Reid

State Technical College as well as industry standards.
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The child development and education program has a published purpose statement
and program objectives that are evaluated continuously and publicly available. The
instructional program is effectively organized as evidenced by course notebooks, course
outlines, lesson plans, syllabi, instructional materials, tests, course standards, and
curriculum guides.

The child development and education program has an active advisory committee
that documents activities and recommendations of semi-annual meetings in minutes.
Faculty actively solicits advice and recommendations from resource personnel through
regular business and industry visits, professional associations, Employer Verification

Forms and the advisory committee.
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Standard Two

Child Development and Education Exhibits

Admissions

2-A-1(a)
2-A-1(b)
2-A-1(c)
2-A-1(d)

2-A-2

2-A-3(a)
2-A-3(b)
2-A-3(c)
2-A-3(d)

2-A-4(a)
2-A-4(b)

2-A-5(a)
2-A-5(b)
2-A-5(C)

2-A-6(a)
2-A-6(b)
2-A-6(c)
2-A-6(d)

2-A-7

2-A-8(a)
2-A-8(b)
2-A-8(c)
2-A-8(d)
2-A-8(e)
2-A-8(f)
2-A-8(9)

2-A-9(a)
2-A-9(b)
2-A-9(C)
2-A-9(d)
2-A-9(e)

College Admission Policy, College Catalog, pp. 21-33
College Admission Policy, Student Handbook, pp. 67-77
Program Brochure

College Website

Non-Applicable

College Transfer Policy, College Catalog, p.26-27
College Transfer Policy, Student Handbook, pp. 74-76
State Board of Education Policy 801.01

State Board of Education Policy 714.03

College Transfer of Credits Policy, College Catalog, p. 27
College Transfer of Credits Policy, Student Handbook, p. 76

College Admission Policy, College Catalog, pp. 21-33
College Admission Policy, Student Handbook, pp. 67-77
Placement Testing Policy, College Catalog, p. 32

State Board of Education Admission Policy

College Admission Policy, College Catalog, pp. 24-25
College Admission Policy, Student Handbook, pp. 72
Program Admission Policy, College Catalog, pp. 92

Non-Applicable

Recruitment Plan

College Catalog, p. 92

Brochure

Admission Packet

Schedule

Advertising Scrapbook

Reid State Technical College website www.rstc.edu

College Catalog, p. 92

Brochure

Program Cost Sheet

Tuition Rates, College Catalog p. 43-45
Tuition Rates, Student Handbook, p. 64
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Programs
2-B-1(a)
2-B-1(b)
2-B-1(c)
2-B-1(d)

2-B-2(a)
2-B-2(b)
2-B-2(c)

2-B-3(a)
2-B-3(b)
2-B-3(c)
2-B-3(d)
2-B-3(e)

2-B-4(a)
2-B-4(b)
2-B-4(c)

2-B-5

2-B-6(a)
2-B-6(b)

2-B-7(a)
2-B-7(b)
2-B-7(c)
2-B-7(d)

2-B-8(a)
2-B-8(b)
2-B-8(c)
2-B-9(a)
2-B-9(b)

2-B-9(c)
2-B-9(d)

Alabama Occupational Trends for 2016
Occupational Outlook Handbook
Business and Industry Visits

Advisory Committee Minutes

Advisory Committee Minutes
Employer Verification Forms
Business and Industry Visits

Program Objectives, College Catalog p. 92
Syllabi

Business and Industry Visits

Tests

Course Notebook

Advisory Committee Annual Checklist
Business & Industry Visits
Employer Verification Forms

Employer Verification Forms

Employer Verification Forms
State Board of Education Tuition Table

Student Transcript

Degree Plan

Program Curriculum, College Catalog, p. 94
Advisee Schedule

Degree Requirements, College Catalog, p. 94
Degree Requirements, College Catalog, p. 94
Degree Requirements, College Catalog, p. 94

Organizational Chart

Organizational Policy, College Policy Manual, p. 11-14
Faculty Evaluation Policy, College Policy Manual, p. 21
Organizational Policy, College Policy Manual, p. 11-14
Student Handbook, p. 14

Program, College Catalog p.92

Brochure

College Tuition Policy, College Catalog, pp. 43-44
College Tuition Policy, Student Handbook, p. 62-64
College Refund Policy, College Catalog, pp. 44-45
College Refund Policy, Student Handbook, p. 64-65
College Admission Policy, College Catalog, pp. 21-32
College Admission Policy, Student Handbook, pp. 67-77
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2-B-9(e)

2-B-10(a)
2-B-10(b)

Instruction
2-C-1(a)
2-C-1(b)

2-C-2(a)
2-C-2(h)
2-C-2(c)

2-C-3(a)
2-C-3(h)

2-C-4(a)
2-C-4(b)
2-C-4(c)

2-C-5(a)
2-C-5(b)

2-C-6(a)
2-C-6(h)
2-C-6(c)
2-C-6(d)
2-C-6(e)
2-C-6(f)

2-C-7(a)
2-C-7(h)
2-C-7(c)
2-C-7(d)

2-C-8

2-C-9(a)
2-C-9(b)
2-C-9(c)
2-C-9(d)

Reid State Technical College Website — www.rstc.edu

Office Schedule

Syllabus

College Assembly Minutes
Division Minutes

College Activities Flyers

State Board of Education Policy 705.01
Credit Clock Hour Chart

Program Curriculum
Syllabi

Lab Course Syllabus
Theory Course Syllabus
Work Habits Check Sheets

Degree Plan
Program Curriculum, College Catalog, p. 92

Advisory Committee Membership List
Advisory Committee Minutes
Advisory Committee Guidelines Annual Checklist

Employer Verification Forms
Advisory Committee Guidelines Annual Checklist

Course Notebook (See 2-B-3)
Emergency Procedures
Syllabus

Safety Committee Minutes
Safety Manual

Safety Pictures

Lab Syllabus

Business and Industry Visits

Advisory Committee Guideline Annual Checklist
Equipment Inventory

Course Notebook (See 2-B-3)

Syllabus

College Grading Policy, Student Handbook, p. 86
Lab and Theory Tests

Student Transcript
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2-C-10

2-C-11(a)
2-C-11(b)

2-C-12(a)
2-C-12(b)

Work-Based Activity Training Plan

Work-Based Activity Evaluation Checksheet
Student Teacher Self Evaluation Form

Faculty Job Description
Faculty Resume

56



| Program Name | Child Development and Education (AAT)

| CIP Code

| 19.0708

Instructions: Refer to the Commission’s definition of clock/credit hour measurement in the latest edition of the Handbook of Accreditation. For
programs measured in credit hours, provide both clock and credit hour information. List all courses offered within the program. Make additional

copies of this page as needed.

Provide total program length in all categories that apply
(be sure that these numbers agree with the grand total):

TOTAL TOTAL
TOTAL CLOCK 1080 SEMESTER 65 QUARTER N/A
HOURS: CREDIT HOURS: CREDIT HOURS:
INSTRUCTION
COURSE NAME DELIVERY METHOD WORK-
(Use one line for each course (Check One or More) CLASSROOM/ LECTURE BASED TOTALS
within the program.) Audio/ Correspon- Clock SHOP/LAB ACTIVITIES
Classroom Online VideoTape dence Classroom Distance Ed. Credit Clock Credit | Clock Credit | Clock Credit
ENG 101-English Composition | X X 15 30 3 0 0 0 0 45 3
PHL 206 — Ethics and Society X 45 0 3 0 0 0 0 45 3
ORT 100 - Orientation X 15 0 1 0 0 0 0 15 1
MTH 116 — Mathematical Applications X 45 0 3 0 0 0 0 45 3
CIS 149 - Introduction to Computers X 15 30 3 0 0 0 0 45 3
CIS 146 — Microcomputer Applications X 15 30 3 0 0 0 0 45 3
PSY 200 — General Psychology X 45 0 3 0 0 0 0 45 3
CGM 100-Introduction to Early Care and X X 15 30 3 0 0 0 0 45 3
Education of Children
CGM201-Child Growth and Development X X 45 0 3 0 0 0 0 45 3
Principles
CGM?202-Children’s Creative Experiences X X 45 0 3 0 0 0 0 45 3
CGM203-Children’s Literature and X X 45 0 3 0 0 0 0 45 3
Language Development
CGM204-Methods and Materials for X X 30 0 2 30 1 0 0 60 3
Teaching Children
CGM205-Program Planning for Educating X X 45 0 3 0 0 0 0 45 3
Young Children
CGM?206-Children’s Health and Safety X X 15 30 3 0 0 0 0 45 3
CGM208-Administration of Child X X 45 0 3 0 0 0 0 45 3
Development Programs
CGM209 — Infant and Toddler Education X X 45 0 3 0 0 0 0 45 3
Programs
CGM210 - Educating Exceptional X X 45 0 3 0 0 0 0 45 3
Children
CGM211 — Child Development Seminar X X 15 0 1 0 0 0 0 15 1
CGM214 — Families and Communities in X X 45 0 3 0 0 0 0 45 3
Early Care and Education Programs
CGM215 - Supervised Practical X (CL) 0 0 0 0 0 135 3 135 3
Experience in Child Development
CGM217 — Math and Science for Young X X 45 0 3 0 0 0 0 45 3
Children
CGM221 — Family Child Care X X 45 0 3 0 0 0 0 45 3
CGM 224 — School Age Child Care X X 45 0 3 0 0 0 0 45 3
X X X 765 150 61 30 1 135 3 1090 65
TOTAL ALL COLUMNS
GRAND TOTALS
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Commission of the Council on Oecupational Education
EMPLOYER PROGRAM VERIFICATION FORM
for Postsecondary Programs

INSTRUCTIONS:
- Complete this form for each service area served by the program*
- This form must be signed by an emplovee who is in position 10 make hiring decisions on
behalf of the employer,

| Name of Institution

Reid State Technical College =

Address | City/State/Zip

P O Box 588 Evergreen, AL 36401
Name of Program

Child Development and Education (AAT)
Muodel(s) of Delivery of Program

D 100% Traditional @h rid ﬂjﬂ nce Education

This program is (check one):

X An Existing Program A New Program A Substantially Revised Program

The length of program in:

Clock Hours 65 Semester Credit Hours Cmarter Credit Hours

The amount of tuition and fees charged for the total program is: § 9,025.72

Excerpt from the Handbook of Accreditation, Standard 2 - Educational Programs:

3 Av feasi every fwo years, three bonafide potential eimplavers review each educational progrant and
reconunend  admission reguirements, progran coment, program length program objectives,
competency fesls, sstruciional moalerials, equipment, method {;)." eveuation, ard fevel ;}_;’ skills
andior proficiency required for completion, and apprapristencss of the delivery mode for the
program,  (Objectives 2-8-2 and 2-8-4)

6, The institwiion considers the length and the twition of each program in refation to the documented
eniry fevel earnings of completers.  ((hjective 2-8-2)

NOTE: Job Corps Centers may use the Vocational Evaluation System (VES) Report in place of
the COE Employer Program Verification Form,

*For programs that include a distance education mode of delivery that recruit students outside the
service area(s) of an institution’s physical location(s), a market needs analvsis or other demographic
data which demonstrates demand for the program may be submitted.
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EMPLOYERS' VERIFICATION STATEMENT:

We have reviewed the Child Development and Education program and recommended
requirements for; admissions, program content, program length, program objectives, compelency
tests, instructional materials, equipment, method of evaluation, and the skills and/o proficiency
required for completion and appropriateness of the  []100% Traditional Ivbrid

[] Distance Education the delivery mode(s) for the program.

EMPLOYER #1:

AT - Title:

el Maruel Child Service. S CJ_I_lﬁ_.L_
(_Dmpan} MName: Phonie Number:
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STANDARD TWO

COLLISION REPAIR TECHNOLOGY

INTRODUCTION
The purpose of the collision repair technology program committee was to

evaluate the program’s content, purpose, objectives, curriculum, and other program
documentation to determine compliance with standard two criteria. The collision repair
technology program is a 55 semester credit hour diploma program that can be completed
in four semesters of full-time enroliment.

The collision repair technology purpose, objectives, admission requirements,
program content, and completion requirements are clearly stated in the College Catalog.
The stated purpose is as follows:

The purpose of the collision repair technology program is to
provide accessible, quality educational opportunities that will provide
individuals with the knowledge, technical skills, and attitudes
necessary to obtain entry-level employment in the collision repair
profession.

The diploma program is intended to produce graduates who
are prepared for entry-level employment as collision repair
technicians or refinish technicians. Program graduates are to be
competent in the academic areas of communications, mathematics,
computer literacy, and human relations and in the technical areas of
glass replacement, detailing, automotive MIG welding, suspension
systems repair, collision repair, and refinishing.

Reid State Technical College will accomplish program
objectives by providing students with a comprehensive general
education and technical training in the core area of collision repair
technology. The occupational skill preparation should meet the Inter-
Industry Conference on Auto Collision Repair (I-CAR) recognized
skill standards. The college will ensure program quality through
internal certification of graduate competencies and external
certification of graduates through I-CAR.
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The philosophy and purpose of the Collision repair
technology program is consistent with that of the governing
institution.
Success of the program’s purpose is accomplished by providing quality,
professional instruction, excellent curricula, and utilizing information obtained from

resources such as occupational advisory committees, business and industry visits,

professional associations, and employer verification forms.

ANALYSIS

A. Admissions/Recruiting

1. The institution’s admissions policies are clearly stated, published, and
made available to students prior to enrollment. (Objective 2-A-1)

The collision repair technology admission policy is clearly stated, published, and
available to the public. The policy is published in the College Catalog, Student
Handbook, program brochures, and college website (Exhibit 2-A-1 (a), (b), (c), (d)).

The policy states:

Applicants to this program must complete the application procedures

and be at least 16 years of age. While a high school diploma or GED is the

preferred entry requirement, a non-high school graduate may be

admitted upon demonstration of ability-to-benefit (ATB) on a

standardized, federally approved entrance test. Applicants admitted

under ATB provisions must obtain the GED prior to graduation.

College publications are distributed to the public via direct mailing and personal
distribution during high school recruiting visits, recruiting visits to targeted areas such as
public housing, employment offices, unemployment offices, departments of human
resources offices, doctor’s offices, churches, stores, and food stamp offices. Publications
are also displayed in the student services building, public relations office, administration

building, and other campus areas.
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2. For all students admitted to a Vocational English-As-A-Second Language
Program, the institution utilizes written admission procedures that comply
with policies established by the Commission. (Objective 2-A-1) (See
“Vocational English-As-A-Second-Language Programs” in the current
edition of the Policies and Rules of the Commission.)

Reid State Technical College does not offer Vocational English-As-A-Second

Language.

3. The institution clearly defines and publishes a policy on the transfer of
students between programs within the institution and the transfer of
students from other institutions. (Objective 2-A-1)

Reid State Technical College clearly defines and publishes a policy for internal
and external transfers in the College Catalog and Student Handbook (Exhibit 2-A-3 (a,
(b)). An applicant who has previously attended another regionally accredited
postsecondary institution is considered a transfer student and is required to furnish
official transcripts of all work attempted at said institution. The Alabama State Board of
Education Admission Policy #801.01 governs the general admission of transfer students,
and the Standards of Academic Progress Policy #714.03 governs the academic standards
applying to transfer students (Exhibit 2-A-3 (c), (d)). The college requires the transfer of
student documents required of first-time college students. A transfer student who meets
requirements for admission to a course creditable toward an associate degree is classified
as a degree-eligible student. A transfer student who does not meet these requirements is
classified as a non-degree-eligible student. A transfer student must have submitted to the
College an application for admission and official transcripts from all accredited
postsecondary institutions attended and an official high school transcript or GED.

A transfer student whose cumulative grade point average at the transfer

institution(s) is 2.0 or above on a 4.0 scale will be admitted on clear academic status. A
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transfer student whose cumulative grade point average at the transfer institution(s) is less
than 2.0 on a 4.0 scale will be admitted only on academic probation. An applicant who
has been academically suspended from another accredited postsecondary institution may
be admitted as a transfer student only after following the appeal process established at the
college for native students who have been academically suspended. If the transfer
student is admitted upon appeal, the student will enter the institution on academic

probation.

4. The institution clearly defines and publishes a policy on the transfer of
credits that includes a statement of the criteria established by the
institution regarding the transfer of credit earned at another institution.
(Objective 2-A-1)

Transfer credit is awarded for internal and external transfers based on the
published “General Principles for Transfer of Credit” that states a course completed at
other accredited postsecondary institutions with a passing grade will be accepted for
transfer as potentially creditable toward graduation requirements. Credit may be
extended based on a comprehensive evaluation of demonstrated and documented
competencies and previous formal training. For students admitted on academic
probation, only courses in which they have earned a course grade of C or better will be
accepted for transfer. Awarding of transfer credit to fulfill graduation requirements will
be based on applicability of the credits to the requirements of the degree sought.

This policy is applied uniformly without regard to whether the student is
transferring between programs at Reid State Technical College or from another

institution (Exhibit 2-A-4 (a), (b)).
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5. Admission requirements offer reasonable expectations for successful
completion of the occupational programs offered by the institution regardless
of the delivery mode. (Objective 2-A-2)

Admission requirements for collision repair technology offer reasonable
expectations for successful completion of the program. Applicants to the collision repair
technology program must complete the application procedures and be at least 16 years of
age, and have the high school diploma or GED or demonstrated ability-to-benefit on a
standardized, federally-approved entrance test. Students entering on the basis of ability-
to-benefit must earn the GED prior to graduation. This criteria was added to strengthen
the program and to ensure that students posses the minimum requirements for entry-level
work, the high school credential and occupational certification (Exhibit 2-A-5 (a), (b)).

Entering students also must demonstrate readiness for college-level work on the
COMPASS placement exam. Students who score below the standard cut scores are
advised into developmental reading, writing, or math classes in order to develop the
academic competencies necessary for success in college-level classes (Exhibit 2-A-5
(c)). Students whose placement test scores indicate they would benefit from
developmental math or writing must complete the courses prior to enrolling in college-
level math and English. Students whose scores indicate a deficiency in reading
comprehension must enroll in developmental reading to develop reading competency to
assure success in academic and occupational courses. The admission requirements offer
reasonable expectations for successful completion of the collision repair technology

program.
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6. Students admitted into Associate Degree programs have a high school diploma
or its equivalent. (Objective 2-A-2)

The collision repair technology program does not award an associate in applied

technology degree.

7. An institution that admits students on an *““ability to benefit”” basis has written
admissions procedures, applies these uniformly, provides documented evidence on
how they are used, maintains records on student progress, and regularly
evaluates the effectiveness of the procedures used in admitting these students.
(Objective 2-A2)

For all students admitted on an ability to benefit basis, the institution has written
admissions procedures, applies these uniformly, and provides documented evidence on
how they are used, maintains records on student progress, and regularly evaluates the
effectiveness of the procedures used in admitting these students. Students without a high
school diploma or GED may be admitted on the ability-to-benefit basis to the collision
repair technology program. The admissions procedures are reflected in the College
Catalog and Student Handbook (Exhibit 2-A-7 (a), (b)). This policy is applied
uniformly and documentation is maintained in all permanent student files for verification
of its application (Exhibit 2-A-7 (c)).

Upon completion of the independently administered standardized test
(COMPASYS), the students’ scores are compared to the federally-approved cut scores for
Title 1V eligibility. In order for students to qualify for admission and Title IV funds, the
following scores are required: COMPASS  Numerical (36), Reading (65), Writing (38)

The results of the test are recorded by the independent test administrator and
forwarded to the admissions office, which then makes a determination of acceptance to

the College and notifies the student of the results. An ability-to-benefit test certification

65




form is completed by the test administrator and becomes part of the student’s permanent
record along with the actual test form completed by the student. Students scoring below
the requisite cut scores are ineligible for admission.

The registration services coordinator is responsible for maintaining permanent
records of student progress. Computerized transcripts reflect the student’s grades in
developmental and college courses and subsequent program completion status (Exhibit

2-A-7 (d)).

8. The institution ensures that recruiting activities are ethical and that all
materials used in recruiting accurately describe the mission, instructional
outcomes, student performance expectations, and completion requirements
of each program. (Objective 2-A-3)

Reid State Technical College’s recruiting activities are ethical and are conducted
according to standard marketing and recruiting practices. The director of
recruiting/placement and retention has overall responsibility for developing and
implementing the Recruitment Plan. Responsibility for recruiting activities for the
collision repair technology program is shared by the instructor. Materials are distributed
to locations in service area communities, such as public housing, departments of human
resources offices, food stamp offices, doctor’s offices, employment offices,
unemployment offices, and presentations are made at local high schools, churches and
vocational centers.

All published materials depict the mission, instructional outcomes, student
performance expectations, and completion requirements of the program. The college
uses a variety of materials to market the collision repair technology program. Some of
these are: colorful brochures, the College Catalog, newspaper advertisements, and

website (Exhibit 2-A-8 (a), (b), (¢), (d), (), (), (q)).
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9. Prior to admission, students are informed of the costs of the program
and any equipment and services required. (Objective 2-A-3)

Students are informed of the costs of the collision repair technology program prior
to admission through a number of means. Complete information covering the costs of the
program is included in the College Catalog (Exhibit 2-A-9 (a)). Access to the College
Catalog is made available to prospective students through recruiting activities, student
orientation, and permanent display in the administration and student services buildings.
Program brochures list the credit hours required for completion of the program (Exhibit
2-A-9 (b)). Program cost sheets are also available to students in the student services
building (Exhibit 2-A-9 (c)). The total tuition/fee cost for the collision repair technology

program are as follows:

Tuition $4,950
Fees 1,210
Books 450
Supplies 450

The College’s tuition rate is $90 per semester hour, plus a $9 per hour
instructional fee, $9 per hour technology fee, $3 per hour special building fee, $1 per

hour bond fee (Exhibit 2-A-9 (d)).
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Programs

1. Occupational education programs offered by the institution are congruent
with the mission of the institution and with the occupational needs of the people
served by the institution. (Objectives 2-A-2 and 2-B-1)

Occupational education programs offered by the institution are congruent with the
mission of the institution and with the occupational needs of the people served by the
institution. Reid State Technical College’s mission is as follows:
Reid State is committed to provide postsecondary education and training to students
from diverse backgrounds and abilities on a non-discriminatory basis in order to
prepare an effective workforce and to promote economic growth and community
stability. In the spirit of scholarship, collaboration, technological specialization,
flexible learning opportunities and personal development, the entire college seeks an
improved quality of life for all students.

The collision repair technology program is congruent with the institutional mission.

Occupational needs of the service area are evaluated through annual review of
labor market information in order to gauge the continuing necessity and level of demand
for the program (Exhibit 2-B-1 (a), (b)).

The college relies on other valuable resources for ensuring the program continues

to meet the occupational needs of the people served by the college. These include regular

visits to area businesses and industry and advisory committee feedback (Exhibit 2-B-1

(). (d)).

2. The objectives for each educational program are evaluated annually.
(Objective 2-B1)

The collision repair technology program objectives are evaluated continuously
through several methods. The program has an occupational advisory committee that
meets semi-annually and is charged with the responsibility for conducting an annual

review of the program’s mission and content. The committee recommends improvements
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in terms of curriculum, instructional methods, equipment, supplies and other important
program and institutional considerations. Activities of the committee are documented in
minutes (Exhibit 2-B-2 (a)). Employer verification forms are completed every year to
ensure that bona fide potential employers have the opportunity to evaluate the program’s
content, objectives, range of remuneration, admission criteria, and curriculum to ensure
that desirable, relevant, and current practices are included in the collision repair
technology program of study (Exhibit 2-B-2 (b)). Program faculty continually review
and adjust program objectives as a result of feedback received through business and
industry visits (Exhibit 2-B-2 (c)).

College policy requires collision repair technology faculty to make two business
and industry visits per semester. These visits are documented on business and industry
visit forms and forwarded to the office of the human resources/instructional services
coordinator. A copy is maintained by the instructor of the collision repair technology
program. Faculty involvement in professional associations assists faculty in ensuring

program curriculum is consistent with practice in the profession.

3. Each occupational education program has clearly stated objectives, defined
content relevant to these objectives and the current needs of business and
industry, and student evaluation based on the program objectives and
content. (Objective 2-B-2)

The collision repair technology program has clearly stated objectives, defined
content relevant to these objectives and the current needs of business and industry, and
student evaluation based on the program objectives and content.

The program outcome objectives are (Exhibit 2-B-3 (a)):

1. Program graduates will be proficient in communication, computation, and
interpersonal skills.
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2. Program graduates will be technically proficient.
3. Program graduates will be able to obtain certification through I-CAR.
4. Program graduates will be successfully employed in the field.

5. Employers of program graduates will be satisfied with their education and
training.

Course objectives are listed in the course syllabi, and support the attainment of broad
program outcomes objectives (Exhibit 2-B-3 (b)).

The faculty maintains close and continuing contact with members of business and
industry through periodic visits. Every full-time faculty member is required to make at
least two business and industry visits per term in order to ascertain current needs (Exhibit
2-B-3 (¢)). These visits are documented on business and industry visit forms that are
maintained by the human resources/instructional services coordinator. Students are
evaluated based on program content and objectives (Exhibit 2-B-3 (d)). Knowledge tests
are used in lecture classes and demonstrations and proficiency exams are used to verify
skill competencies. Methods of evaluation and grading are identified in the course
syllabi.

The instructor maintains a course notebook for each course included in the
curriculum. Each course notebook includes the course guide, curriculum tests, safety

information, student information sheets and other instructional material (Exhibit 2-B-3

(€)).

4. A systematic process has been implemented to document that the objectives
and content of programs are current. (Objective 2-B-2)

A systematic process has been implemented to document that the objectives and

content of the collision repair technology program are regularly updated. This has
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historically been accomplished primarily through the advice of the collision repair
technology advisory committee, which meets at least twice annually and documents the
review of the program content and objectives in committee minutes (Exhibit 2-B-4 (a)).
Program content and objectives are also adjusted when necessary based on information
obtained from business and industry visits as well as informal contact with alumni and
employer verification forms (Exhibit 2-B-4 (b), (c)). Information gained from these
resources is valuable so that faculty can make programmatic revisions in response to

documented industry needs.

5. At least every two years, three bona fide potential employers review each
educational program and recommend admission requirements, program
content, program length, program objectives, competency tests, instructional
materials, equipment, method of evaluation, and level of skills and/or
proficiency required for completion, and appropriateness of the delivery
mode for the program. (Objectives 2-B-2 and 2-B-4)

At least every two years, three bona fide potential employers of the collision
repair technology program graduates review the educational program and recommend
admission requirements, program content, program length, program objectives,
competency tests, instructional materials, equipment, method of evaluation, and level of
skill and/or proficiency required for completion. Employer verification forms are filed in

the human resources/instructional services coordinator office (Exhibit 2-B-5).

6. The institution considers the length and the tuition of each program in relation
to the documented entry level earnings of completers. (Objective 2-B-2)

Reid State Technical College considers the length and the tuition of the collision
repair technology program in relation to the documented entry-level earnings of

completers. This is primarily accomplished through systematic completion of employer
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verification forms (Exhibit 2-B-6 (a)). The collision repair technology program can be
completed in four semesters at cost of $4,950 for tuition (Exhibit 2-B-6 (b).
The College tuition is $90 per semester credit hour. The length of the program is

four semesters.

7. Courses required for each program are offered with sufficient frequency
for the student to complete the program within the publicized time frame.
(Objective 2-B-3)

Courses required for the collision repair technology program are offered with
sufficient frequency for the student to complete the program within the publicized time
frame (Exhibit 2-B-7 (a)). Courses are offered at least once during the four semester
time frame in order that students have adequate opportunity to enroll for courses required
to graduate. The length of the program is documented in the College Catalog. All
students are provided a degree plan upon entry, and faculty advisors use these degree
plans to schedule classes each term (Exhibit 2-B-7 (b), (c), (d)).

Developmental courses in reading, writing and mathematics are offered every
semester to assist under-prepared students in developing basic skills to ensure success in
college-level courses. Students who require developmental coursework are informed by
their advisors that they may take longer to complete the program requirements depending

upon their developmental needs.
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8. Associate Degree programs offered must meet the following
requirements:

a. The appropriate applied degree title, such as Associate of Applied
Technology, Associate of Applied Science, Associate of
Occupational Studies, Associate of Science, or Associate of
Occupational Technology, is used.

b. The program has a minimum of 60 semester hours or 90
quarter hours.

c. C. The program includes a minimum of 15 semester hours or 23
quarter hours of general education courses, with a minimum of one
course from each of the following areas: humanities, behavioral
sciences, natural or applied sciences, and mathematics.
(Objective 2-B-5)

The collision repair technology program does not award the associate in applied
technology degree in the major; however, the college awards an associate in occupational
technology degree with a major in occupational studies. Students have the opportunity to
pair their collision repair technology course work as their primary technical specialty
with course work in a secondary technical specialty such as welding technology. This
pairing of complementary technical areas is designed to produce graduates who are multi-
skilled and are able to function in an increasingly sophisticated workforce. It is also
designed to enable graduates to be in a position to more readily advance in employment
as they will possess a more comprehensive skill set (Exhibit 2-B-8 (a)).

Student are required to complete at least 19 semester hours in general education.
Students must complete at least 45 hours in a primary technical specialty and 12 hours in
a secondary technical specialty, for a total of 76 semester hours for the associate in

occupational technology degree in occupational studies (Exhibit 2-B-8 (b), (c)).
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9. All programs, regardless of location or time or mode of delivery, are
qualitatively consistent with those offered on the main campus, and must:

a. Be approved and administered under established institutional policies and
procedures and supervised by an administrator who is part of the
institutional organization.

b. Have appropriate involvement of on-campus administrators and
faculty in planning, approval, and on-going evaluation.

¢. Have individual student records, including period of enrollment, financial,
and educational program records, permanently maintained by the

institution at the main campus.

d. Be described in appropriate catalogs, brochures, and/or other promotional
materials and include tuition/fee charges, refund policies, admissions and
academic requirements, and information technology requirements.

e. Provide for timely and meaningful interaction among faculty and students.
(Objectives 2-B-6 and 2-B-8)

The collision repair technology program offers day and evening classes only on

the main campus.

10. A credit hour is equivalent to a minimum of each of the following: one
semester credit for 15 clock hours of lecture, 30 clock hours of laboratory, or
45 clock hours of work-based activities; or one quarter credit for 10 clock
hours of lecture, 20 clock hours of laboratory, or 30 clock hours of work-
based activities. (Objective 2-B-7)

The collision repair technology program measures credit hours assigned to each
course according to the requirements set forth by the Alabama State Board of Education
(Exhibit 2-B-10 (a), (b)). A semester hour of theory contains 15 clock hours of lecture, a
semester hour of experimental lab contains 30 clock hours of laboratory, and a semester

hour of manipulative lab contains 45 clock hours of laboratory (Exhibit 2-B-10 (c)).

Instruction

1. Academic competencies and occupational skills are integrated into the
instructional program for each occupational area. (Objective 2-C-1)

Academic competencies and occupational skills are integrated into the collision
repair technology program. Students must complete ten semester hours of academic
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courses in English, mathematics, and computer as part of the 55 semester hour diploma
program (Exhibit 2-C-1 (a), (b)). Occupational competencies are developed through
theory and laboratory instruction in the occupational area using industry standard
Advance Tech curriculum (Exhibit 2-C-1 (c)). Students are to develop skill proficiency
through laboratory instruction in technical areas of glass replacement, detailing,
automotive MIG welding, suspension systems repair, and collision repair and refinishing.
Application of workplace competencies in communication, mathematics, and workplace
skills that are developed through the occupational curriculum are identified on course

syllabi.

2. The instructional programs provide instruction in the competencies
essential to success in the occupation, including job knowledge, job skills,
work habits, and attitudes. (Objective 2-C-2)

The collision repair technology program includes extensive theory and laboratory
instruction designed to develop and refine job knowledge, job skills, work habits and
attitudes. Course descriptions and accompanying objectives illustrate the emphasis on
developing occupational competencies (Exhibit 2-C-2 (a), (b)). Employability skills
such as work habits, attitudes, safety and job orientation are integrated throughout the
curriculum. Students’ work habits are evaluated and a work habit grade is calculated as a
percentage grade. Criteria for scoring include punctuality, attendance, proper use of tools,
safety, attitude, and other related skills. Work habits check sheets are utilized to ensure
objectivity and consistency in grading, and students are informed of the composition of

the final grade on the course syllabi (Exhibit 2-C-2 (c)).
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3. The sequence of instruction required for program completion (lecture, lab,
and work-based activities) is effectively organized in order to maximize the
learning of competencies essential to success in the occupation. (Objective
2-C-2)

The sequence of instruction for completion of the collision repair technology
program is effectively organized in order to maximize the learning of competencies

essential to success in the occupation (Exhibit 2-C-3 (a), (b)).

4. Occupational advisory committees appointed for each program or program
area are used to ensure that desirable, relevant, and current practices of
each occupation are being taught. Each committee (a) is composed of at
least three members, all being external to the institution and representative
of the geographical service area covered by the program area; (b) meets at
least twice annually with a majority of official members present; and (c)
keeps minutes of each meeting to document their activities and
recommendations. The occupational advisory committee may also perform
the functions of the institutional advisory committee if only one
occupational advisory committee is required for the institution. (Objectives
2-B-2 and 2-C-2)

The collision repair technology program has an active advisory committee that
meets twice annually and documents its activities in minutes (Exhibit 2-C-4 (a), (b)).
The advisory committee assists the college in ensuring that desirable, relevant, and
current practices are included in the program. Committee membership is comprised of at
least three business or industry representatives. According to the guidelines, the advisory
committee meets during the spring and fall semesters. The advisory committee follows a
standard agenda plan of work and format for reporting minutes (Exhibit 2-C-4 (c)). The
advisory committee completes an annual checklist providing documentation and
verification that committee members have had an opportunity to review and discuss
program plans, equipment, facilities, program content, curriculum outcomes, job

placement and to make necessary recommendations.
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5. Occupational advisory committees review, at least annually, the
appropriateness of the type of instruction (such as lecture, laboratory,
work-based instruction, and/or mode of delivery) offered within each
program to assure that students gain competency with specific skills
required for successful completion of the program. (Objectives 2-B-7 and 2-
C-4)

An advisory committee for the collision repair technology reviews the
appropriateness of the type of instruction offered within the collision repair technology
programs. The advisory committee reviews the program’s course offerings and
curriculum to ensure that courses relate to the skills necessary for successful completion

of the collision repair technology programs (Exhibit 2-C-5 (a), (b)).

6. Job-related health, safety, and fire-prevention are an integral part of
instruction. (Objectives 2-C-2 and 2-C-3)

Job-related health, safety, and fire prevention are an integral part of instruction in
the collision repair technology program. Safety is covered as a module and integrated
through the inclusion of a section on safety in each course notebook (Exhibit 2-C-6 (a)).
This ensures consistency of safety instruction in day and evening classes. Evacuation
plans and emergency procedures are posted in the classrooms, shop, and included in
course notebooks, and reviewed with students each semester (Exhibit 2-C-6 (b), (c)).

The College has a standing safety committee that is charged with coordinating an
effective safety program that ensures a safe environment for training. This includes
regular inspections of shop and classroom areas, reviewing referrals of safety concerns,
and making recommendations for suitable corrections. The committee keeps minutes of
its meetings and documents other activities related to ensuring safe practices are included

in the instructional program.

7



A collision repair technology safety committee is comprised of students and
meets regularly to increase awareness of safety issues. This program committee
documents its activities in minutes that are maintained on file by the faculty and safety
committee secretary (Exhibit 2-C-6 (d)). The College has a Safety Manual that was
developed to address the use of various program equipment. A copy of the Safety
Manual is on file in each program area and is available to and reviewed with students

each semester (Exhibit 2-C-6 (e), (f), (g)).

7. To develop skill proficiency, sufficient practice is provided with equipment
and materials similar to those currently used in the occupation. (Objective
2-C-3)

The collision repair technology program provides sufficient practice with
equipment similar to those used in the occupation. Laboratory coursework is
documented in the program curriculum and on course syllabi (Exhibit 2-C-7 (a)). Ample
time for laboratory practice is included in each course, and students have access to some
of the latest equipment available in the industry. Live work provides critical experiences
for students and ensures that they have opportunity to develop and refine skills that are
demanded in the profession.

Documentation that equipment meets industry standards is maintained through
business and industry visits and advisory committee meetings (Exhibits 2-C-7 (b), (c)).
An inventory of instructional equipment is available that demonstrates the similarity of
program equipment to the occupation (Exhibit 2-C-7 (d)). Faculty has sufficient budgets

to provide for equipment maintenance and purchases annually.
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8. All instruction is effectively organized as evidenced by course outlines,
lesson plans, competency tests, and other instructional materials. (Objective
2-C-4)

Instruction in the collision repair technology program is effectively organized
with course outlines, syllabi, lesson plans, tests, and instructional materials. Course
notebooks were created for each course taught in the collision repair technology program.
These notebooks contain course outlines, course guides, curriculum standards, course
syllabi, instructional materials, tests, safety handouts, student information sheets, lesson
plans, and other instructional materials needed to teach the course (Exhibit 2-C-8). This
notebook system has proven useful to program instructors and ensures consistency of

instruction between day and evening classes.

9. The institution uses a systematic, objective, and equitable method of
evaluating student achievement based on required competencies.
(Objective 2-C-5)

The College has a systematic and objective method for evaluating student
achievement based on identified occupational competencies. Course syllabi detail the
objectives for every course. Evaluation in each theory or laboratory course is based on
achievement of overall objectives. Evaluation methods are identified in the course
syllabus, which is distributed to every student on the first class meeting (Exhibit 2-C-9
(a@)). College grading policies are published in the Student Handbook and are available to
students prior to admission. The Student Handbook is also distributed to every student
and reviewed at orientation (Exhibit 2-C-9 (b)). Knowledge tests are utilized to evaluate
performance in lecture classes and performance or proficiency exams are used to evaluate
skill proficiency in lab classes (Exhibit 2-C-9 (c)). The course grade is calculated
according to the identified method and posted to the online grade reporting module
(Exhibit 2-C-9 (d)).
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10. Each work-based activity has a written instructional plan for students
specifying the particular objectives, experiences, competencies, and
evaluations that are required. (Objective 2-C-6)

11. The instructional plan designates the on-site employer representative
responsible for guiding and overseeing the students’ learning experiences
and participating in the students’ written evaluations. (Objective 2-C-6)

12. All work-based activities conducted by the institution are supervised by a
designated employee possessing appropriate qualifications. (Objective 2-C-
6)

Collision repair technology does not require a work-based activity.

CHALLENGES AND PROPOSED SOLUTIONS

Although the college accepts live work to assist students to develop the
occupational skills required for the profession, the live work is most often comprised of
refinishing and painting surfaces. Very few heavily damaged vehicles are available for
live work. This limits the experiences students have in repairing collision damage on late
model vehicles. The collision repair technology faculty is working with insurance
companies and salvage companies to acquire damaged vehicles to be used for training
purposes. The faculty is also working to create a rack of damaged vehicle parts to
facilitate the development of students’ skills in repairing particular types of damage to
specific auto parts. This rack method of training will also facilitate competency check
offs to be accomplished consistently. A major challenge is the consistent attendance of

the advisory committee members.

SUMMARY
The collision repair technology program committee determined that the program

is in compliance with standard two criteria. The College offers a collision repair

technology program dedicated to providing quality education and training to the students
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it serves. Great effort and hard work have gone into making the program a success.
Through the utilization of industry standard curriculum and up-to-date equipment, the
collision repair technology program continues to provide quality educational
opportunities that will produce graduates who are prepared for entry-level employment as
collision repair technicians. The collision repair technology program provides
opportunities for students to obtain exposure to and an appreciation of the dynamics of
the industry.

The collision repair technology program has a published purpose statement and
program objectives that are evaluated continuously and publicly available. The
instructional program is effectively organized as evidenced by course notebooks, course
outlines, lesson plans, syllabi, instructional materials, tests, course standards and
curriculum guides.

The collision repair technology program has an active advisory committee that
documents activities and recommendations of semi-annual meetings in minutes. Faculty
actively solicit advice and recommendations from resource personnel through regular
business and industry visits and professional associations.

Program outcomes indicate a strong program that emphasizes the attainment of
entry-level skills, including academic and occupational skill development. Program
faculty continually avail themselves of professional development opportunities to
maintain and update their professional and teaching skills.

Instructional methods and materials emphasize safety. Students have sufficient
practice on industry standard equipment to develop job knowledge and skills required of

collision repair technicians.
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Standard Two

Collision Repair Technology Exhibits

Admissions

2-A-1(a)
2-A-1(b)
2-A-1(c)
2-A-1(d)

2-A-2

2-A-3(a)
2-A-3(b)
2-A-3(c)
2-A-3(d)

2-A-4(a)
2-A-4(b)

2-A-5(a)
2-A-5(b)
2-A-5(c)

2-A-6

2-A-7(a)
2-A-7(b)
2-A-7(c)
2-A-7(d)

2-A-8(a)
2-A-8(b)
2-A-8(c)
2-A-8(d)
2-A-8(e)
2-A-8(f)
2-A-8(9)

2-A-9(a)
2-A-9(b)
2-A-9(c)
2-A-9(d)

College Admission Policy, College Catalog, pp. 21-33
College Admission Policy, Student Handbook, pp. 67-77
Program Brochure

College Website

Non-Applicable

College Transfer Policy, College Catalog, p.26
College Transfer Policy, Student Handbook, pp. 74-76
State Board of Education Policy 801.01

State Board of Education Policy 714.03

College Transfer of Credits Policy, College Catalog, p. 27
College Transfer of Credits Policy, Student Handbook, p. 76

College Admission Policy, College Catalog, pp. 21-33
College Admission Policy, Student Handbook, pp. 67-77
Placement Testing Policy, College Catalog, p. 32

Non-Applicable

Ability-to-Benefit Policy, College Catalog, pp.
Ability-to-Benefit Policy, Student Handbook, pp.
Assessment Results for Ability-to-Benefit
Student Transcript for Ability-to-Benefit

Recruitment Plan

College Catalog, p. 80-81

Brochure

Admission Packet

Schedule

Advertising Scrapbook

Reid State Technical College website www.rstc.edu

College Catalog, p. 80-81

Brochure

Program Cost Sheet

Tuition Rates, College Catalog and Student Handbook, p. 64
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http://www.rstc.edu/

Programs
2-B-1(a) Alabama Occupational Trends for 2016
2-B-1(b) Occupational Outlook Handbook
2-B-1(c) Business and Industry Visits
2-B-1(d) Advisory Committee Minutes

2-B-2(a) Advisory Committee Minutes
2-B-2(b) Employer Verification Forms
2-B-2(c) Business and Industry Visits

2-B-3(a) Program Obijectives, College Catalog, p. 80
2-B-3(b) Syllabi

2-B-3(c) Business and Industry Visits

2-B-3(d) Tests

2-B-3(e) Course Notebook

2-B-4(a) Advisory Committee Annual Checklist
2-B-4(b) Business & Industry Visits
2-B-4(c) Employer Verification Forms

2-B-5 Employer Verification Forms

2-B-6(a) Employer Verification Forms
2-B-6(b) State Board of Education Tuition Table

2-B-7(a) Student Transcript

2-B-7(b) Degree Plan

2-B-7(c) Program Curriculum, College Catalog, p. 81
2-B-7(d) Schedule

2-B-8(a) Degree Requirements, College Catalog, p. 81
2-B-8(b) Degree Requirements, College Catalog, p. 81
2-B-8(c) Degree Requirements, College Catalog, p. 81

2-B-9 Non-Applicable

2-B-10(a) State Board of Education Policy 705.01
2-B-10(b) Credit Clock Hour Chart
2-B-10(c) Program Degree Requirements, College Catalog, p. 81

Instruction
2-C-1(a) Program Curriculum, College Catalog, p. 81
2-C-1(b) ENG100 Vocational Technical English
MAH100 Vocational Technical Mathematics
CIS149 Introduction to Computers
2-C-1(c) Syllabus



2-C-2(a)
2-C-2(b)
2-C-2(c)

2-C-3(a)
2-C-3(b)

2-C-4(a)
2-C-4(b)
2-C-4(c)

2-C-5(a)
2-C-5(h)

2-C-6(a)
2-C-6(b)
2-C-6(c)
2-C-6(d)
2-C-6(e)
2-C-6(f)
2-C-6(9)

2-C-7(a)
2-C-7(b)
2-C-7(c)
2-C-7(d)
2-C-8
2-C-9(a)
2-C-9(h)
2-C-9(c)
2-C-9(d)
2-C-10
2-C-11

2-C-12

Lab Course Syllabus
Theory Course Syllabus
Work Habits Check Sheets

Degree Plan
Program Curriculum, College Catalog, p. 81

Advisory Committee Membership List
Advisory Committee Minutes
Advisory Committee Guidelines Annual Checklist

Employer Verification Forms
Advisory Committee Guidelines Annual Checklist

Course Notebook (See 2-B-3)
Emergency Procedures
Syllabus

Safety Committee Minutes
Safety Manual

Safety Module

Safety Pictures

Syllabus

Business and Industry Visits

Advisory Committee Guideline Annual Checklist
Equipment Inventory

Course Notebook (See 2-B-3)

Syllabus

Tests

Student Transcript

College Grading Policy, Student Handbook, p. 86
Non-Applicable

Non-Applicable

Non-Applicable
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CLOCK HOUR/CREDIT HOUR CHART

Program Name | Collision Repair Technology (Diploma)

CIP Code

47.0603

Instructions: Refer to the Commission’s definition of clock/credit hour measurement in the latest edition of the Handbook of Accreditation. For programs

measured in credit hours, provide both clock and credit hour information. List all courses offered within the program. Make additional copies of this page

as needed.

Provide total program length in all categories that apply
(be sure that these numbers agree with the grand total):

TOTAL TOTAL QUARTER
TOTAL CLOCK 1275 SEMESTER 55 CREDIT HOURS: N/A
HOURS: CREDIT HOURS:
INSTRUCTION
COURSE NAME DELIVERY METHOD WORK-BASED
(Use one line for each course (Check One or More) CLASSROOM/ LECTURE ACTIVITIES TOTALS
within the program.) Audio/ Correspon- Clock SHOP/LAB Clock Credit
Classroom Online VideoTape dence Classroom Distance Ed. | Credit Clock Credit Clock | credit
ORT 100 - Orientation X 15 0 1 0 0 0 0 15 1
CIS 149 — Introduction to Computers X X 15 30 3 0 0 0 0 45 3
MAH 101 - Vocational Technical X 45 0 3 0 0 0 0 45 3
Mathematics |
ENG100 — Vocational Technical English | X 45 0 3 0 0 0 0 45 3
ABR111 — Non-Structural Repair X X 15 0 1 60 2 0 0 75 3
ABR 114 — Non-Structural Panel X X 15 0 1 60 2 0 0 75 3
Replacement
ABR 122 - Surface Preparation X X 15 0 1 60 2 0 0 75 3
ABR 123 - Paint Application and X X 15 0 1 60 2 0 0 75 3
Equipment
ABR 151 - Safety and Environmental X X 15 0 1 60 2 0 0 75 3
Practices
ABR 154 — Automotive Glass and Trim X X 15 0 1 60 2 0 0 75 3
ABR 156 — Automotive Cutting and X X 15 0 1 60 2 0 0 75 3
Welding
ABR 213 - Automotive Structural X X 15 0 1 60 2 0 0 75 3
Analysis
ABR 214 — Automotive Structural Repair X X 15 0 1 60 2 0 0 75 3
ABR 223 — Automotive Mechanical X X 15 0 1 60 2 0 0 75 3
Components
ABR 224 — Automotive Electrical X X 15 0 1 60 2 0 0 75 3
Components
ABR 255 — Steering and Suspension X X 15 0 1 60 2 0 0 75 3
ABR 258 — Heating and A/C in Collision X X 15 0 1 60 2 0 0 75 3
Repair
ABR 261 — Restraint Systems X X 15 0 1 60 2 0 0 75 3
ABR 265 Paint Defects and Final Repair X X 15 0 1 60 2 0 0 75 3
TOTAL ALL COLUMNS X X X 345 30 25 900 30 0 0 1275 55
GRAND TOTALS
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Commission of the Council on Oceupational Education
EMPLOYER PROGRAM VERIFICATION FORM
for Postsecondary Programs

INSTRUCTIONS:
- Complete this form for each service area served by the program®
- This form must be signed by an employee who is in position to make hiring decisions on
behalf of the employer,

Name of [nstitution
Reid State Technical College

Address City/State/Zip
PO Box 588 Evergreen, AL 30401
Name of Program |

Collision Repair Technology (Diploma)

[\lodel(é) of Delivery of Program

D 100% Traditional D. brid lﬂmce Education

This program is (check one):

X An Existing Program A New Program A Substantially Revised Program

The length of program in:

Clock Fours 55 Semester Credn Hours Ouarter Credit Hours _

The amount of tuition and fees charged for the total program is: $ 7.395.48

Excerpt from the Handbook of Accreditation, Standard 2 — Educational Programs:

8. At feast every two years, hree honafide potential emplovers review each educationa! program and
recommend admission reguirements. program content, program length, program  obfectives,
competency lesits, Dnstructional materials, equipment, method of evalnation, and Tevel of skills
andior proficiency required for completion, and appropriatensss of the delivery mode for the
program.  (Objectives 2-08-2 and 2-8-4)

6. The institution considers the length and the tuitian of each pragram in relation to the documented
entry level earnings of completers.  (Objective 2-12-2)

NOTE: Job Corps Centers may use the Vocational Evaluation System (VES) Report in place of
the COE Fmplover Program Verification Form.

=For programs that include a distance education mode of delivery that recruit students outside the
service areals) of an institution’s physical location{s), a markei needs analysis or other demographic
data which demonstrates demand for the program may be submitted.
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EMPLOYERS' YERIFICATION STATEMENT:

We have reviewed the Auto Bodv Repair _ program and recommended requirements for:
admissions, program content, program length, program objectives, competency tests, instructional
materials, equipment, methed of evaluation, and the skills and/or proficiency required for completion
and appropriatencss of the [[] 100% Traditional [] Hybrid [] Distance Education

the delivery mode(s) for the program.

EMPLOYER #1:

Phone Number:

! , Y- 203 -1
| Address City/State/ 71
\TQ(? GQLFSTJA 5_,9‘ | & JT.N &/P (M2 0

Verified range of remuneration {based on vear-round, full-time employment) that can reasonably be
expected by completers who enter thisfield upon completion of the program is from $ | o0
| annually to S ¥ annually

A
| Signature: M{ /d}%f‘ﬂ Date: f? =X f7“ (O

_EMPLOYER #2

T :anw\{/ ‘:Sagﬁ Title: QM)W
SDMpAany NAame: - * DTS DN UENREr:
Miien Pud~ bed |93 20 - AOLY

Ly
Address (//’ Cit/State/Zip

Verified range of remuneration (based on year-round. full-time employment) that can reasonably be
expected by completers who enter this ficld upon completion of the program is from § /{72
| annuallyto $27 290 annually.

@i@(m QOE mw 4 if |

| Signature: AVt M Date: Q -1 F=i0 |

_EMPLOYER #3

Name; Title,
A w " //%JM e | e,
Com %Namc: ﬂ M g Phone Number:
omdd Lt n—

N - ;3% Yy —2ior. |
Address  _— ity St/ i .
Y o éa%/_% Vs | ﬂjmgﬂ—ﬁ A Resdz |

Verified range of remuneratiofi {basgtl on year-round, full-time employsfient) that can reasonably be
expected by completers whe enter this field upon completion of the program 1s from § 15000
annually to § 2002 annually.

Signature: ///,éf/ép ﬂm Date: 9)” [/ 7-70
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STANDARD TWO

COMMERCIAL TRUCK DRIVING

INTRODUCTION
The commercial truck driving program committee was charged with the

responsibility for assessing the extent to which the program complies with standard two
criteria for accreditation. In order to accomplish this task, the committee reviewed
program files, institutional practices, and conducted interviews with program faculty.

The commercial truck driving program is a 15 semester credit hour short
certificate program that prepares students for entry-level employment in the commercial
truck driving profession. The program can be completed in only eight weeks. Two
classes are offered during the fall and spring semesters and one class during the summer
semester. Graduates must obtain the commercial drivers license with appropriate
endorsements to be qualified for employment.

The commercial truck driving program purpose, objectives, admission
requirements, certification requirements, program content, and completion requirements
are clearly stated in the College Catalog as follows:

The purpose of the commercial truck driving program is to

provide accessible, quality educational opportunities that will

provide individuals with the knowledge, technical skills, and

attitudes necessary to obtain entry-level employment in the

commercial truck driving profession.

The certificate program is intended to produce graduates

who are prepared for entry-level employment, upon licensure, as

Class “A” commercial truck drivers. Program graduates are to be

competent in the technical areas of hours of service regulations,

vehicle inspection procedures, basic backing skills, defensive

driving techniques, basic driving techniques, and recognition of
driving environment hazard.
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Reid State Technical College will accomplish program
objectives by providing students with a comprehensive technical
training in the core area of commercial truck driving. The
occupational skill preparation is designed to meet the United
States Department of Transportation, Federal Highway
Administration, and Commercial Driver’s License (CDL)
recognized skill standards. The college will ensure program
quality through internal certification of graduate competencies
and external licensure of graduates by the Commercial Drivers
Licensure Division.

The philosophy and purpose of the commercial truck
driving program is consistent with that of the governing institution.

ANALYSIS

A. Admissions/Recruiting

1. The institution’s admissions policies are clearly stated, published, and
made available to students prior to enrollment. (Objective 2-A-1)

The commercial truck driving admission policy is clearly stated, published, and
available to the public. The policy is published in the College Catalog, Student
Handbook, program brochures, and College website (Exhibit 2-A-1 (a), (b), (c), (d)).
The policy states:

Applicants to this program must complete the application procedures

and be 21 years of age. While a high school diploma or GED is the

preferred entry requirements, applicants who did not receive a high school
diploma or GED may be admitted upon demonstration of ability-to-benefit on a
standardized, federally approved entrance test. Additionally, applicants must
provide a motor vehicle driving record (MVR) free of accidents and other serious
violations for the last three years. Students will also submit a D.O.T. physical
and drug screen prior to being allowed to operate a commercial truck. While
enrolled, students are subject to random drug and alcohol tests in accordance
with the Department of Transportation Omnibus Transportation Employee
Testing Act of 1991.

College publications are distributed to the public via direct mailing and personal

distribution during recruiting visits to targeted areas such as public housing, employment
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offices, unemployment offices, departments of human resources, doctor’s offices,
churches, stores, and food stamp offices. Publications are also displayed in the student
services building, public relations office, administration building, and other campus

areas.

2. For all students admitted to a Vocational English-As-A-Second-Language
Program, the institution utilizes written admission procedures that comply
with policies established by the Commission. (Objective 2-A-1) (See
“Vocational English-As-A-Second Language Programs” in the current
edition of the Policies and Rules of the Commission.)

Reid State Technical College does not offer VVocational English-As-A-Second

Language Program.

3. The institution clearly defines and publishes a policy on the transfer of
students between programs within the institution and the transfer of
students from other institutions. (Objective 2-A-1)

Reid State Technical College clearly defines and publishes a policy on transfer of
students between programs within the institution and the transfer of students from other
institutions in the College Catalog and Student Handbook (Exhibit 2-A-3 (a), (b)). An
applicant who has previously attended another accredited postsecondary institution is
considered a transfer student and is required to furnish official transcripts of all work
attempted at said institutions. The Alabama State Board of Education Admission Policy
#801.01 governs the general admission of transfer, and the Standards of Academic
Progress Policy #714.03 governs the academic standards applying to transfer students
(Exhibit 2-A-3 (c), (d). The College requires the transfer of student documents
required of first-time college students.

A transfer student who meets requirements for admission to a course creditable

toward an associate degree is classified as a degree-eligible student. A transfer student
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who does not meet these requirements is classified as a non-degree-eligible student. A
transfer student must have submitted to the College an application for admission and
official transcripts from all accredited postsecondary institutions attended and an official
high school transcript or GED.

A transfer student whose cumulative grade point average at the transfer
institution(s) is 2.0 or above on a 4.0 scale will be admitted on clear academic status.

A transfer student whose cumulative grade point average at the transfer
institution(s) is less than 2.0 on a 4.0 scale will be admitted only on academic probation.
An applicant who has been academically suspended from another accredited
postsecondary institution may be admitted as a transfer student only after following the
appeal process established at the College for native students who have been academically
suspended. If the transfer student is admitted upon appeal, the student will enter the

institution on academic probation.

4. The institution clearly defines and publishes a policy on the transfer of credits
that includes a statement of the criteria established by the institution regarding
the transfer of credit earned at another institution. (Objective 2-A-1)

Transfer credit will be awarded for internal and external transfers based on the
published “General Principles for Transfer of Credit” that states a course completed at
other accredited postsecondary institutions with a passing grade will be accepted for
transfer as potentially creditable toward graduation requirements. Credit may be extended
based on a comprehensive evaluation of demonstrated and documented competencies and
previous formal training. For students admitted on academic probation, only courses in
which they have earned a course grade of C or better will be accepted for transfer.

Awarding of transfer credit to fulfill graduation requirements will be based on
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applicability of the credits to the requirements of the degree sought. This policy is
applied uniformly without regard to whether the student is transferring between programs

at Reid State Technical College or from another institution (Exhibit 2-A-4 (a), (b)).

5. Admission requirements offer reasonable expectations for successful
completion of the occupational programs offered by the institution regardless
of the delivery mode. (Objective 2-A-2)

Admission requirements for commercial truck driving offer reasonable
expectations for successful completion of the program. Applicants to the commercial
truck driving program must complete the application procedures and be at least 21 years
of age and have the high school diploma or GED or demonstrated ability-to-benefit on a

standardized, federally approved entrance test (Exhibit 2-A-5 (a), (b), (c)).

6. Students admitted into Associate Degree programs have a high school diploma
or its equivalent. (Objective 2-A-2)

The commercial truck driving program does not award an associate degree.

7. An institution that admits students on an ““ability to benefit”” basis has
written admissions procedures, applies these uniformly, provides
documented evidence on how they are used, maintains records on
student progress, and regularly evaluates the effectiveness of the
procedures used in admitting these students. (Objective 2-A2)

For all students admitted on an ability-to-benefit basis, the institution has written
admissions procedures, applies these uniformly, and provides documented evidence on
how they are used, maintains records on student progress and regularly evaluates the
effectiveness of the procedures used in admitting these students. Students without a high
school diploma or GED may be admitted on the ability-to-benefit basis to the commercial
truck driving program. The admissions procedures are reflected in the College Catalog

and Student Handbook (Exhibit 2-A-7 (a)). This policy is applied uniformly and
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documentation is maintained in all permanent student files for verification of its
application (Exhibit 2-A-7 (b), (c)).

An ability-to-benefit test certification form is completed by the test administrator
and becomes part of the student’s permanent record along with the actual test form
completed by the student. Students scoring below the requisite cut scores are ineligible
for admission.

The registration services coordinator is responsible for maintaining permanent
records of student progress (Exhibit 2-A-7 (d)). The assistant dean of students,
counselor and testing coordinator periodically analyze these and other records to
determine the effectiveness of the ability-to-benefit admission policies and procedures.
Individual progress data are reviewed as well as comparisons of retention and graduation
data for regular admit and ability-to-benefit students. Procedural adjustments are made

when needed.

8. The institution ensures that recruiting activities are ethical and that all materials
used in recruiting accurately describe the mission, instructional outcomes, student
performance expectations, and completion requirements of each program.
(Objective 2-A-3)

Reid State Technical College’s recruiting activities are ethical and are conducted
according to standard marketing and recruiting practices. The director of
recruiting/placement and retention has the responsibility for developing and
implementing the Recruitment Plan. Responsibility for recruiting activities for the
commercial truck driving program is shared by the faculty. Materials are distributed to
locations in service area communities, such as public housing, departments of human

resources offices, food stamp offices, doctor’s offices, employment offices,
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unemployment offices, and presentations are made at local high schools, churches and
vocational centers.

All published materials depict the mission, instructional outcomes, student
performance expectations, and completion requirements of the program. The college
uses a variety of methods to market the commercial truck driving program, such as:
colorful brochures, the College Catalog, Student Handbook, newspaper advertisements,

and website (Exhibit 2-A-8 (a), (b), (), (d), (&), (), ().

9. Prior to admission, students are informed of the costs of the program
and any equipment and services required. (Objective 2-A-3)

Students are informed of the costs of the commercial truck driving program prior
to admission through a number of means. Complete information covering the costs of the
program is included in the College Catalog and program brochure (Exhibit 2-A-9 (a),
(b)). Access to the College Catalog is made available to prospective students through
recruiting activities, student orientation, and permanent display in the administration and
student services buildings.

Program cost sheets are also available to students in the student services building
(Exhibit 2-A-9 (c), (d)). The total tuition/fee cost for the commercial truck driving

program follows:

Tuition & fees $ 1700.12
Books & materials $ 50.00
D. O. T. physical & Drug screen $ 135.00
MVR $ 5.75

The College’s tuition rate is $90 per semester hour, plus a $9 per hour

instructional fee, $9 per hour technology fee, $1 bond fee and $3 special building fee.

94



Programs

1. Occupational education programs offered by the institution are congruent
with the mission of the institution and with the occupational needs of the people
served by the institution. (Objectives 2-A-2 and 2-B-1)

Occupational education programs offered by the institution are congruent with the
mission of the institution and with the occupational needs of the people served by the
institution. Reid State Technical College’s mission is as follows:
Reid State is committed to provide postsecondary education and training to students
from diverse backgrounds and abilities on a non-discriminatory basis in order to
prepare an effective workforce and to promote economic growth and community
stability. In the spirit of scholarship, collaboration, technological specialization,
flexible learning opportunities and personal development, the entire college seeks an
improved quality of life for all students.

The commercial truck driving program is congruent with the institutional mission.

The occupational needs of the service area are evaluated through annual reviews
of labor market information in order to gauge the continuing necessity and level of
demand for the program (Exhibit 2-B-1 (a), (b)). The college relies on other valuable
resources for ensuring the program continues to meet the occupational needs of the

people served by the college. These include regular visits to area business and industry

and advisory committee meetings (Exhibit 2-B-1 (c), (d)).

2. The objectives for each educational program are evaluated annually.
(Objective 2-B1)

The commercial truck driving program objectives are evaluated
continuously through several methods. The program has an advisory committee
that meets semi-annually and is charged with the responsibility for conducting an
annual review of the program’s mission, and content. The committee

recommends improvements in terms of curriculum, instructional methods,
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equipment, supplies and other important program and institutional considerations.
Activities of the committee are documented in minutes (Exhibit 2-B-2 (a)).
Employer verification forms are completed every year to ensure that bona fide
potential employers have the opportunity to evaluate the program’s content,
objectives, range of remuneration, admission criteria, and curriculum to ensure
that desirable, relevant, and current practices are included in the commercial truck
driving program of study (Exhibit 2-B-2 (b)).

Regular visits to business and industry are another critical means of obtaining
recommendations from resource personnel. Faculty review and adjust program
objectives as a result of feedback received through business and industry visits (Exhibit
2-B-2 (c)). College policy requires commercial truck driving faculty to make two
industry visits per semester. These business and industry visits are documented on
business and industry visit forms and forwarded to the office of the human
resources/instructional services coordinator. A copy is maintained by commercial truck
driving instructor. Involvement in professional associations assists faculty in ensuring

program curriculum is consistent with practices in the profession.

3. Each occupational education program has clearly stated objectives, defined
content relevant to these objectives and the current needs of business and
industry, and student evaluation based on the program objectives and
content. (Objective 2-B-2)

The commercial truck driving program has clearly stated objectives, defined
content relevant to these objectives and the current needs of business and industry, and
student evaluation based on the program objectives and content.

The program outcome objectives are (Exhibit 2-B-3 (a)):
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1. Program graduates will be proficient in communication, computation,
and interpersonal skills.

2. Program graduates will be technically proficient.

3. Program graduates will be able to obtain Commercial Driver’s
Licenses with appropriate endorsements.

4. Program graduates will be successfully employed in the field.

5. Employers of program graduates will be satisfied with their education and
training.

Course objectives are listed on the course syllabi, and support the attainment of broad
program outcome objectives (Exhibit 2-B-3 (b)).

Program objectives were developed and are revised in response to the identified
needs of business and industry. The faculty maintains close and continuing contact with
members of business and industry through periodic visits. Each full-time faculty member
is required by college policy to make at least two business and industry visits per
semester, in order to ascertain current needs (Exhibit 2-B-3 (c)).

Students are evaluated based on program content and objectives (Exhibit 2-B-3
(d)). Knowledge tests are used in lecture classes, and proficiency exams are used to
verify skill competencies. Methods of evaluation and grading are identified in course
syllabi.

Course notebooks are required for each course included in the curriculum.
Course notebooks include the course guide, curriculum standards, tests, safety
information, student information sheets, and other instructional material. This process
ensures the standardization of content for each course taught in the commercial truck

driving program (Exhibit 2-B-3 (e)).
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4. A systematic process has been implemented to document that the objectives
and content of programs are current. (Objective 2-B-2)

A systematic process is in place to document that the objectives and content of the
commercial truck driving program are current. This has historically been accomplished
primarily through the advice of the commercial truck driving advisory committee which
meets at least twice annually and documents its review of the program content and
objectives in committee minutes (Exhibit 2-B-4 (a)). Program content and objectives are
also adjusted when necessary based on information obtained from business and industry
visits, as well as informal contact with alumni and employer verification forms (Exhibit
2-B-4 (b), (c)). Information gained from these resources is critically valuable to enabling

faculty to incorporate programmatic revisions in response to documented industry needs.

5. At least every two years, three bonafide potential employers review each
educational program and recommend admission requirements, program
content, program length, program objectives, competency tests, instructional
materials, equipment, method of evaluation, and level of skills and/or
proficiency required for completion, and appropriateness of the delivery
mode for the program. (Objectives 2-B-2 and 2-B-4)

At least every two years, three bona fide potential employers of the commercial
truck driving program graduates review the educational program and recommend
admission requirements, program content, program length, program objectives,
competency tests, instructional materials, equipment, method of evaluation, and level of
skills and/or proficiency required for completion. Copies of the completed employer
verification forms are filed in the office of the human resources/instructional services

coordinator (Exhibit 2-B-5).
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6. The institution considers the length and the tuition of each program in relation to the
documented entry level earnings of completers. (Objective 2-B-2)

The College considers the length and the tuition of the commercial truck driving
program in relation to the documented entry-level earnings of completers. This is
primarily accomplished through systematic completion of Employer Verification Forms
(Exhibit 2-B-6 (a)). The commercial truck driving program can be completed in eight
weeks at a cost of $1,625 for tuition. The verified salary range of commercial truck
drivers $25,000 to $40,000 annually.

Reid State Technical College’s tuition is $90 per semester credit hour (Exhibit 2-
B-6 (b)). The length of the program is eight weeks. This time frame offers a potential
graduate the opportunity to obtain employment in a substantially resourceful allotment of

time in contrast with the tuition output.

7. Courses required for each program are offered with sufficient frequency
for the student to complete the program within the publicized time frame.
(Objective 2-B-3)

Courses required for the commercial truck driving program are offered with
sufficient frequency for the student to complete the program within the publicized time
frame (Exhibit 2-B-7 (a), (b)). A complete course sequence is offered every eight
weeks, and students have adequate opportunity to enroll for courses required to graduate
(Exhibit 2-B-7 (c)). The length of the program is documented and advertised in the

College Catalog and brochures (Exhibit 2-B-7 (d)).
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8. Associate Degree programs offered must meet the following requirements:

a. The appropriate applied degree title, such as Associate of Applied
Technology, Associate of Applied Science, Associate of
Occupational Studies, Associate of Science, or Associate of
Occupational Technology, is used.

b. The program has a minimum of 60 semester hours or 90
quarter hours.

c. The program includes a minimum of 15 semester hours or 23 quarter
hours of general education courses, with a minimum of one course
from each of the following areas: humanities, behavioral
sciences, natural or applied sciences, and mathematics.
(Objective 2-B-5)

The commercial truck driving program does not offer an associate degree.

9. All programs, regardless of location or time or mode of delivery, are qualitatively
consistent with those offered on the main campus, and must:
a. Be approved and administered under established institutional
policies and procedures and supervised by an administrator who is
part of the institutional organization.
b. Have appropriate involvement of on-campus administrators
and faculty in planning, approval, and on-going evaluation.
¢. Have individual student records, including period of enrollment,
financial, and educational program records, permanently
maintained by the institution at the main campus.

d. Be described in appropriate catalogs, brochures, and/or other
promotional materials and include tuition/fee charges, refund
policies, admissions and academic requirements, and information
technology requirements.

e. Provide for timely and meaningful interaction among faculty and
students. (Objectives 2-B-6 and 2-B-8)

The commercial truck driving program offers classes on the main campus.

10. A credit hour is equivalent to a minimum of each of the following: one
semester credit for 15 clock hours of lecture, 30 clock hours of laboratory, or
45 clock hours of work-based activities; or one quarter credit for 10 clock
hours of lecture, 20 clock hours of laboratory, or 30 clock hours of work-
based activities. (Objective 2-B-7)

The commercial truck driving program measures credit hours assigned to each
course according to the requirements set forth by the Alabama State Board of Education
(Exhibit 2-B-10 (a)). A semester hour of theory contains 15 clock hours of lecture, a
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semester hour of experimental lab contains 30 clock hours of laboratory, and a semester

hour of manipulative lab contains 45 clock hours of laboratory (Exhibit 2-B-10 (b), (c)).

Instruction

1. Academic competencies and occupational skills are integrated into the
instructional program for each occupational area. (Objective 2-C-1)

Academic competencies and occupational skills are integrated into the
commercial truck driving program. Academic competencies are developed through the
work-based learning experiences because of the extremely short length of this
instructional program. For example, oral and written communication skills are developed
in the TRK113 Non-vehicle Activities course which is designed to develop student ability
to perform non vehicle-related activities of the profession, including employer/employee
relations and documentation. Computational skills are developed through logbook
assignments. Grading practices emphasize the importance of academic competencies
(Exhibit 2-C-1 (a), (b), (c)).

Occupational competencies are developed through theory and laboratory
instruction in the occupational area. Students are to develop skill proficiency through
laboratory instruction in technical areas of hours of services regulations, vehicle
inspection procedures, basic backing skills, defense driving techniques, basic driving
techniques, and recognition of driving environment hazards. Application of workplace
competencies in communication, mathematics, and workplace skills that are developed

through the occupational curriculum are identified on course syllabi.
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2. The instructional programs provide instruction in the competencies
essential to success in the occupation, including job knowledge, job skills,
work habits, and attitudes. (Objective 2-C-2)

The commercial truck driving program provides training in the competencies
essential to success in the occupation, including job knowledge, job skills, work habits,
and attitudes. The commercial truck driving program at Reid State Technical College is
designed to prepare students with entry-level occupational skills. This includes both
theory and laboratory instruction with sufficient practice on lab equipment similar to that
found in industry (Exhibit 2-C-2 (a), (b)). Students learn fundamental knowledge of the
truck driving industry during regular classroom instruction. Then students are able to
apply the knowledge to practical experiences during driving range laboratories and on-
the-road field experiences. The curriculum was developed to comply with the classroom,
driving range, and road experiences recommended by the Department of Transportation.
The four-to-one student to instructor ratio required by the Department of Transportation
during road experiences ensures students have adequate time to develop job knowledge
and skills.

An essential component of the commercial truck driving program is instruction in
work habits and work ethics (Exhibit 2-C-2 (c)). Every course containing a laboratory
component includes a work ethic grade as a percentage of the student’s overall final

course grade.
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3. The sequence of instruction required for program completion (lecture,
lab, and work-based activities) is effectively organized in order to
maximize the learning of competencies essential to success in the
occupation (Objective 2-C-2)

The sequence of instruction for completion of the commercial truck driving
program is effectively organized in order to maximize the learning of competencies

essential to success in the occupation (Exhibit 2-C-3 (a), (b)).

4. Occupational advisory committees appointed for each program or program
area are used to ensure that desirable, relevant, and current practices of
each occupation are being taught. Each committee (a) is composed of at
least three members, all being external to the institution and representative
of the geographical service area covered by the program area; (b) meets at
least twice annually with a majority of official members present; and (c)
keeps minutes of each meeting to document their activities and
recommendations. The occupational advisory committee may also perform
the functions of the institutional advisory committee if only one
occupational advisory committee is required for the institution. (Objectives
2-B-2 and 2-C-2)

The commercial truck driving advisory committee meets twice annually and
documents its activities in minutes. The advisory committee assists the college in
ensuring that desirable, relevant, and current practices are included in the program.
Committee membership is comprised of at least three business or industry
representatives. Advisory committee meetings are scheduled throughout the campus
during the spring and fall semesters. The commercial truck driving advisory committee

follows a standard agenda, plan of work, and format for reporting minutes (Exhibit 2-C-

4 (a), (b), (c)).
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5. Occupational advisory committees review, at least annually, the
appropriateness of the type of instruction (such as lecture, laboratory,
work-based instruction, and/or mode of delivery) offered within each
program to assure that students gain competency with specific skills
required for successful completion of the program. (Objectives 2-B-7 and 2-
C-4)

The commercial truck driving advisory committee completes an annual checklist
and an Employer Verification Forms that document and verify that committee members
have been provided an opportunity to review and discuss program plans, equipment,
facilities, program content, curriculum outcomes, job placement, and to make necessary

recommendations (Exhibit 2-C-5 (a), (b)).

6. Job-related health, safety, and fire-prevention are an integral part of
instruction. (Objectives 2-C-2 and 2-C-3)

Job-related health, safety, and fire prevention are an integral part of instruction in
the commercial truck driving program. Safety is emphasized throughout every aspect of
the program (Exhibit 2-C-6 (a)). Evacuation plans and emergency procedures are posted
in prominent locations (Exhibit 2-C-6 (b)).

The College has a standing safety committee that is charged with coordinating an
effective safety program which ensures a safe environment for training. This includes
regular inspections of shop and classroom areas, reviewing referrals of safety concerns,
and making recommendations for suitable corrections.

A commercial truck driving program safety committee is comprised of students
and meets regularly to increase awareness of safety issues. The committee documents its
activities in minutes that are maintained on file by the faculty and safety committee
secretary (Exhibit 2-C-6 (c), (d)). The College has a Safety Manual that was developed

to address the use of various program equipment. A copy of the Safety Manual is on file
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in each program area and is available to and reviewed with students each semester

(Exhibit 2-C-6 (e), (f), ().

7. To develop skill proficiency, sufficient practice is provided with equipment
and materials similar to those currently used in the occupation. (Objective
2-C-3)

The commercial truck driving program provides sufficient practice with
equipment similar to that used in the occupation. Laboratory coursework is documented
in the program curriculum and on course syllabi (Exhibit 2-C-7 (a)). Ample time for
laboratory practice is included in each course, and students have access to some of the
latest equipment available in the industry. The commercial truck driving program
includes more than 100 hours of actual behind-the-wheel driving time for each student
during on the road proficiency development. Over-the-road driving provides critical
experiences for students and ensures that they have an opportunity to practice skills that
are demanded in the profession.

Documentation that equipment meets industry standards is maintained through
business and industry visits and advisory committee meetings (Exhibits 2-C-7 (b), (c)).
An inventory of instructional equipment is available that demonstrates the similarity of
program equipment to the occupation (Exhibit 2-C-7 (d)) Faculty have sufficient budgets

to provide for equipment maintenance and purchases annually.

8. All instruction is effectively organized as evidenced by course outlines,
lesson plans, competency tests, and other instructional materials. (Objective
2-C-4)

Instruction in the commercial truck driving program is efficiently organized with
course outlines, syllabi, lesson plans, tests, and instructional materials. Course notebooks

for each course taught in the commercial truck driving program are maintained by the
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lead faculty. These notebooks contain course outlines, course guides, curriculum
standards, course syllabi, instructional materials, tests, safety handouts, student
information sheets, lesson plans and other instructional materials needed to teach the

course (Exhibit 2-C-8).

9. The institution uses a systematic, objective, and equitable method of
evaluating student achievement based on required competencies.
(Objective 2-C-5)

The College has a systematic and objective method for evaluating student
achievement based on identified occupational competencies. Course syllabi detail the
objectives for each course. Evaluation in each theory or laboratory course is based on
achievement of overall objectives. Evaluation methods are identified in the course
syllabus, which is distributed to every student on the first class meeting (Exhibit 2-C-9
(a)). Knowledge tests are utilized to evaluate performance in lecture classes and
demonstrations are used to evaluate skill proficiency in lab classes (Exhibit 2-C-9 (b).

College grading policies are published in the Student Handbook, which is
available to students prior to admission and is also distributed to every student and
reviewed at orientation (Exhibit 2-C-9 (c)). The grading scale, according to institutional
policy, is included in every course syllabus. The course grade is calculated according to

the identified method and posted online to the grade reporting module (Exhibit 2-C-9

(d)).
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9.  Each work-based activity has a written instructional plan for students
specifying the particular objectives, experiences, competencies, and
evaluations that are required. (Objective 2-C-6)

10. The instructional plan designates the on-site employer representative
responsible for guiding and overseeing the students’ learning experiences
and participating in the students’ written evaluations. (Objective 2-C-6)

11. All work-based activities conducted by the institution are supervised by a
designated employee possessing appropriate qualifications. (Objective 2-C-
6)

Commercial Truck Driving does not require a work-based activity.
CHALLENGES AND PROPOSED SOLUTIONS

The committee finds the commercial truck driving program to provide training
that is responsive to industry needs. Cost to operate the program is quite high, and
enrollment fluctuates each term. While the demand for commercial truck drivers is
steadily increasing the availability of trained drivers lag behind; therefore, some industry
employment demands remain unmet. The College is actively seeking partnership with
national transportation companies to provide training for the companies’ pre-hires and to
solicit referrals from them for prospective students. A major challenge is the consistent

attendance of the advisory committee members.
SUMMARY

The commercial truck driving program committee determined that the program is
in compliance with standard two criteria. Reid State Technical College offers a
commercial truck driving program dedicated to developing entry-level skills for aspiring
commercial vehicle operators. The program enjoys a strong reputation for providing
graduates who are equipped with the knowledge, skills, and work ethic required of the

professional truck driver. Program outcomes reflect the success of this program in
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meeting student and industry needs. Cooperation from community, industry, students and
faculty have joined to provide a system that enables this program to achieve the goals of
producing graduates who are technically proficient and who are capable of obtaining the
commercial drivers license with appropriate endorsements.

The commercial truck driving program has a published purpose statement and
program objectives that are evaluated continuously and are publicly available. The
instructional program is effectively organized as evidenced by course notebooks, course
outlines, lesson plans, syllabi, instructional materials, tests, course standards and
curriculum guides.

The commercial truck driving program has an active advisory committee that
documents activities and recommendations of semi-annual meetings in minutes. Faculty
actively solicits advice and recommendations from resource personnel through regular
business and industry visits, professional associations, Employer Verifications Forms and
the advisory committee.

Program outcomes indicate a strong program that emphasizes the attainment of
entry-level skills, including academic and occupational skill development. The instructor
uses visits with industry representatives to maintain and update his professional and
teaching skills.

Safety instruction is an integral part of the program. The curriculum includes
adequate time and industry standard equipment to develop and refine the job knowledge

and skills required of entry-level motor commercial vehicle operators.

108



Standard Two
Commercial Truck Driving
Admissions

2-A-1(a) College Admission Policy, College Catalog, pp. 21-33
2-A-1(b) College Admission Policy, Student Handbook, pp. 67-77
2-A-1(c) Program Brochure

2-A-1(d) College Website

2-A-2 Non-Applicable

2-A-3(a) College Transfer Policy, College Catalog, p.26
2-A-3(b) College Transfer Policy, Student Handbook, pp. 74-76
2-A-3(c) State Board of Education Policy 801.01

2-A-3(d) State Board of Education Policy 714.03

2-A-4(a) College Transfer of Credits Policy, College Catalog, p. 27
2-A-4(b) College Transfer of Credits Policy, Student Handbook, p. 76

2-A-5(a) College Admission Policy, College Catalog, pp. 21-33
2-A-5(b) College Admission Policy, Student Handbook, pp. 67-77
2-A-5(c) Placement Testing Policy, College Catalog, p. 32

2-A-6 Non-Applicable

2-A-7(a) Ability-to-Benefit Policy, College Catalog, pp.23
2-A-7(b) Ability-to-Benefit Policy, Student Handbook, pp.23
2-A-7(c) Assessment Results for Ability-to-Benefit

2-A-7(d) Student Transcript for Ability-to-Benefit

2-A-8(a) Recruitment Plan

2-A-8(b) College Catalog, p. 82-83

2-A-8(c) Brochure

2-A-8(d) Admission Packet

2-A-8(e) Schedule

2-A-8(f) Advertising Scrapbook

2-A-8(9) Reid State Technical College website www.rstc.edu

2-A-9(a) College Catalog, p. 82-83

2-A-9(b) Brochure

2-A-9(c) Tuition Rates, College Catalog and Student Handbook, p. 64
2-A-9(d) Program Cost Sheet

Programs
2-B-1(a) Alabama Occupational Trends for 2016
2-B-1(b) Occupational Outlook Handbook

109


http://www.rstc.edu/

2-B-1(c) Business and Industry Visits
2-B-1(d) Advisory Committee Minutes

2-B-2(a) Advisory Committee Minutes
2-B-2(b) Employer Verification Forms
2-B-2(c) Business and Industry Visits

2-B-3(a) Program Obijectives, College Catalog, p. 82
2-B-3(b) Syllabi

2-B-3(c) Business and Industry Visits

2-B-3(d) Tests

2-B-3(e) Course Notebook

2-B-4(a) Advisory Committee Annual Checklist
2-B-4(b) Business & Industry Visits
2-B-4(c) Employer Verification Forms

2-B-5 Employer Verification Forms

2-B-6(a) Employer Verification Forms
2-B-6(b) State Board of Education Tuition Table

2-B-7(a) Student Transcript

2-B-7(b) Degree Plan

2-B-7(c) Schedule

2-B-7(d) Program Curriculum, College Catalog, p. 83

2-B-8 Non-Applicable
2-B-9 Non-Applicable

2-B-10(a) State Board of Education Policy 705.01
2-B-10(b) Credit Clock Hour Chart
2-B-10(c) Program Degree Requirements, College Catalog, p. 83

Instruction
2-C-1(a) Program Curriculum, College Catalog, p. 83
2-C-1(b) TRK113 Non-Vehicle Activities
2-C-1(c) Log Book Page

2-C-2(a) Lab Course Syllabus
2-C-2(b) Theory Course Syllabus
2-C-2(c) Work Habits Check Sheets

2-C-3(a) Degree Plan
2-C-3(b) Program Curriculum, College Catalog, p. 83
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2-C-4(a)
2-C-4(b)
2-C-4(c)

2-C-5(a)
2-C-5(b)

2-C-6(a)
2-C-6(h)
2-C-6(c)
2-C-6(d)
2-C-6(e)
2-C-6(f)
2-C-6(9)

2-C-7(a)
2-C-7(b)
2-C-7(c)
2-C-7(d)
2-C-8
2-C-9(a)
2-C-9(b)
2-C-9(c)
2-C-9(d)
2-C-10
2-C-11

2-C-12

Advisory Committee Membership List
Advisory Committee Minutes
Advisory Committee Guidelines Annual Checklist

Employer Verification Forms
Advisory Committee Guidelines Annual Checklist

Course Notebook (See 2-B-3)
Emergency Procedures
Syllabus

Safety Committee Minutes
Safety Manual

Safety Module

Safety Pictures

Syllabus

Business and Industry Visits

Advisory Committee Guideline Annual Checklist
Equipment Inventory

Course Notebook (See 2-B-3)

Syllabus

Tests

Student Transcript
College Grading Policy, Student Handbook, p. 86

Non-Applicable
Non-Applicable

Non-Applicable
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CLOCK HOUR/CREDIT HOUR CHART

Program Name

Commercial Truck Driving

CIP Code

49.0205

Instructions: Refer to the Commission’s definition of clock/credit hour measurement in the latest edition of the Handbook of Accreditation. For
programs measured in credit hours, provide both clock and credit hour information. List all courses offered within the program. Make additional

copies of this page as needed.

Provide total program length in all categories that apply
(be sure that these numbers agree with the grand total):

TOTAL
300 TOTAL 16 QUARTER N/A
TOTAL CLOCK SEMESTER CREDIT
HOURS: CREDIT HOURS: HOURS:
INSTRUCTION
COURSE NAME DELIVERY METHOD WORK-
(Use one line for each course (Check One or More) CLASSROOM/ LECTURE BASED TOTALS
within the program.) Audio/ Correspon- Clock SHOP/LAB ACTIVITIES
Classroom Online | VideoTape dence Classroom Distance Ed. | Credit | Clock Credit | Clock Credit [ Clock | Credit
TRK 111 - Basic Vehicle X 45 0 3 30 1 0 0 75 4
Operation
TRK 112 — Safe Operating X 30 0 2 30 1 0 0 60 3
Practices
TRK 113 — Non-Vehicle X 15 0 1 30 1 0 0 45 2
Activities
TRK 114 - Vehicle X 15 0 1 30 1 0 0 45 2
Maintenance
TRK 115 - Advanced X 0 0 0 30 1 0 0 30 1
Operating Practices
TRK 116 - Proficiency X 15 0 1 0 0 0 0 15 1
Development
TRK 117 — Commercial X 30 0 2 0 0 0 0 30 2
Drivers License
TOTAL ALL COLUMNS X 150 0 10 150 5 0 0 300 15
GRAND TOTALS
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Commission of the Council on Oecupational Education
EMPLOYER PROGRAM VERIFICATION FORM

for Postsecondary Programs

INSTRUCTIONS:
- Complete this form for each service area served by the program™®
- This form must be signed by an emplovee whe is in posilion to make hiring decisions on

behalf of the employer.

Name of Institution

Reid State Technical College

Address City/State/Zip

P O Box 588 Evergreen, AL 36401
‘Name of Program
| Commercial Truck Driving (Certificate)

Model(s) of Delivery of Program

i [ 1106% Traditionat [!vbr‘ul , 1 hnce Education '

This program is (check one):

X An Existing Program A New Program A Substantially Revised Program

The lengih of program in:

Clock Hours 15 Semester Credit Hours Quarter Credit Hours

The amount of tuition and fees charged for the total program is: 3 1,938 87

Excerpt from the Handbook of Acereditation, Standard 2 — Educational Programs:

5. At least every two years, three bonafide potential emplovers review each educational program and
recommend qdmission reguiremenis, program content, progrem length, progeam ofijectives,
competency tesis, nstruciional materials, equipment, method of evaluation, and level af skills
andior proficiency required for completion, and approprictencss of the delivery mode for the
program.  (Objectives 2-B-2 and 2-5-4)

6, The fastifution considers the length and the tuition of cach program in relation to the documented

entry level earnings af completers.  (Objective 2-5-2)

NOTE: Job Corps Centers may use the Vocational Evaluation System (VES) Report in place of
the COE Employer Program Verification Farm.

*For programs that include a distance education mode of delivery that recruil students outside the

service arcals) of an institution’s physical location(s), a market needs analysis or other demographic
data which demonstrates demand for the program may be submitted.
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EMPLOYERS' VERIFICATION STATEMENT:

We have reviewed the Commercial Truck Driving  program and recommended requirements for:
admissions, program content, program length, program cbjectives, competency tests, instructional
materials, equipment, method of eyaluation, and the skills and/or proficiency required for completion
and appropriateness of the (0% Traditional [ | Hybrid [ ] Distance Education

the delivery mode(s) for the program.

EMPLOYIR #1:

Title:

' ﬁﬁsk‘e;- 'Tr:‘uc. K_ﬂen{‘«l

T60o S Broed St

Verified range of remuneration (based on year-round, full-time en-tpioymam) that can reasonably be

bense Seles j:‘)..e_ !

Phone Number:

1 28/-43%- 1722

City/State/Zip

|\ Moblle Al 3tlys

cxpected by completers who enter this field upon completion of the program is [rom $ AS0 22

annually to $, 3£ annually.

Signature: /q,ﬂ,ﬁ,.f

JJ

EMPLOYER #2

- Datc:?*?——[&

MNa ?{ /Z .
/2 Plrri AASS
“ompany Name:

; 2
/’gz?/i/e & codr /@_@ﬁa}mi& ear S

Address

Title: ; 2

Phone Mumber:

Jat £7%-Fosn

City/State/Zip

Lty Oyeent f[j”—/ J6 o/

Coele s (Q_UN_T,;

Verified range of remuncration (based on year-round, full-tifae employment) that can reasonably be
expected by completers who enter this field upon completion of the program is from 3 Juf aad
-

annually to__$p?{} g2¢  annuall

Date: 25 e /10

S /‘er_

EMPLOYER #3

"area Dauis

Title:

OWNER

Sompany Mame: ¢

Phone Number:

| S[SR-ISES™

. coonNs LS
J599 e Roan

Ciy/State/Zip L
(é?rae@, REen), AL 3640 /

Verified range of remuncration (hased on year-round, full-time employmient) that can reasonably he
expected by completers who enter this field upon completion of the progeam is from $5) '7] Ydspal

annually 1o § 4 /) 502 annually.

Date: F—/& —/

Signature: /_2(7 ‘/Z
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STANDARD TWO

COMPUTER INFORMATION SYSTEMS

INTRODUCTION
Computer Information Systems offers an associate in applied technology degree

program that can be completed in five to six semesters of full-time enrollment. The
program includes major electives to enable students to emphasize computer networking
or microcomputer support training.

The Computer Information Systems program at Reid State Technical College
provides training that enables graduates of the program to obtain and successfully
perform the tasks of entry-level positions in this field. The admission policies to the
program are relevant to a student’s ability to complete the academic and occupational
requirements.

The Computer Information Systems program has a published mission statement
that is publicly available and widely distributed. The purpose statement as published is:

The purpose of the Computer Information Systems program
is to provide accessible, quality educational opportunities that will
provide individuals with the knowledge, technical skills, and
attitudes necessary to obtain entry-level employment in the
Computer Information Systems profession.

The associate degree program is intended to produce
graduates who are prepared for employment as entry-level
microcomputer specialists or networking specialists. Program
graduates are to be competent in the academic areas of
communications, mathematics, computer literacy, and human
relations and in the technical areas of general computer
terminology and concepts, program design and development,
system analysis and design, database management, computer
installation and maintenance, and computer networking. Reid
State Technical College will accomplish program objectives by
providing students with a comprehensive general education and
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technical training in the core area of Computer Information

Systems. The occupational skill preparation should meet the

recognized skill standards.

The philosophy and purpose of the Computer Information

Systems program is consistent with that of the governing

institution.

The program mission, length, objectives, course requirements, equipment, and
academic courses integrated into the occupational area are congruent with the

institution’s mission, current job market, business and industry visits, and the

requirements of the Alabama State Board of Education.

ANALYSIS

A. Admissions/Recruiting

1. The institution’s admissions policies are clearly stated, published, and
made available to students prior to enrollment. (Objective 2-A-1)

Reid State Technical College admissions policies are clearly stated in the College
Catalog and Student Handbook. The admission policy for Computer Information
Systems states:

Applicants to this program must complete the application procedures.

Additionally, applicants must present official documentation of a high

school diploma or GED, in accordance with Alabama State Board Policy.

Further requirements for conditional and non-conditional admission are continued
in the College Catalog (Exhibit 2-A-1 (a), (b)). The College uses a variety of media to
publicize College programs and policies. Media include the College Catalog, program
brochures, College website, and news releases (Exhibit 2-A-1 (c), (d)).

College publications are distributed to the public via direct mailing and personal

distribution during recruiting visits to high schools and targeted areas such as public

housing, employment offices, unemployment offices, departments of human resources,
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doctor’s offices, churches, stores, and food stamp offices. Publications are also displayed
in the student services building, administration building, and other campus areas. The
admission policies at Reid State Technical College comply with the Alabama State Board

of Education policies for admission.

2. For all Students admitted to a VVocational English-As-A-Second-Language
Program, the institution utilizes written admission procedures that comply
with policies established by the Commission, (Objective 2-A-1)(See
“Vocational English-As-A-Second-language Programs” in the current
edition of the Policies and Rules of the Commission.)

Reid State Technical College does not offer VVocational English-As-A-Second

Language.

3. The institution clearly defines and publishes a policy on the transfer of
students between programs within the institution and the transfer of
students from other institutions. (Objective 2-A-1)

The College clearly defines and publishes a policy on the transfer of students
between programs within the institution and from other institutions. The Alabama State
Board of Education Admission Policy #801.01 governs the general admission of transfer
students, and the Standards of Academic Progress Policy #714.03 governs the academic
standards applying to transfer students (Exhibit 2-A-3 (a), (b), (¢), (d)).

An applicant who has previously attended another duly accredited postsecondary
institution will be considered a transfer student and will be required to furnish official
transcripts of all work attempted at all said institutions. The College also requires the
transfer of student documents required of first-time college students. A transfer student
who meets requirements for admission to a course creditable toward an associate degree
is classified as a degree-eligible student. A transfer student who does not meet these

requirements is classified as a non-degree-eligible student. A transfer student must have
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submitted to the College an application for admission and official transcripts from all
duly accredited postsecondary institutions attended and as designated by the college, any
other documents requested for first-time college students.

A transfer student whose cumulative grade point average at the transfer
institution(s) is 2.0 or above on a 4.0 scale will be admitted on clear academic status. A
transfer student whose cumulative grade point average at the transfer institution(s) is less
than 2.0 on a 4.0 scale will be admitted only on academic probation. An applicant who
has been academically suspended from another accredited postsecondary institution may
be admitted as a transfer student only after following the appeal process established at the
College for native students who have been academically suspended. If the transfer
student is admitted upon appeal, the student will enter the institution on academic

probation.

4. The institution clearly defines and publishes a policy on the transfer of
credits that includes a statement of the criteria established by the
institution regarding the transfer of credit earned at another institution.
(Objective 2-A-1)

Transfer credit will be awarded for internal and external transfers based on the
published “General Principles for Transfer of Credit” that states a course completed at
other accredited postsecondary institutions with a passing grade will be accepted for
transfer as potentially creditable toward graduation requirements. For students admitted
on academic probation, only courses in which they have earned a course grade of C or
better will be accepted for transfer. Awarding of transfer credit to fulfill graduation
requirements will be based on applicability of the credits to the requirements of the
degree sought. Credit may be extended based on a comprehensive evaluation of

demonstrated and documented competencies and previous formal training. This policy is
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applied uniformly without regard to whether the student is transferring between programs

at Reid State Technical College or from another institution (Exhibit 2-A-4 (a), (b)).

5. Admission requirements offer reasonable expectations for successful
completion of the occupational programs offered by the institution regardless
of the delivery mode. (Objective 2-A-2)

Admission requirements offer reasonable expectation for completion of the
computer information systems program. A high school diploma or GED is required for
admission to this degree program (Exhibit 2-A-5 (a)). Students are also required to take
the COMPASS placement test to determine their readiness for college-level work
(Exhibit 2-A-5 (b)). Students who fail to meet the minimum placement scores are
placed into developmental coursework to develop academic competencies required for
success in computer information systems. Students are not admitted to college-level
English or math classes until these academic competencies are developed. These
admission, placement testing, and developmental education policies ensure that students
possess the basic skills necessary to complete the highly technical and very demanding

academic coursework required in this program (Exhibit 2-A-5 (c)).

6. Students admitted into Associate Degree programs have a high school diploma
or its equivalent. (Objective 2-A-2)

Reid State Technical College follows the Alabama State Board of Education
policy which requires all students admitted to the computer information systems program

to have a high school diploma or the equivalent (Exhibit 2-A-6 (a), (b), (c), (d)).
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7. An institution that admits students on an “ability to benefit” basis has
written admissions procedures, applies these uniformly, provides
documented evidence on how they are used, maintains records on
student progress, and regularly evaluates the effectiveness of the
procedures used in admitting these students. (Objective 2-A2)

Students in computer information systems are not admitted on an ability-to-

benefit basis.

8. The institution ensures that recruiting activities are ethical and that all
materials used in recruiting accurately describe the mission, instructional
outcomes, student performance expectations, and completion requirements
of each program. (Objective 2-A-3)

Reid State Technical College’s recruiting activities are ethical and are conducted
according to standard marketing and recruiting practices. The director of
recruiting/retention & placement has overall responsibility for developing and
implementing the Recruitment Plan. Responsibility for carrying out recruiting activities
is spread across the College. All personnel are responsible for distributing materials to
locations in their communities and making presentations to local high schools, churches,
and vocational centers.

Published materials depict the mission, instructional outcomes, and completion
requirements of each program.

The College uses a variety of materials to market programs and services. Colorful
brochures, the College Catalog, website, and newspaper advertisements are employed to

inform the College’s student body and community of program offerings (Exhibit 2-A-8

(@).(b), (). (d), (e), (). (9)).

9. Prior to admission, students are informed of the costs of the program
and any equipment and services required. (Objective 2-A-3)

Students are informed of computer information systems program costs prior to
admission in several ways. Complete information about all programs is included in the
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College Catalog. The College Catalog is distributed actively at all recruiting activities.
It is on display at all times in the administration and student services buildings. A copy is
made available to all incoming students during the orientation/advising session prior to
their first registration and it is also located on the college website (Exhibit 2-A-9 (a)).
College brochures list the credit hours required for completion of each program and
semester schedule booklets list the credit hours per class (Exhibit 2-A-9 (b), (c)).

The program cost sheet for computer information systems is available to all
prospective students in the student services building (Exhibit 2-A-9 (d)). The total
tuition/fee cost for the computer information systems associate in applied technology

degree program follows:

Tuition $6,570.00
Fees 1,651.72
Books 2,500.00
Supplies 350.00

The College’s tuition rate per semester hour is $90 plus $9 per hour instructional

fee, and $9 per hour technology fee.

B. Programs

1. Occupational education programs offered by the institution are congruent
with the mission of the institution and with the occupational needs of the people
served by the institution. (Objectives 2-A-2 and 2-B-1)

Reid State Technical College’s mission is as follows:

Reid State is committed to provide postsecondary education and
training to students from diverse backgrounds and abilities on a non-
discriminatory basis in order to prepare an effective workforce and to
promote economic growth and community stability. In the spirit of
scholarship, collaboration, technological specialization, flexible
learning opportunities and personal development, the entire college
seeks an improved quality of life for all students.
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The mission of the computer information systems program fully supports the
College’s mission. The purpose of the computer information systems program is to
provide accessible, quality educational opportunities that will provide individuals with
the knowledge, technical skills, and attitudes necessary to obtain entry-level employment
in the computer information systems profession. The computer information systems
occupational program is congruent with the institutional mission.

Labor market analyses provide information to assist the College in ensuring that the
program continues to meet the occupational needs of the service area (Exhibit 2-B-1 (a),
(b)). Relevancy of the program content is to be ensured by frequent contacts with

business and industry representatives and advisory committee meetings (Exhibit 2-B-1

(). (d).

2. The objectives for each educational program are evaluated annually.
(Objective 2-B1)

The computer information systems program objectives are evaluated annually. The
computer information systems program has a local advisory committee that meets twice
annually. The committee reviews the mission of the College, content of the program,
instructional methods and evaluations, and recommends any changes needed to meet the
needs of the public. Minutes are recorded at each meeting and provided to the human
resources/instructional services coordinator (Exhibit 2-B-2 (a)).

Employer Verification Forms are to be completed at least every two years to ensure
bona fide potential employers have the opportunity to evaluate the program content,
objectives, range of remuneration, admission criteria, and curriculum to ensure desirable,
relevant, and current practices are included in each program of study (Exhibit 2-B-2 (b)).

Program faculty continually review and adjust program objectives as a result of feedback
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received through business and industry visits and advisory committee meetings (Exhibit

2-B-2 (c)).

3. Each occupational education program has clearly stated objectives, defined
content relevant to these objectives and the current needs of business and
industry, and student evaluation based on the program objectives and
content. (Objective 2-B-2)

The computer information systems program at Reid State Technical College has
clearly stated objectives, defined content relevant to these objectives and the current
needs of business and industry, and student evaluation based on the program objectives
and content.

The computer information systems program outcome objectives are (Exhibit 2-B-

3 (a)):

1. Program graduates will be proficient in
communication, computation, and interpersonal skills.

2. Program graduates will be technically proficient.

3. Program graduates will be able to obtain industry
certification.

4. Program graduates will be successfully employed in the
field.

5. Employers of program graduates will be satisfied with
their education and training.

Course objectives are listed in each course syllabus, course standards, and curriculum
guides and support attainment of broad program outcome objectives (Exhibit 2-B-3 (b)).
The instructional program content is based on current needs of business and
industry. The computer information systems faculty will maintain contact with members
of business and industry through periodic visits. Two visits per semester are required by

College policy in order to ascertain current needs. Information obtained during these

123



visits is recorded on business and industry visit forms and filed in the instructor’s records
and in the office of the human resources/instructional services coordinator (Exhibit 2-B-
3 (c)).

Students are evaluated based on program content and objectives (Exhibit 2-B-3
(d)). Knowledge tests are used to evaluate theoretical knowledge and lab demonstrations
are used to verify skill competencies. Methods of evaluation and grading are identified in
course syllabi. A course notebook is available for every course included in the curriculum
and documents the clearly defined course objectives and course content relevant to course
and program objectives (Exhibit 2-B-3 (e)). Course notebooks include the syllabus,
course outline, course guide, curriculum standard, tests, safety information, lesson plans,
student information sheets, and other instructional material. This process ensures the
standardization of content for every course taught at Reid State Technical College

without respect to time of day, instructor, or location.

4. A systematic process has been implemented to document that the objectives
and content of programs are current. (Objective 2-B-2)

A systematic process is in place to document that the objectives and content of the
computer information systems program will be regularly updated. The advisory
committee members meet twice annually and document their review of program
objectives and content in committee minutes (Exhibit 2-B-4 (a)).

Program objectives and content will also be updated through information obtained
from business and industry visits, informal contact with alumni, and employer
verification forms (Exhibit 2-B-4 (b), (c)). The information gained from these sources
will enable faculty to be aware of current and emerging trends in the profession and

industry needs.
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5. At least every two years, three bonafide potential employers review each
educational program and recommend admission requirements, program
content, program length, program objectives, competency tests, instructional
materials, equipment, method of evaluation, and level of skills and/or
proficiency required for completion, and appropriateness of the delivery
mode for the program. (Objectives 2-B-2 and 2-B-4)

At least every two years, three bona fide potential employers will review the
computer information systems program and recommend admission requirements,
program content, program length, program objectives, instructional materials,
competency tests, method of evaluation, and level of skills required for completion.
Employer Verification forms are filed in the instructor’s office and a copy is sent to the
human resources/instructional services coordinator (Exhibit 2-B-5). Recommendations

are considered by faculty and the associate dean of instructional programs.

6. The institution considers the length and the tuition of each program in relation
to the documented entry level earnings of completers. (Objective 2-B-2)

Reid State Technical College considers the length and tuition of the computer
information systems program in relation to the documented entry-level earnings of
completers. Employer Verification Forms are collected at least every two years in order
to document the range of remuneration a student can reasonably expect to earn upon
graduation (Exhibit 2-B-6 (a)). The College’s tuition is $90 per semester hour. The
Computer Information Systems program can be completed in six semesters of full-time

enrollment at a cost of $6,570 for tuition (Exhibit 2-B-6 (b)).

7. Courses required for each program are offered with sufficient frequency
for the student to complete the program within the publicized time frame.
(Objective 2-B-3)

The computer information systems program can be completed in the time
specified in the College Catalog for full-time students. Classes will be offered on a

rotating basis to accommaodate enrollment each semester and to satisfy perquisites so
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students will be eligible to graduate in a timely manner. All students are provided a
degree plan when they register for classes and advisors use these to plan the students’
schedules each semester (Exhibit 2-B-7 (a), (b), (c), (d)).

Developmental courses in writing, mathematics, and reading are offered every
semester to assist underprepared students in developing basic skills to ensure success in
college-level courses. Students who require developmental coursework are informed by
their advisors they may take longer to complete the program requirements depending

upon their developmental needs.

8. Associate Degree programs offered must meet the following requirements:

a. The appropriate applied degree title, such as Associate of Applied
Technology, Associate of Applied Science, Associate of
Occupational Studies, Associate of Science, or Associate of
Occupational Technology, is used.

b. The program has a minimum of 60 semester hours or 90
quarter hours.

c. The program includes a minimum of 15 semester hours or 23
quarter hours of general education courses, with a minimum of
one course from each of the following areas: humanities,
behavioral sciences, natural or applied sciences, and
mathematics. (Objective 2-B-5)

The Computer Information Systems program awards an associate in applied
technology degree in the major. An elective portion of the degree program includes
courses from the industrial electricity/electronics program (Exhibit 2-B-8 (a), (b)). This
pairing of complementary technical areas is designed to produce graduates who are multi-
skilled and are able to function in an increasingly sophisticated workforce. It is also
designed to enable graduates to more readily advance in employment as they will possess
a more comprehensive skill set.

The associate in applied technology degree program is structured according to the

guidelines set forth by the Alabama State Board of Education. The student is required to
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complete at least 18 semester hours in general education, that includes at least 3 hours in
written composition, 3 hours in humanities and fine arts, 9 hours in natural science and
mathematics, and 3 hours in history, social, or behavioral sciences. Additionally,
students must complete at least 42 hours in a primary technical specialty and 12 hours in
a secondary technical specialty, for a total of at least 73 semester hours for the associate

in applied technology degree (Exhibit 2-B-8 (c)).

9. All programs, regardless of location or time or mode of delivery, are

qualitatively consistent with those offered on the main campus, and must:

a. Be approved and administered under established institutional
policies and procedures and supervised by an administrator who is
part of the institutional organization.

b. Have appropriate involvement of on-campus administrators
and faculty in planning, approval, and on-going evaluation.

¢. Have individual student records, including period of enrollment,
financial, and educational program records, permanently
maintained by the institution at the main campus.

d. Be described in appropriate catalogs, brochures, and/or other
promotional materials and include tuition/fee charges, refund
policies, admissions and academic requirements, and information
technology requirements.

e. Provide for timely and meaningful interaction among faculty and
students. (Objectives 2-B-6 and 2-B-8)

The computer information systems program offers day and evening classes only

on the main campus.

10. A credit hour is equivalent to a minimum of each of the following: one
semester credit for 15 clock hours of lecture, 30 clock hours of laboratory, or
45 clock hours of work-based activities; or one quarter credit for 10 clock
hours of lecture, 20 clock hours of laboratory, or 30 clock hours of work-
based activities. (Objective 2-B-7)

The computer information systems program measures its credit/clock hour credit
given for each course according to the requirements set forth by the Alabama State Board

of Education (Exhibit 2-B-10 (a)). A semester hour of theory contains 15 clock hours of
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lecture, a semester hour of experimental lab contains 30 clock hours of laboratory, and a
semester hour of manipulative lab contains 45 clock hours of laboratory. The total clock
and credit hours assigned to each course is identified in the College Catalog (Exhibit 2-
B-10 (b)).

. Instruction

1. Academic competencies and occupational skills are integrated into the
instructional program for each occupational area. (Objective 2-C-1)

Academic and occupational competencies are integrated throughout the computer
information systems program. This is demonstrated through the inclusion of English,
ethics, psychology, and mathematic courses required for the degree (Exhibit 2-C-1 (a)).
The integration of academic competencies within individual technical courses is
documented in the course syllabi.

Students develop competency in the technical areas of general computer
terminology and concepts, program design and development, system analysis and design,
database management, computer installation and maintenance, and computer networking.
Development of these occupational competencies is demonstrated in the program

curriculum and course syllabi (Exhibit 2-C-1 (b)).

2. The instructional programs provide instruction in the competencies
essential to success in the occupation, including job knowledge, job skills,
work habits, and attitudes. (Objective 2-C-2)

The computer information systems program is designed to prepare students with
entry-level occupational skills. The program includes an emphasis on attitude
development and work habits. Development of job knowledge and skills is demonstrated

in the program (Exhibit 2-C-2 (a), (b), (c)).
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3. The sequence of instruction required for program completion (lecture, lab,
and work-based activities) is effectively organized in order to maximize the
learning of competencies essential to success in the occupation. (Objective
2-C-2)

The sequence of instruction required for completion of computer information
systems is effectively organized in order to maximize the learning of competencies

essential to success in the occupation (Exhibit 2-C-3 (a), (b)).

4. Occupational advisory committees appointed for each program or program area

are used to ensure that desirable, relevant, and current practices of each

occupation are being taught. Each committee (a) is composed of at least three

members, all being external to the institution and representative of the
geographical service area covered by the program area; (b) meets at least twice
annually with a majority of official members present; and (c) keeps minutes of

each meeting to document their activities and recommendations. The occupational

advisory committee may also perform the functions of the institutional advisory
committee if only one occupational advisory committee is required for the
institution. (Objectives 2-B-2 and 2-C-2)

The computer information systems program has an advisory committee to assist

the College in ensuring desirable, relevant, and current practices are included in the

program. The computer information systems advisory committee is comprised of at least

three members external to the institution. A majority of the official members are present

at all the meetings. The program advisory committee meets semi-annually and
documents its activities in minutes (Exhibit 2-C-4 (a), (b)). The committee follows a
standard agenda, plan of work, and format for reporting minutes, and completes an
annual checklist of activities (Exhibit 2-C-4 (c)). The annual checklist provides
documentation and verification that committee members have been provided an
opportunity to review and discuss program plans, equipment, job placement, program

content, curriculum, and to make necessary recommendations.
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5. Occupational advisory committees review, at least annually, the appropriateness
of the type of instruction (such as lecture, laboratory, work-based instruction,
and/or mode of delivery) offered within each program to assure that
students gain competency with specific skills required for successful completion of
the program. (Objectives 2-B-7 and 2-C-4)

To ensure that relevant and current types of instruction are being used
recommendations are sought and documented from the advisory committees. The
computer information systems advisory committee is fully utilized to ensure relevant and
current practices of the computer information systems profession are included in the
instructional program. Their recommendations for program improvements are
documented in the committee minutes and are considered by faculty, division chairs and

the associate dean of instructional programs during the planning process (Exhibit 2-C-5

(@), (b)).

6. Job-related health, safety, and fire-prevention are an integral part of
instruction. (Objectives 2-C-2 and 2-C-3)

Job-related safety, health, and fire-prevention are an integral part of instruction in
computer information systems. A section on safety is included in each course notebook
(Exhibit 2-C-6 (a)). This ensures consistency of safety instruction for day and evening
classes. Evacuation plans and emergency procedures are posted in prominent locations,
included in the course notebooks, and reviewed with students each semester (Exhibit 2-
C-6 (b)). Safety instruction is documented in course syllabi (Exhibit 2-C-6 (c).

The College has a standing safety committee that is charged with coordinating an
effective safety program that ensures a safe environment for training. This includes
regular inspections of shop and classroom areas, reviewing referrals of safety concerns,

and making recommendations for suitable corrections. The Safety Manual was
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developed to address the use of various equipment specific to College programs. A copy
of the Safety Manual is on file in the computer information systems program area and is
reviewed with students each semester (Exhibit 2-C-6 (d)). A computer information
systems program safety committee is comprised of students, meets regularly, and
documents committee activities in minutes that are maintained on file in the office of the

assistant director of admission and records (Exhibit 2-C-6 (e), (f)).

7. To develop skill proficiency, sufficient practice is provided with equipment
and materials similar to those currently used in the occupation. (Objective
2-C-3)

The computer information systems program includes ample time for laboratory
practice as necessary on industry standard equipment (Exhibit 2-C-7 (a)). The majority
of courses offered are taught in the lab environment. Documentation that equipment
meets industry standards is maintained through business and industry visits and advisory
committee input (Exhibit 2-C-7 (b), (c)). An inventory of all equipment is conducted
annually and records are kept by the business office (Exhibit 2-C-7 (d)). Instructional
budgets are adequate to support equipment upgrade annually. When necessary, programs

are targeted for the use of restricted funds to upgrade more costly equipment.

8. All instruction is effectively organized as evidenced by course outlines,
lesson plans, competency tests, and other instructional materials. (Objective
2-C-4)

Course notebooks for every course taught in computer information systems are
available. The notebooks contain course outlines, lesson plans, course guides, curriculum
standards, course syllabi, instructional materials, tests, safety handouts, student

information sheets and other information needed to teach each class (Exhibit 2-C-8).
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9. The institution uses a systematic, objective, and equitable method of
evaluating student achievement based on required competencies.
(Objective 2-C-5)

The computer information systems program has a systematic and objective
method for evaluating student occupational achievements. Course syllabi detail the
objectives for each course. Evaluation methods are identified in the course syllabi that
are distributed to every student at the first class meeting (Exhibit 2-C-9 (a)). Knowledge
tests are used to evaluate theoretical knowledge in lecture classes and demonstrations are
used to evaluate skill proficiency in lab classes. Grading procedures follow the guidelines
for grading in the Student Handbook (Exhibit 2-C-9 (b)). The course grade is calculated
by faculty according to the identified method, recorded on the grade roster, and the

College’s website interface which enters it on the student’s permanent record (Exhibit 2-

C-9(c), (9)).

10. Each work-based activity has a written instructional plan for students
specifying the particular objectives, experiences, competencies, and
evaluations that are required. (Objective 2-C-6)

11. The instructional plan designates the on-site employer representative
responsible for guiding and overseeing the students’ learning experiences
and participating in the students’ written evaluations. (Objective 2-C-6)

12. All work-based activities conducted by the institution are supervised by a
designated employee possessing appropriate qualifications. (Objective 2-C-
6)

The computer information systems program does not include provisions for an
externship.

CHALLENGES AND PROPOSED SOLUTIONS

The College is working diligently to develop a strong instructional program that
includes the use of distance education and a classroom management system. The Council

on Occupational Education gave approval on February 19, 2010 for computer
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information systems to deliver distance education. The challenge for the computer
information systems program is that it has been difficult to sustain membership to serve

on the advisory committee due to conflicts in work schedules and availability.

SUMMARY

The computer information systems program provides opportunities for students to
obtain exposure to and appreciation of the dynamics of the industry. The program is
designed to meet the requirements of the Alabama State Board of Education and Reid
State Technical College, as well as industry standards.

The computer information systems program has a published purpose statement
and program objectives that are publicly available. College procedures exist to ensure
program objectives will be evaluated continuously when the program is fully established.
The instructional program is being effectively organized as evidenced by course
notebooks, course outlines, lesson plans, syllabi, instructional materials, tests, course
standards, and curriculum guides.

The computer information systems and office systems technology meet as a joint
advisory committee that includes industry experts. The committee documents its
activities and recommendations during semi-annual meetings. Established College
policies and practices will ensure faculty actively solicit advice and recommendations
from resource personnel through regular business and industry visits, involvement in

professional associations, Employer Verification Forms and the advisory committee.
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Standard Two

Computer Information Systems Exhibits

Admissions

2-A-1(a)
2-A-1(b)
2-A-1(c)
2-A-1(d)

2-A-2

2-A-3(a)
2-A-3(b)
2-A-3(c)
2-A-3(d)

2-A-4(a)
2-A-4(b)

2-A-5(a)
2-A-5(b)
2-A-5(c)

2-A-6(a)
2-A-6(b)
2-A-6(c)
2-A-6(d)

2-A-7

2-A-8(a)
2-A-8(b)
2-A-8(c)
2-A-8(d)
2-A-8(e)
2-A-8(f)
2-A-8(9)

2-A-9(a)
2-A-9(b)
2-A-9(c)
2-A-9(d)

Programs
2-B-1(a)
2-B-1(b)

College Admission Policy, College Catalog, pp. 21-33
College Admission Policy, Student Handbook, pp. 67-77
Program Brochure

College Website

Non-Applicable

College Transfer Policy, College Catalog, p.26-27
College Transfer Policy, Student Handbook, pp. 74-76
State Board of Education Policy 801.01

State Board of Education Policy 714.03

College Transfer of Credits Policy, College Catalog, p. 27
College Transfer of Credits Policy, Student Handbook, p. 76

College Admission Policy, College Catalog, pp. 21-32
College Admission Policy, Student Handbook, pp. 67-77
Placement Testing Policy, Student Handbook, p. 20

State Board of Education Admission Policy

College Admission Policy, College Catalog, pp. 21-32
College Admission Policy, Student Handbook, pp. 67-77
Program Admission Policy, College Catalog, pp. 84

Non-Applicable

Recruitment Plan

College Catalog, p. 84

Brochure

Admission Packet

Schedule

Advertising Scrapbook

Reid State Technical College website www.rstc.edu

College Catalog, p. 84

Brochure

Tuition Rates, College Catalog, p. 43
Program Cost Sheet

Alabama Occupational Trends for 2016
Occupational Outlook Handbook
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2-B-1(c)
2-B-1(d)

2-B-2(a)
2-B-2(h)
2-B-2(c)

2-B-3(a)
2-B-3(b)
2-B-3(c)
2-B-3(d)
2-B-3(e)

2-B-4(a)
2-B-4(b)
2-B-4(c)

2-B-5

2-B-6(a)
2-B-6()

2-B-7(a)
2-B-7(h)
2-B-7(c)
2-B-7(d)

2-B-8(a)
2-B-8(h)
2-B-8(c)

2-B-9

2-B-10(a)
2-B-10(b)

Instruction
2-C-1(a)
2-C-1(b)

2-C-2(a)
2-C-2(b)
2-C-2(c)

Business and Industry Visits
Advisory Committee Minutes

Advisory Committee Minutes
Employer Verification Forms
Business and Industry Visits

Program Obijectives, College Catalog p. 84
Syllabi

Business and Industry Visits

Tests

Course Notebook

Advisory Committee Annual Checklist
Business & Industry Visits
Employer Verification Forms

Employer Verification Forms

Employer Verification Forms
State Board of Education Tuition Table

Student Transcript

Degree Plan

Program Curriculum, College Catalog, p. 86
Schedule

Degree Requirements, College Catalog, p. 86
Degree Requirements, College Catalog, p. 86
Degree Requirements, College Catalog, p. 86

Non-Applicable

State Board of Education Policy 705.01
Credit Clock Hour Chart

Program Curriculum

ENG101 English Composition Syllabus
MTH116 Mathematical Applications
MTH100 Intermediate Algebra
PHL206 Ethics Society Syllabus
PSY200 General Psychology

CIS149 Introduction to Computers

Lab Course Syllabus
Theory Course Syllabus
Work Habits Check Sheets
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2-C-3(a)
2-C-3(h)

2-C-4(a)
2-C-4(b)
2-C-4(c)

2-C-5(a)
2-C-5(b)

2-C-6(a)
2-C-6(h)
2-C-6(c)
2-C-6(d)
2-C-6(e)
2-C-6(f)

2-C-7(a)
2-C-7(b)
2-C-7(c)
2-C-7(d)
2-C-8
2-C-9(a)
2-C-9(h)
2-C-9(c)
2-C-9(d)
2-C-10
2-C-11

2-C-12

Degree Plan
Program Curriculum, College Catalog, p. 86

Advisory Committee Membership List
Advisory Committee Minutes
Advisory Committee Guidelines Annual Checklist

Employer Verification Forms
Advisory Committee Guidelines Annual Checklist

Course Notebook
Emergency Procedures
Syllabus

Safety Committee Minutes
Safety Manual

Safety Pictures

Lab Syllabus

Business and Industry Visits

Advisory Committee Guideline Annual Checklist
Equipment Inventory

Course Notebook (See 2-B-3)

Syllabus

College Grading Policy, Student Handbook, p. 86
Lab and Theory Tests

Student Transcript

Non-Applicable

Non-Applicable

Non-Applicable
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CLOCK HOUR/CREDIT HOUR CHART

Program Name

Computer Information Systems (Degree)

CIP Code

11.0101

Instructions: Refer to the Commission’s definition of clock/credit hour measurement in the latest edition of the Handbook of Accreditation. For
programs measured in credit hours, provide both clock and credit hour information. List all courses offered within the program. Make additional

copies of this page as needed.

Provide total program length in all categories that apply
(be sure that these numbers agree with the grand total):

TOTAL CLOCK TOTAL SEMESTER TOTAL QUARTER
HOURS: 1215 CREDIT HOURS: 73 CREDIT HOURS: N/A
INSTRUCTION
COURSE NAME DELIVERY METHOD WORK-BASED
(Use one line for each course (Check One or More) CLASSROOM/ LECTURE ACTIVITIES TOTALS
within the program.) Audio/ Correspon Clock SHOP/LAB Clock Credit
Classroom Online | VideoTape -dence Classroom Distance Ed. Credit | Clock Credit Clock Credit

ENG101- English Composition X X 15 30 3 0 0 0 0 45 3
PHL206-Ethics and Society X 45 0 3 0 0 0 0 45 3
ORT 100 - Orientation X 15 0 1 0 0 0 0 15 1
MTH116 — Mathematical Applications X 45 0 3 0 0 0 0 45 3
CIS 146- Microcomputer Applications X X 15 30 3 0 0 0 0 45 3
PSY?200 - Psychology X 45 0 3 0 0 0 0 45 3
MTH100 — Intermediate Algebra X 45 0 3 0 0 0 0 45 3
C1S147 — Advance Microcomputer Applications X X 15 30 3 0 0 0 0 45 3
CIS 149 — Introduction to Computers X X 15 30 3 0 0 0 0 45 3
DPT 154 — Network Basics X X 15 30 3 0 0 0 0 45 3
DPT 207 — Introduction to Web Development X X 15 30 3 0 0 0 0 45 3
DPT 249 — Microcomputer Operating Systems X X 15 30 3 0 0 0 0 45 3
CIS 268 — Software Support (CORE) X X 15 30 3 0 0 0 0 45 3
CIS 269 — Hardware Support (CORE) X X 15 30 3 0 0 0 0 45 3
DPT 273 — Introduction to Network X X 15 30 3 0 0 0 0 45 3
Communications (CORE)

DPT 275 Workstations Administration X 45 0 3 0 0 0 0 45 3
DPT 276 Server Administration X 45 0 3 0 0 0 0 45 3
DPT 277 — Network Services Administration X 45 0 3 0 0 0 0 45 3
DPT 278 — Directory Services Administration X 45 0 3 0 0 0 0 45 3
DPT 279 — Network Infrastructure Design X 45 0 3 0 0 0 0 45 3
DPT 280 —Network Security X X 15 30 3 0 0 0 0 45 3
ILT 160 — DC Fundamentals X 15 0 1 60 2 0 0 75 3
ILT 161-AC Fundamentals X 15 0 1 60 2 0 0 75 3
ILT 162 — Solid State Fundamentals X 15 0 1 60 2 0 0 75 3
ILT 163 — Digital Fundamentals X X 15 15 1 60 2 0 0 75 3

TOTAL ALL COLUMNS X X 630 305 65 240 8 0 0 1215 73
GRAND TOTALS
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Commission of the Council on Occupational Education
EMPLOYER PROGRAM VERIFICATION FORM
for Postsecondary Programs

INSTRUCTIONS:
- Complete this form for each service area served by the program*
- This form must be signed by an employee who is in position to make hiring decisions on
behalf of the employer.

| Name of Institution
| Reid State Technical College
Address | City/State/Zip
PO Box 588 Evergreen, AL 36401
Name of Program
Caomputer lq]fol'mafiuﬂ Systems (AAT)
Model(s) of Delivery of Program

D 100%, Traditional D. brid IJ:lmce Education

This program is (check one):

X An Existing Program A New Program A Substantially Revised Program

The length of program in:

Clock Hours 73 Semester Credit Hours - Quarter Credit Hours

The amount of tuition and fees charged for the total programis: $ 11.071.72

Excerpt from the Handbook of Acereditation, Standard 2 — Educational Programs:

3. Ai feast every bwo years, three bonafide potential employers review cach educational program and
recommend admission requivements, program content, program length, program obfectives,
competency lests, instructional materialy, equipment, method of evaluaiion, and level af skills
andior proficiacy reguired for completon, and appropricteness of the delivery mode for the
program,  (Qbjectives 2-8-2 and 2-B-4)

6. The institution conviders the leagih and the tuition of each program in relation o the docunenied
entry devel earnings of completers.  (Ofjective 2-5-2)
NOTE: Jab Corps Centers may use the Vocational Evaluation System (VES) Reporl in place of
the COE Employer Program Verification Form.
*For programs that include a distance education mode of delivery that recruit students outside the

service area(s) of an institution’s physical location(s), a market needs analysis or ather demographic
data which demonstrates demand for the program may be submitled,
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EMPLOYERS' VERIFICATION STATEMENT:

We have reviewed the Computer Information Systems  program and recommended requirements
for: admissions, program content, program length, program objectives, competency tests,
instructional materials, equipment, method of evaluation, and the skills and/or proficiency required
for completion and appropriatencss of the []100% Traditional [ ] Hybrid [ ]Distance
FEducation the delivery mode(s) for the program,

_EMPLOYER #1:
[Name: Title:
Sé’iﬂﬂm &Z&’Jk ) kluhl'mn Resrurazs, Mamaef
mpany Name Phone Numbe
o, Transpork  Lic. 25| <18 SO

A(lerjEJ QJ / | Cily/State/Zip
nhetrial (iole Evbeyeen M. Hot)
Verifigd range of remuneration {based on year-round, full-tithe emplayment) that can reasonably be |

expected by completers who enter this field upon completion of the program is from $

| annually to $ 26 O{Q‘C a.nnua]l}

| Signaturei, %’jﬂ,{:}ﬂ L ,z' C&{:ﬁ Date: f?) {Lp ,Z.DJ'O

EMPLOYER #2

:m g oxies (Nllad ]jamNhéma Clak] Sehgolu 00
any Name: one Number
Dioieudt Oy Jﬂim g SIESIS -1
s o, Mo nwd T i?iﬁfiu,m (o MNSYD
Verified range of remuneration (based on vear-round. full-time employment) [hal caifreasonab]} be

expected by complch..\ s who enter this field upon completion of the program is from §
annually to ¥ % oY _annually.

Signature: ‘QQ_XULL, d) LLLQQO Date; Eﬁfﬂ{"c/ﬁ@f@

EMPLOYER #3

Name | Tig_l::: ' |
- EM@JP*’ML SNIS | Jvulap —
Company Name: Phone Number:
Siee ] 12l 2¢x 2169 |
Address City/ State/Zip |
:°_?3l o e, i j f ‘3 (‘)-"1{ {LE'J ﬂ,-’ }{L{‘}L_

expected by completers who enter this [Geld upon completion of the program is from §
annually to $ (3500 anmually. ¥ pos

| Signature: kw_/ﬂ —— Dat-a: _Cf~ lb (0

Venlied range oleinL|11b1dtlun (based on year-round, full-time cn()[ownq,m} that can leasonah]n he ‘

139



STANDARD TWO

COSMETOLOGY

INTRODUCTION

The cosmetology program committee was charged with the responsibility for
thoroughly evaluating all aspects of the instructional program to determine compliance
with standard two criteria. The cosmetology program is a 43 semester credit-hour
program. Students may earn a diploma in three semesters of full-time enrollment.

The cosmetology program provides students with entry-level skills for
employment and for licensure by the Alabama State Board of Cosmetology. The
program complies with the requirements of the Alabama State Board of Cosmetology and
the requirements of the Alabama State Board of Education. The cosmetology program’s
comprehensive mission is stated in the College Catalog as follows:

The purpose of the cosmetology program is to provide accessible, quality
educational opportunities that will provide individuals with the knowledge and
skills necessary to pass the Alabama Board of Cosmetology Licensure Exam and
to obtain entry-level employment in the cosmetology and personal appearance
profession.

The diploma program is designed to produce graduates who, when
licensed, are prepared for an entry-level career as an esthetician, makeup
technician, haircolor technician, chemical technician, nail specialist, manicurist,
retail sales representative, receptionist, or hairstylist. Other careers that may be
obtained through further education in the cosmetology field are beauty consultant
for publishing, salon owner, educational specialist or platform artist.

Program graduates are to be competent in the academic areas of
communications, mathematics, computer literacy, and human relations and in the
technical areas of wet hairstyling, thermal hairstyling, thermal straightening, hair
shaping, hair color, skin care, manicuring and pedicuring, permanent waving,
facials, facial makeup, hair removal, and hair relaxing. Reid State Technical
College will accomplish program objectives by providing students with a
comprehensive general education and technical training in the core area of
cosmetology. The program is carefully constructed to provide the student with
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skills and knowledge required for the Alabama Board of Cosmetology licensure
examination. The occupational skill preparation should meet the Alabama State
Board of Cosmetology recognized skill standards. The College will ensure
program quality through internal certification of graduate competencies and
external licensure of graduates and program approval by the Alabama Board of
Cosmetology.

The philosophy and purpose of the cosmetology program is consistent with
that of the governing institution.

Program faculty has strong and productive relationships with area businesses.
Program enrollment and subsequent outcomes are healthy and a substantial indicator of
program quality. The program is congruent with the College’s mission and the

occupational needs of the service area.

ANALYSIS

A. Admissions/Recruiting

1. The institution’s admissions policies are clearly stated, published, and
made available to students prior to enrollment. (Objective 2-A-1)

The institution’s admissions policy is published in the College Catalog, Student
Handbook, program brochures, and College website (Exhibit 2-A-1 (a), (b), (c), (d)).
These publications are distributed to the public during high school recruiting visits. They
are displayed in the student services building, public relations office, administration
building, and other campus areas. College publications are distributed at orientation, all

recruiting activities, in application folders, and by mass direct mailings.
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2. For all students admitted to a Vocational English-As-A-Second-
Language Program, the institution utilizes written admission procedures
that comply with policies established by the Commission. (Objective 2-A-
1) (See “Vocational English-As-A-Second Language programs’ in the
current edition of the Policies and Rules of the Commission).

Reid State Technical College does not offer Vocational English-As-A-Second

Language Program.

3. The institution clearly defines and publishes a policy on the transfer of
students between programs within the institution and the transfer of
students from other institutions. (Objective 2-A-1)

Reid State Technical College’s policy on the transfer of students between
programs within the institution and the transfer of students from other institutions is
published in the College Catalog and Student Handbook (Exhibit 2-A-3 (a), (b)). The
Alabama State Board of Education Admission Policy #801.01 governs the general
admission of transfer students and subsequent principles for transfer of college credit.
The Standards of Academic Progress Policy # 714.03 governs the academic standards
applying to transfer students (Exhibit 2-A-3 (c), (d)).

An applicant who has previously attended another regionally accredited
postsecondary institution is considered a transfer student and is required to furnish
official transcripts of all work attempted at all said institutions. The College also requires
the transfer of student documents required of first-time college students.

A transfer student who meets requirements for admission to a course creditable
toward an associate degree is classified as a degree-eligible student. A transfer student
who does not meet these requirements is classified as a non-degree-eligible student. A
transfer student must have submitted to the College an application for admission and

official transcripts from all duly accredited postsecondary institutions attended and as
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designated by the College, any other documents required for first-time college students.
Transfer students whose cumulative grade point average at the transfer institution(s) is
2.0 or above on a 4.0 scale will be admitted on clear academic status. A transfer student
whose cumulative grade point average at the transfer institution(s) is less than 2.0 on a
4.0 scale will be admitted only on academic probation. An applicant who has been
academically suspended from another duly accredited postsecondary institution may be
admitted as a transfer student only after following the appeal process established at the
College for native students who have been academically suspended. If the transfer
student is admitted upon appeal, the student will enter the institution on academic

probation.

4. The institution clearly defines and publishes a policy on the transfer of
credits that includes a statement of the criteria established by the
institution regarding the transfer of credit earned at another institution.
(Objective 2-A-1)

Transfer credit will be awarded for internal and external transfers based on the
policy entitled “General Principles for Transfer of Credit” published in the College
Catalog. A course completed at other accredited postsecondary institutions with a passing
grade will be accepted for transfer as potentially creditable toward graduation
requirements. Credit may be extended based on a comprehensive evaluation of
demonstrated and documented competencies and previous formal training. For students
admitted on academic probation, only courses in which they have earned a course grade
of C or better will be accepted for transfer. Awarding of transfer credit to fulfill
graduation requirements will be based on applicability of the credits to the requirements
of the degree sought. Students may also transfer cosmetology hours or credit units

earned from other accredited schools of cosmetology toward Alabama State Board of
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Cosmetology licensure requirements upon verification of earned hours (Exhibit 2-A-4

(@), (b)).

5. Admission requirements offer reasonable expectations for successful
completion of the occupational programs offered by the institution regardless
of the delivery mode. (Objective 2-A-2)

Admission requirements offer reasonable expectations for successful completion
of the occupational programs offered by the institution. In accordance with requirements
of the Alabama State Board of Cosmetology and the Alabama State Board of Education,
students may be admitted provided they have completed at least the 10" grade and have
been promoted to the 11" grade, and pass ability-to-benefit on a federally-approved
standardized test. The grade completion requirement is a regulation of the Alabama State
Board of Cosmetology. All students without a high school diploma or GED who are
admitted to the cosmetology program under the provisions of ability-to-benefit are
required to have a high school diploma or GED in order to meet requirements for
graduation.

The College follows a policy for mandatory assessment and placement. Students
who are admitted to the College must undergo placement testing to determine their
readiness for college-level work (Exhibit 2-A-5 (a), (b)). The COMPASS assessment
test is administered to all applicants. Students who fail to meet the standard cut scores
are placed into developmental course work to develop academic competencies required
for success in the cosmetology program. Students are not admitted to college-level
English or math classes until these academic competencies are developed. Furthermore,
students whose scores indicate a deficiency in reading comprehension must take

developmental reading within their first two semesters of enrollment to ensure they
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develop reading ability necessary for success in college courses. These admission
policies and procedures are designed to ensure students succeed in the occupational
program, and College resources are dedicated to ensuring their success (Exhibit 2-A-5
(c)). An analysis of student grades substantiates the fact that admission requirements

offer reasonable expectations for successful completion of the cosmetology program.

6. Students admitted into Associate Degree programs have a high school diploma
or its equivalent. (Objective 2-A-2)

The cosmetology program does not award an associate applied degree.

7. An institution that admits students on an “ability to benefit” basis has
written admissions procedures, applies these uniformly, provides
documented evidence on how they are used, maintains records on student
progress, and regularly evaluates the effectiveness of the procedures used in
admitting these students. (Objective 2-A2)

Students without a high school diploma or GED may be admitted on the ability-
to-benefit basis to the cosmetology program. For all students admitted on an ability to
benefit basis, the institution has written admissions procedures, applies these uniformly,
provides documented evidence on how they are used, maintains records on student
progress, and regularly evaluates the effectiveness of the procedures used in admitting
these students. The admissions procedures are reflected in the College Catalog and
Student Handbook (Exhibit 2-A-7 (a), (b)). This policy is applied uniformly and
documentation is maintained in all permanent student files for verification of its
application (Exhibit 2-A-7 (c)). Upon student completion of the independently
administered standardized test (COMPASS), the students’ scores are compared to the

federally-approved cut scores for Title 1V eligibility. In order for students to qualify for
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admission and Title IV funds, the following scores are required: COMPASS: Pre-
algebra/Numerical (25), Reading (62), Writing (32).

The results of the test are recorded by the testing coordinator and forwarded to the
admissions office which then makes a determination of acceptance to the College and
notifies the student of the results. A copy of the test results become part of the students’
permanent record. Students scoring below the requisite cut scores are ineligible for
admission.

The registration coordinator is responsible for maintaining permanent records of
student progress. Computerized transcripts reflect the student’s grades in developmental
and college courses and subsequent program completion status (Exhibit 2-A-7 (d)). The
assistant dean of students, counselor, and testing coordinator periodically analyzes the
unduplicated headcount report and other records to determine the effectiveness of the
ability-to-benefit admission policies and procedures. The assistant dean of students,
counselor, and testing coordinator review individual progress data as well as
comparisons of retention and graduation data for regular admit and ability-to-benefit
students. Procedural adjustments are made when needed, such as the requirement that

ability-to-benefit students earn the GED prior to graduation.

8. The institution ensures that recruiting activities are ethical and that all
materials used in recruiting accurately describe the mission, instructional
outcomes, student performance expectations, and completion requirements
of each program. (Objective 2-A-3)

The institution ensures that recruiting activities are ethical and that all materials
used in recruiting accurately describe the mission, instructional outcomes, student
performance expectations, and completion requirements of each program described in

such materials. Reid State Technical College’s recruiting activities are ethical and are

146



conducted according to standard marketing and recruiting practices. All recruiting is
conducted by salaried employees. The director of recruiting/placement and retention has
overall responsibility for developing and implementing the Recruitment Plan.
Responsibility for carrying out recruiting activities is spread across the College. All
personnel are responsible for distributing materials to locations in their communities and
making presentations to local high schools, churches, and vocational centers.

Published materials depict the mission, instructional outcomes, student
performance expectations, and completion requirements of each program. The College
uses a variety of materials to market programs and services. Colorful brochures, the
College Catalog, newspaper advertisements, and website are employed to inform the
College’s student body and community of program offerings (Exhibit 2-A-8 (a),(b), (¢),

(d). (&), (). (9)).

9. Prior to admission, students are informed of the costs of the program
and any equipment and services required. (Objective 2-A-3)

Students are informed of cosmetology program costs prior to admission in several
ways. Complete information about all programs is included in the College Catalog and
Student Handbook. This includes the program philosophy, mission statement, program
objectives, costs, admission criteria, certification information, curriculum outline, course
descriptions, and any other pertinent information. The College Catalog is distributed
actively at all recruiting activities. It is on display at all times in administration and
student services buildings, and all incoming students are provided a copy during the
orientation/advising session prior to their first registration (Exhibit 2-A-9(a)). College
brochures list the credit hours required for completion of each program (Exhibit 2-A-9

(b)).
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Program cost sheets are available from student services that detail program costs

(Exhibit 2-A-9 (c)). The total tuition/fee cost for the cosmetology program follows:

Diploma AOT Deqgree
Tuition $4,911.36 $7,950.72
Books 400.00 400.00
Supplies 650.00 650.00
Lab Jacket 20.00 20.00

The College’s tuition rate per semester hour is $90.00, plus a $9 per hour facility fee, $9 per

hour technology fee, $1 bond fee, and $3 per hour special building fee (Exhibit 2-A-9 (d)).

B. Programs

1. Occupational education programs offered by the institution are congruent
with the mission of the institution and with the occupational needs of the people
served by the institution. (Objectives 2-A-2 and 2-B-1)

Occupational education programs offered by the institution are congruent with the
mission of the institution and with the occupational needs of the people served by the
institution. Reid State Technical College’s mission is as follows:

Reid State is committed to provide postsecondary education

and training to students from diverse backgrounds and abilities on

a non-discriminatory basis in order to prepare an effective

workforce and to promote economic growth and community

stability. In the spirit of scholarship, collaboration, technological

specialization, flexible learning opportunities and personal

development, the entire college seeks an improved quality of life

for all students.

The cosmetology program is congruent with the institutional mission.

Occupational needs of the service area are evaluated through annual

reviews of labor market information in order to gauge the level of demand for

each program (Exhibit 2-B-1 (a), (b)). The College relies on valuable

information gathered from business and industry visits and advisory committees
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to ensure the cosmetology program continues to meet the occupational needs of

the service area (Exhibit 2-B-1 (c),(d)).

2. The objectives for each educational program are evaluated annually.
(Objective 2-B-1)

Cosmetology educational program objectives are evaluated continuously through
several methods. The cosmetology advisory committee meets semi-annually. The
advisory committee has the responsibility for conducting an annual review of the
program’s mission and content and recommending improvements in terms of curriculum,
instructional methods, equipment, supplies and other important program and instructional
considerations, as well as assisting the College in ensuring that program content and
objectives remain up to date. Activities of the committee are documented in minutes
(Exhibit 2-B-2 (a)).

Employer Verification Forms are completed every year to ensure that bona fide
potential employers have the opportunity to evaluate the program content, objectives,
range of remuneration, admission criteria, and curriculum to ensure that desirable,
relevant, and current practices are included in each program of study (Exhibit 2-B-2 (b)).
Program faculty continually review and adjust program objectives as a result of feedback
received through business and industry visits.

Regular visits to business and industry are another critical means of obtaining
recommendations from resource personnel. All full-time faculty are required to make
two industry visits per semester (Exhibit 2-B-2 (c)). These visits are documented on
Business and Industry Visit forms and forwarded to the office of the human
resources/instructional services coordinator. A copy is maintained in the cosmetology

department. Information gained through biennial Employer Verification Forms is
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utilized to ensure the currency and relevancy of practices included in the cosmetology

curriculum.

3. Each occupational education program has clearly stated objectives, defined
content relevant to these objectives and the current needs of business and
industry, and student evaluation based on the program objectives and
content. (Objective 2-B-2)

The cosmetology program has clearly stated objectives, defined content relevant
to these objectives and the current needs of business and industry, and student evaluation
based on the program objectives and content.

Program outcome objectives are (Exhibit 2-B-3 (a)):

1. Program graduates will be proficient in communication, computation, and
interpersonal skills.

2. Program graduates will be technically proficient.

3. Program graduates will be able to obtain licensure by the Alabama State
Board of Cosmetology.

4. Program graduates will be successfully employed in the field.

5. Employers of program graduates will be satisfied with their education and
training.

Course objectives are listed on each course syllabus, and support the attainment of
broad program outcome objectives (Exhibit 2-B-3 (b)). Objectives are developed and
are revised in response to the identified needs of business and industry. Faculty maintain
close and continuing contact with members of business and industry through periodic
visits. Each full-time faculty member is required to make at least two business and
industry visits per semester (Exhibit 2-B-3 (c)).

Students are evaluated based on program content and objectives. Knowledge tests
are used in lecture classes, and demonstrations are used to verify skill competencies.
Methods of evaluation and grading are identified in course syllabi (Exhibit 2-B-3 (d)).
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The cosmetology program has a course notebook for every course included in
the curriculum. Course notebooks include the syllabus, course outline, course guide,
curriculum standard, tests, safety information, lesson plans, student information sheets,

and other instructional material (Exhibit 2-B-3 (e)).

4. A systematic process has been implemented to document that the objectives
and content of programs are current. (Objective 2-B-2)

A systematic process is in place to document that the objectives and content of
the cosmetology program are updated regularly. This is accomplished primarily through
the advice of cosmetology advisory committee members who meet at least twice annually
and document their review of program content and objectives in committee minutes
(Exhibit 2-B-4 (a)). Program objectives and content are also updated through
information obtained from business and industry visits and Employer Verification Forms
(Exhibit 2-B-4 (b), (c)). The information gained from these sources enables faculty to

stay abreast of current and emerging trends in the profession and industry needs.

5. At least every two years, three bona fide potential employers review each
educational program and recommend admission requirements, program
content, program length, program objectives, competency tests, instructional
materials, equipment, method of evaluation, and level of skills and/or
proficiency required for completion, and appropriateness of the delivery
mode for the program. (Objectives 2-B-2 and 2-B-4)

At least every two years, three bona fide potential employers review the
cosmetology program and recommend admission requirements, program content,
program length, program objectives, competency tests, instructional materials,
equipment, method of evaluation, and level of skills and/or proficiency required for
completion (Exhibit 2-B-5). Employer Verification Forms are filed in the office of the

human resources/instructional services coordinator.
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6. The institution considers the length and the tuition of each program in relation
to the documented entry level earnings of completers. (Objective 2-B-2)

Reid State Technical College considers the length and tuition of the cosmetology
program in relation to the documented entry-level earnings of completers. Employer
Verification Forms are collected every year in order to document the range of
remuneration a student can reasonably expect to earn upon graduation (Exhibit 2-B-6
(a)). The College’s tuition which was set by the Alabama State Board of Education is $90
per semester hour (Exhibit 2-B-6 (b)). The cosmetology diploma program can be
completed in one year of full-time enrollment at a estimated cost of $5981.36 for tuition,
fees, books and supplies. The verified salary range of licensed cosmetologists is $15,500

to $42,500 annually.

7. Courses required for each program are offered with sufficient frequency
for the student to complete the program within the publicized time frame.
(Objective 2-B-3)

Courses required for completion of the program are offered with sufficient
frequency to permit a student to complete in one year of full-time enrollment as specified
in the College Catalog (Exhibit 2-B-7 (a)). Classes are offered at least once during the
specified time frame (Exhibit 2-B-7 (b)). Classes are scheduled more frequently when
necessary to meet prerequisites in order that students can graduate in a timely manner.
Evening courses are offered on demand, and evening enrollment must be sufficient or the
classes may be cancelled. Evening classes are offered less frequently, and the student is
advised that the program requires longer to complete based on the student’s semester
course load. Generally, students can complete the evening program within 2.5 times the

time frame specified for full-time students.  All students are provided with a degree plan
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upon entry, and advisors use these degree plans to plan their schedules of classes each

term (Exhibit 2-B-7 (c), (d)).

8. Associate Degree programs offered must meet the following requirements:

a. The appropriate applied degree title, such as Associate of Applied
Technology, Associate of Applied Science, Associate of
Occupational Studies, Associate of Science, or Associate of
Occupational Technology, is used.

b. The program has a minimum of 60 semester hours or 90
quarter hours.

c. The program includes a minimum of 15 semester hours or 23
quarter hours of general education courses, with a minimum of
one course from each of the following areas: humanities,
behavioral sciences, natural or applied sciences, and
mathematics. (Objective 2-B-5)

The cosmetology program does not award the associate of applied technology
degree in the major. The College has an associate degree in occupational technology with
a major in occupational studies (Exhibit 2-B-8 (a), (b)). Students have the opportunity to
pair their cosmetology coursework as their primary technical specialty with coursework
in a secondary technical specialty such as office systems technology or cosmetology
instructor training. This pairing of complementary technical areas is designed to produce
graduates who are multi-skilled and are able to function in an increasingly sophisticated
workforce. It is also designed to enable graduates to be in a position to more readily
advance in employment as they possess a more comprehensive skill set.

The associate in occupational technology degree program is structured according
to the guidelines set forth by the Alabama State Board of Education. The student is
required to complete at least 19 semester hours in general education. Students must
complete at least 36 in a primary technical specialty and 15 hours in a secondary
technical specialty, for a total of 70 semester hours for the associate in occupational

technology degree in occupational studies (Exhibit 2-B-8 (c)).
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9. All programs, regardless of location or time or mode of delivery, are qualitatively
consistent with those offered on the main campus, and must:
a. Be approved and administered under established institutional policies
and procedures and supervised by an administrator who is part of
the institutional organization.
b. Have appropriate involvement of on-campus administrators
and faculty in planning, approval, and on-going evaluation.
¢. Have individual student records, including period of enrollment,
financial, and educational program records, permanently
maintained by the institution at the main campus.

d. Be described in appropriate catalogs, brochures, and/or other
promotional materials and include tuition/fee charges, refund
policies, admissions and academic requirements, and information
technology requirements.

e. Provide for timely and meaningful interaction among faculty and
students. (Objectives 2-B-6 and 2-B-8)

The cosmetology program offers day classes only on the main campus.

10. A credit hour is equivalent to a minimum of each of the following: one
semester credit for 15 clock hours of lecture, 30 clock hours of laboratory, or
45 clock hours of work-based activities; or one quarter credit for 10 clock
hours of lecture, 20 clock hours of laboratory, or 30 clock hours of work-
based activities. (Objective 2-B-7)

The cosmetology program credit hours are measured according to the
requirements set forth by the Alabama State Board of Education (Exhibit 2-B-10 (a)).
and the Alabama State Board of Cosmetology A semester hour of theory contains 15
clock hours of lecture, a semester hour of experimental lab contains 30-45 clock hours of
laboratory, and a semester hour of manipulative lab contains 45 clock hours of laboratory
(Exhibit 2-B-10 (c)).

. Instruction

1. Academic competencies and occupational skills are integrated into the
instructional program for each occupational area. (Objective 2-C-1)

The cosmetology curriculum integrates academic and occupational competencies.

This is demonstrated through the inclusion of six semester hours of required courses.
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English and mathematics are included in the curriculum as well as technical
concentration theory and laboratory courses (Exhibit 2-C-1 (a), (b)). As noted in the
College Catalog, oral communication is embedded in ENG 100, Vocational Technical
English | and computer skills are embedded in the occupational course COS119 Business
of Cosmetology (Exhibit 2-C-1 (c)). Application of workplace competencies in
communication, mathematics, and interpersonal skills that are developed through the
occupational curriculum are identified within the individual course objectives. Students
also develop proficiency in the technical areas of wet hairstyling, thermal hairstyling,
thermal straightening, hair shaping, hair color, skin care, manicuring and pedicuring,
permanent waving, facials, facial makeup, hair removal, and hair relaxing through the

inclusion of specific laboratory courses within the occupational curriculum.

2. The instructional programs provide instruction in the competencies
essential to success in the occupation, including job knowledge, job skills,
work habits, and attitudes. (Objective 2-C-2)

The cosmetology program includes competency training to develop job
knowledge, job skills, work habits, and attitudes. The cosmetology faculty utilized input
from business and industry obtained during on-site employer visits and industry standards
to develop the curriculum content and objectives. Cosmetology courses demonstrate
instruction in competencies essential to success in the profession, including job
knowledge, job skills, work habits and attitudes. Each course containing a laboratory
component has specific numbers of skills and tasks which must be completed and is
included in the student’s overall final course grade (Exhibit 2-C-2 (a), (b)). Check
sheets are utilized to ensure consistency in grading students (Exhibit 2-C-2 (c)). The
College demonstrates its concern for the quality of training in terms of providing students
with appropriate job knowledge, job skills, work habits, and attitudes. An employability
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skills course is included in the curriculum. This course is a culmination of previous work
and emphasizes preparing to search for a job, developing the resume, interviewing, and

attitude.

3. The sequence of instruction required for program completion (lecture, lab,
and work-based activities) is effectively organized in order to maximize the
learning of competencies essential to success in the occupation (Objective
2-C-2)

The sequence of instruction required for completion of cosmetology is effectively
organized in order to maximize the learning of competencies essential to success in the

occupation (Exhibit 2-C-3 (a), (b)).

4. Occupational advisory committees appointed for each program or program
area are used to ensure that desirable, relevant, and current practices of
each occupation are being taught. Each committee (a) is composed of at
least three members, all being external to the institution and representative
of the geographical service area covered by the program area; (b) meets at
least twice annually with a majority of official members present; and (c)
keeps minutes of each meeting to document their activities and
recommendations. The occupational advisory committee may also perform
the functions of the institutional advisory committee if only one
occupational advisory committee is required for the institution. (Objectives
2-B-2 and 2-C-2)

The cosmetology advisory committee assists the College in ensuring that
desirable, relevant, and current practices are included in the program. The cosmetology
advisory committee is comprised of at least three members external to the institution,
meets semi-annually with a majority of official members present, and documents its
activities in minutes (Exhibit 2-C-4 (a), (b)).

As with most colleges, requiring and reporting of regular meetings of the advisory
committee has always proved challenging. Rather than having separate individual
program advisory committees, the committee is structured into a divisional structure. An

advisory committee is in place for the cosmetology and personal care services division,
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comprised of external representatives for each of the three programs represented in this
division: cosmetology, nail technology, and cosmetology instructor training.

All advisory committees meet during the fall and spring semesters. The advisory
committee will follow a standard agenda, plan of work, and format for reporting minutes,
and complete an annual checklist of activities (Exhibit 2-C-4 (c)). The annual checklist
provides documentation and verification that committee members have been provided an
opportunity to review and discuss program plans, equipment, job placement, program

content, curriculum, and to make necessary recommendations.

5. Occupational advisory committees review, at least annually, the
appropriateness of the type of instruction (such as lecture, laboratory,
work-based instruction, and/or mode of delivery) offered within each
program to assure that students gain competency with specific skills
required for successful completion of the program. (Objectives 2-B-7 and 2-
C-4)

The cosmetology advisory committee division reviews the appropriateness of the
type of instruction offered within the cosmetology, nail technology and cosmetology
instructor training programs. The advisory committee reviews the program’s course
offerings and curriculum to ensure that courses relate to the skills necessary for
successful completion of the cosmetology, nail technology and cosmetology instructor

training programs (Exhibit 2-C-5 (a), (b)).

6. Job-related health, safety, and fire-prevention are an integral part of
instruction. (Objectives 2-C-2 and 2-C-3)

Job-related safety, health, and fire-prevention are an integral part of instruction in
cosmetology. Safety is covered as a module and integrated throughout laboratory
exercises. This practice is facilitated through the inclusion of a section on safety in each
course notebook (Exhibit 2-C-6 (a)). This ensures consistency of safety instruction for

day classes. Evacuation plans and emergency procedures are posted in prominent
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locations throughout all classrooms and labs, are included in the course notebooks, and
reviewed with students each semester (Exhibit 2-C-6 (b)). Courses include safety
instruction, particularly those with laboratory components. Safety instruction is
documented in course syllabi (Exhibit 2-C-6 (c)).

The College has a standing safety committee that is charged with coordinating an
effective safety program that ensures a safe environment for training. This includes
regular inspections of shop and classroom areas, reviewing referrals of safety concerns,
and making recommendations for suitable corrections. The Safety Manual was
developed to address the use of various program specific equipment, including the
cosmetology program. A copy of the Safety Manual is on file in the cosmetology
program area and is reviewed with students each semester (Exhibit 2-C-6 (d), (e)).

A cosmetology program safety committee is comprised of students, meets
regularly, and documents committee activities in minutes that are maintained on file in
the offices of the assistant director of admission and records. As part of the cosmetology
orientation, students are introduced to safety procedures. Students will sign a form
stating they have been informed on various items concerning the cosmetology program,

one of which is general shop safety/evacuation route (Exhibit 2-C-6 (f), (g)).

7. To develop skill proficiency, sufficient practice is provided with equipment
and materials similar to those currently used in the occupation. (Objective
2-C-3)

To develop skill proficiency, sufficient practice is provided with equipment
similar to that currently in use in the occupation. The cosmetology program at Reid State
is designed to prepare students with entry-level occupational skills. Laboratory

instruction includes practice on industry-standard lab equipment to develop skill
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proficiency (Exhibit 2-C-7 (a)). The College has devoted fiscal resources to the
instructional program in order to keep the equipment to industry standards.

The cosmetology department facility represents a state-of-the-art salon
environment, including industry standard equipment. Documentation that equipment
meets industry standards is maintained through business and industry visits and advisory
committee meetings (Exhibit 2-C-7 (b), (c)). An inventory of equipment is conducted
annually, and records are maintained in the business office (Exhibit 2-C-7 (d)). The

faculty has adequate budgets to update equipment annually as needed.

8. Allinstruction is effectively organized as evidenced by course outlines,
lesson plans, competency tests, and other instructional materials. (Objective
2-C-4)

Instruction in the cosmetology program is effectively organized. A course
notebook is available. The course notebooks contain course outlines, course guides,
curriculum standards, course syllabi, instructional materials, tests, safety handouts,
student information sheets, lesson plans, and other instructional materials needed to teach
the course (Exhibit 2-C-8). This notebook system has proven useful to program

instructors and ensures consistency of instruction between faculty.

9. The institution uses a systematic, objective, and equitable method of
evaluating student achievement based on required competencies.
(Objective 2-C-5)

The College has a systematic and objective method for evaluating student
achievement based on identified occupational competencies. Course syllabi detail the
objectives for each course in cosmetology. Evaluation in each theory or laboratory
course is based on achievement of overall objectives. Evaluation methods are identified
in the course syllabus, which is distributed to every student at the first class meeting

(Exhibit 2-C-9 (a)). College grading policies are published in the Student Handbook
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which is available to students prior to admission, but is also distributed to and reviewed,
with every student at orientation (Exhibit 2-C-9 (b)).

Knowledge tests are utilized to evaluate performance in lecture classes, and
demonstrations are used to evaluate skill proficiency in lab classes (Exhibit 2-C-9 (c)).
The course grade is calculated according to the identified method, and posted to the on-
line grade reporting module (Exhibit 2-C-9 (d)). Students are required to complete 1200
credit units of specific cosmetology services in order to complete the cosmetology
program and be eligible to sit for the State Board licensure exam. A record of these
services is maintained for each student by program faculty and submitted to the Alabama

State Board of Cosmetology when the student applies for the licensure exam.

10. Each work-based activity has a written instructional plan for students
specifying the particular objectives, experiences, competencies, and
evaluations that are required. (Objective 2-C-6)

11. The instructional plan designates the on-site employer representative
responsible for guiding and overseeing the students’ learning experiences
and participating in the students’ written evaluations. (Objective 2-C-6)

12. All work-based activities conducted by the institution are supervised by a
designated employee possessing appropriate qualifications. (Objective 2-C-
6)

The cosmetology program does not offer a work-based activity.

CHALLENGES AND PROPOSED SOLUTIONS
The cosmetology committee found the program to comply with accreditation

criteria. No significant challenges were identified. This program is healthy in terms of
student outcomes, and the enthusiasm of its faculty for assisting students to achieve their
career goals is certainly a notable program strength. ~ All cosmetology students without
the high school diploma or GED, who were admitted on the basis of ability-to-benefit, are

required to earn the GED prior to graduation. This requires faculty advisors to work
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more closely with students to achieve the goal of earning a GED in a timely fashion. A

major challenge is the consistent attendance of the advisory committee members.

SUMMARY

The cosmetology program has appropriately credentialed and experienced
instructors capable of training students in the essential competencies and skills. Using
aspects of the cognitive, psychomotor, and sometimes affective domains, the student is
provided a diverse educational experience that will enable the individual to perform
successfully as skilled technicians in business and industry. The cosmetology program
has several strengths. Live work projects provide the students with practice in
performing all types of services that students are expected to perform in the profession.
Many industry representatives often visit the College and serve as industry spokespersons
in order that students are knowledgeable and can stay abreast of new techniques and
products.

The program and curriculum are well organized, and activities designed to ensure
compliance with accreditation criteria are well documented. The cosmetology program
provides opportunities for students to obtain exposure to and appreciation of the
dynamics of industry. The program is designed to meet the requirements of the Alabama
State Board of Education, Alabama Board of Cosmetology, and Reid State Technical
College.

The cosmetology program has a published purpose statement and program
objectives that are evaluated continuously and publicly available. The instructional

program is effectively organized as evidenced by course notebooks, course outlines,
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lesson plans, syllabi, instructional materials, tests, course standards, and curriculum
guides.

The cosmetology program has an active advisory committee that documents
activities and recommendations of semi-annual meetings in minutes. Faculty actively
solicit advice and recommendations from resource personnel through regular business
and industry visits, professional associations, and the cosmetology advisory committee.

Program outcomes substantiate a strong program that emphasizes the attainment
of entry-level skills, including academic and occupational skill development. Program
faculty continually avail themselves of professional development opportunities to

maintain and update their professional and teaching skills.
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Standard Two

Cosmetology Exhibits

Admissions

2-A-1(a) College Admission Policy, College Catalog, pp. 21-33
2-A-1(b) College Admission Policy, Student Handbook, pp. 67-77
2-A-1(c) Program Brochure

2-A-1(d) College Website

2-A-2 Non-Applicable

2-A-3(a) College Transfer Policy, College Catalog, p.26
2-A-3(b) College Transfer Policy, Student Handbook, pp. 74-76
2-A-3(c) State Board of Education Policy 801.01

2-A-3(d) State Board of Education Policy 714.03

2-A-4(a) College Transfer of Credits Policy, College Catalog, p. 27
2-A-4(b) College Transfer of Credits Policy, Student Handbook, p. 76

2-A-5(a) College Admission Policy, College Catalog, pp. 21-33
2-A-5(b) College Admission Policy, Student Handbook, pp. 67-77
2-A-5(c) Placement Testing Policy, College Catalog, p. 32

2-A-6 Non-Applicable

2-A-7(a) Ability-to-Benefit Policy, College Catalog, pp.23, 26, 33
2-A-7(b) Ability-to-Benefit Policy, Student Handbook, pp. 74
2-A-7(c) Assessment Results for Ability-to-Benefit

2-A-7(d) Student Transcript for Ability-to-Benefit

2-A-8(a) Recruitment Plan

2-A-8(b) College Catalog, p. 87-89

2-A-8(c) Brochure

2-A-8(d) Admission Packet

2-A-8(e) Schedule

2-A-8(f) Advertising Scrapbook

2-A-8(9) Reid State Technical College website www.rstc.edu

2-A-9(a) College Catalog, p. 87-89

2-A-9(b) Brochure

2-A-9(c) Program Cost Sheet

2-A-9(d) Tuition Rates, College Catalog, p. 43-44 and Student Handbook, p. 64

Programs
2-B-1(a) Alabama Occupational Trends for 2016
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2-B-1(b) Occupational Outlook Handbook
2-B-1(c) Business and Industry Visits
2-B-1(d) Advisory Committee Minutes

2-B-2(a) Advisory Committee Minutes
2-B-2(b) Employer Verification Forms
2-B-2(c) Business and Industry Visits

2-B-3(a) Program Objectives, College Catalog, p. 88
2-B-3(b) Syllabi

2-B-3(c) Business and Industry Visits

2-B-3(d) Tests

2-B-3(e) Course Notebook

2-B-4(a) Advisory Committee Annual Checklist
2-B-4(b) Business & Industry Visits

2-B-4(c) Employer Verification Forms
2-B-5 Employer Verification Forms
2-B-6(a) Employer Verification Forms

2-B-6(b) State Board of Education Tuition Table

2-B-7(a) Student Transcript

2-B-7(b) Degree Plan

2-B-7(c) Program Curriculum, College Catalog, p. 89
2-B-7(d) Schedule

2-B-8(a) Degree Requirements, College Catalog, p. 74-75
2-B-8(b) Degree Requirements, College Catalog, p. 74
2-B-8(c) Degree Requirements, College Catalog, p. 74-75

2-B-9 Non-Applicable

2-B-10(a) State Board of Education Policy 705.01
2-B-10(b) Credit Clock Hour Chart
2-B-10(c) Program Degree Requirements, College Catalog, p. 89

Instruction
2-C-1(a) Program Curriculum, College Catalog, p. 89
2-C-1(b) ENG100 Vocational Technical English
MAH101 Vocational Technical Mathematics
2-C-1(c) CO0S119 Business of Cosmetology Syllabus

2-C-2(a) Lab Course Syllabus

2-C-2(b) Theory Course Syllabus
2-C-2(c) Work Habits Check Sheets
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2-C-3(a)
2-C-3(b)

2-C-4(a)
2-C-4(b)
2-C-4(c)

2-C-5(a)
2-C-5(h)

2-C-6(a)
2-C-6(b)
2-C-6(c)
2-C-6(d)
2-C-6(e)
2-C-6(f)
2-C-6(9)

2-C-7(a)
2-C-7(b)
2-C-7(c)
2-C-7(d)
2-C-8
2-C-9(a)
2-C-9(h)
2-C-9(c)
2-C-9(d)
2-C-10
2-C-11

2-C-12

Degree Plan
Program Curriculum, College Catalog, p. 89

Advisory Committee Membership List
Advisory Committee Minutes
Advisory Committee Guidelines Annual Checklist

Employer Verification Forms
Advisory Committee Guidelines Annual Checklist

Course Notebook (See 2-B-3)
Emergency Procedures
Syllabus

Safety Committee Minutes
Safety Manual

Safety Module

Safety Pictures

Syllabus

Business and Industry Visits

Advisory Committee Guideline Annual Checklist
Equipment Inventory

Course Notebook (See 2-B-3)

Syllabus

Tests

Student Transcript

College Grading Policy, Student Handbook, p. 86
Non-Applicable

Non-Applicable

Non-Applicable
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CLOCK HOUR/CREDIT HOUR CHART

Program Name

Cosmetology (Diploma)

CIP Code

12.0401

Instructions: Refer to the Commission’s definition of clock/credit hour measurement in the latest edition of the Handbook of Accreditation. For programs
measured in credit hours, provide both clock and credit hour information. List all courses offered within the program. Make additional copies of this page

as needed.

Provide total program length in all categories that apply
(be sure that these numbers agree with the grand total):

TOTAL CLOCK TOTAL SEMESTER TOTAL QUARTER
HOURS: 930 CREDIT HOURS: 43 CREDIT HOURS: N/A
INSTRUCTION
COURSE NAME DELIVERY METHOD WORK-
(Use one line for each course (Check One or More) CLASSROOM/ LECTURE BASED TOTALS
within the program.) Audio/ Correspon- Clock SHOP/LAB ACTIVITIES
Classroom | Online | VideoTape dence Classroom Distance Ed. | Credit | Clock Credit [ Clock Credit [ Clock | Credit
MAH 101 - Vocational Technical X 45 0 3 0 0 0 0 45 3
Mathematics |
ENG100 - Vocational Technical X 45 0 3 0 0 0 0 45 3
English |
ORT 100 - Orientation X 15 0 1 0 0 0 0 15 1
COS 111- Introduction to Cosmetology X X 45 0 3 0 0 0 0 45 3
COS112- Introduction to Cosmetology X (Lab) X 0 0 0 90 3 0 0 90 3
Lab
COS113 — Theory and Chemical X X 45 0 3 0 0 0 0 45 3
Services
COS114 — Chemical Services Lab X (Lab) X 0 0 0 90 3 0 0 90 3
COS115 — Hair Color Theory X X 45 0 3 0 0 0 0 45 3
COS 116 — Haircoloring Lab X (Lab) X 0 0 0 90 3 0 0 90 3
COS117 — Basic Spa Techniques X X 45 0 3 0 0 0 0 45 3
COS 118 — Basic Spa Techniques Lab X (Lab) X 0 0 0 90 3 0 0 90 3
COS 144 — Hair Shaping and Design X X 15 0 1 60 2 0 0 90 3
COS 152 — Nail Care Application X (Lab) X 0 0 0 90 3 0 0 90 3
COS119 —Business and Cosmetology X X 45 0 3 0 0 0 0 45 3
COS167 — State Board Review X X 15 0 1 60 2 0 0 75 3
X X 360 0 24 570 19 0 0 930 43
TOTAL ALL COLUMNS
GRAND TOTALS
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Commission of the Council on Occupational Education
EMPLOYER PROGRAM VERIFICATION FORM
for Postsecondary Programs

INSTRUCTIONS:
- Complete this form for each service area served by the program®
- This form must be signed by an employee who is in position o make hiring decisions on
behalf of the emplover.

| Name of Institution
Reid State Technical College

" Address City/State/Zip
PO Box 588 Evergreen, AL 36401
Name of Program

Cosmetology {Diploma)
Madel(s) of Delivery of Program

100% Traditional D.'brid IJ:mee Education

This program is (check one):

X An Existing Program A New Program A Substantially Revised Program

The length of program in:

Clock Hours 43 Semester Credit Hours Quarter Credit Hours

The amount of tuition and fees charged for the total program is: §

3.861.36

Excerpt from the Handbook of Acereditation, Standard 2 — Educational Programs:

5. At least every two years, Hhree bonafide potential emplavers review each educational program and
recommend adwission reguirements, progeam content. program leagth, program objectives,
competency tests, instructional materials, equipment. method of evaluation, and Jevel of skifls
andior proficiency required for completion, and appropricteness of the delivery moade for the
program. (Objeciives 2-B-2 and 3-B-4)

6. The imstitution considers the length and the hatton of each program in relaiion to the documented
eniry fevel earnings of complerers.  (Objective 2-8.2)

NOTE: Job Corps Centers may use the Vocational Evaluation System (VES) Report in place of
the COE Employer Program Verification Form, i

*For programs that include a distance education mode of delivery that recruit students outside the

service area(s) of an institution’s physical location(s), a market needs analysis or other demographic
data which demonstrates demand for the program may be submitted.
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EMPLOYERS' VERIFICATION STATEMENT:

We have reviewed the Cosmetology program and recommended requirements for:
admiissions, program content, program length, program objectives, competency tests, instructional
materials, equipment, method of evaluation, and the skills and/or proficiency required for completion
and appropriateness of the  pJ100% Traditional [] Hybrid [ ] Distance Education

the delivery mode(s) for the program,

EMPLOYER #1:
Naa Title: g
Hum K l&;frr (e Lwiney | groerabor
rﬁpan} Narme: _ thmc:’ Number: .
| EAAM'S @ prep L Sicifes 33Y -3¢ - 2¢23
ress ¥ L&,i State/Zip
by 10 JJCL{!?H’! ___uyﬁ;f;rbv&- 64(5490—"‘:3
Verified range of remuneration (based on year-round, full-time emfployment) that can |ea§0nab1\, b

expecied by completers who enter this field upon completion of the program is from § 130 o6

annually to ‘F*’{? giot  annually,

_ Sigmature: \@f/ Lail & l'ﬁ k_&l F)'[MA/L{‘( Date: Q“—' c;){_}" &O){J

EMPLOYER #2 - -
e S oL har Imms e Dwm&rf DPer G

Company Name; Phone Number: \
&m ZJ; | _SpSll-A040 |
o,

Addre€%5 Lﬁrqo C_}J—’U l)’“ te?;’[;’?aﬂ I H ioL.u'r 7/

Verified range of remuneratio (based on year-round, ﬁll[ time employment) that can reasonably be
expected by completers who enter this field upon completion of the program is from § 25, pop

annually to S;S‘D,ppb annuglly.
w Date: qff /‘—J‘l{;f} J,l'g’)

kS
Signature:

EMFPLOYER #3

| Name: &?’{\_ A,ij{/ I-Tit]u‘: WW 5&4&;&‘ ‘

Comp ﬁ Name: | Phone Num@éi
4%?_4{' fha 755 - ¥550
Address CityState!
200 Canyes Ll Fsvy
| Verified range of remuner atlcm (bascd on vuaramund full-time empl/y ‘ment) that can reasonably he

expected by completers who enter this field upon completion of the program is from § 27 500
annually to $ (p2,0p > annually.

Signature: \—jfé{ “ Lj)7u1 5 . Date: 9 _2@/4”/&/&‘
7
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STANDARD TWO
INDUSTRIAL ELECTRICITY/ELECTRONICS TECHNOLOGY

INTRODUCTION
The industrial electricity/electronics technology program committee was

responsible for evaluating the program to determine compliance with standard two
criteria. The committee relied upon documentation, evaluation of program structure and
function, and interviews with college personnel and students to gather supportive data.
The industrial electricity/electronics technology program offers an associate degree in
applied technology that can be completed in five —six semesters of full-time enrollment.
Classes are offered during the day and evening only on the main campus. The program
includes major electives to enable students to emphasize industrial electrical or computer
electronic training.

The industrial electricity/electronics technology program at Reid State Technical
College provides excellent training that enables graduates of the program to obtain and
successfully perform the tasks of entry-level positions in this field. The admission
policies to the program are relevant to a student’s ability to complete the academic and
occupational requirements. Reid State Technical College is supportive of the industrial
electricity/electronics technology program and students.

The faculty in the industrial electricity/electronics technology program are kept
abreast of the ever-changing world of industrial electricity/electronics and computer
electronics by frequent visits to business and industry, feedback from graduates, surveys

of employers of graduates, and community involvement.

169



The industrial electricity/electronics technology program has a published mission
statement that is publicly available and widely distributed. The purpose statement states
the following:

The purpose of the industrial electricity/electronics
technology program is to provide accessible, premium quality
educational opportunities that will provide individuals with the
knowledge, technical skills, and attitudes necessary to obtain
entry-level employment in the electrical, electronics, or computer
fields.

The associate degree program is intended to produce
graduates who are prepared for employment as entry-level
industrial electricians, electronics technicians, or computer
industry technicians. Program graduates are to be competent in
the academic areas of communications, mathematics, computer
literacy, and human relations and in the technical areas of
electronics circuit repair, electrical writing, programmable logic
controllers, instrumentation, troubleshooting, preventive
maintenance, and computer system operation, set up and repair.
Reid State Technical College will accomplish program objectives
by providing students with a comprehensive general education and
technical training in the core area of industrial electronics. The
occupational skill preparation should meet the National Center for
Construction Education and Research recognized skill standards.
The college will ensure program quality through internal
certification of graduate competencies.

The philosophy and purpose of the industrial
electricity/electronics technology program is consistent with that
of the governing institution.
The program mission, length, objectives, course requirements, equipment, and academic
courses integrated into the occupational area are congruent with the institution’s mission,

current job market, business and industry visits, and the requirements of the Alabama

State Board of Education.
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ANALYSIS

A. Admissions/Recruiting

1. The institution’s admissions policies are clearly stated, published, and
made available to students prior to enrollment. (Objective 2-A-1)

Reid State Technical College’s admissions policies are clearly stated in the
College Catalog and Student Handbook. To qualify for admission to courses creditable
toward an associate degree in applied technology a student must hold a diploma issued by
a regionally and/or state accredited high school; or hold a high school diploma and have
passed the Alabama High School Graduation Examination; or hold a high school diploma
and have achieved a minimum ACT score of 16 or the equivalent score on the SAT or
hold a GED certificate issued by the appropriate state education agency. Applicants must
be at least 16 years of age to enter the industrial electricity/electronics technology
program. Further requirements for conditional and non-conditional admission are
continued in the College Catalog (Exhibit 2-A-1 (a), (b)).

The admission policies are published in the College Catalog, Student Handbook,
brochures, and College website. The admission policies are made available to the public
by direct mailing, public distribution, and displayed in the administration and student

services buildings on campus (Exhibit 2-A-1 (c), (d)).

2. For all students admitted to a Vocational English-As-A Second-Language
Program, the institution utilizes written admission procedures that comply
with policies established by the Commission. (Objective 2-A-1) (See
“Vocational English-As-A-Second Language programs” in the current
edition of the Policies and Rules of the Commission.). (Objective 2-A-1)

Reid State does not offer Vocational English-As-A-Second Language.
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3. The institution clearly defines and publishes a policy on the transfer of
students between programs within the institution and the transfer of
students from other institutions. (Objective 2-A-1)

The College clearly defines and publishes a policy on the transfer of students
between programs within the institution and from other institutions. The Alabama State
Board of Education Admission Policy #801.01 governs the general admission of transfer
students and subsequent principles for transfer of college credit. The Standards of
Academic Progress Policy #714.03 governs the academic standards applying to transfer
students, and each of these policies are published in their entirety in the College Catalog
and Student Handbook (Exhibit 2-A-3 (a), (b), (), (d)).

An applicant who has previously attended another accredited postsecondary
institution will be considered a transfer student and will be required to furnish official
transcripts of all work attempted at all said institutions. The College also requires the
transfer of student documents required of first-time college students.

A transfer student who meets requirements for admission to a course creditable
toward an associate degree is classified as a degree-eligible student. A transfer student
who does not meet these requirements is classified as a non-degree-eligible student.

A transfer student must have submitted to the College an application for
admission, an official transcript from all accredited postsecondary institutions
attended, and an official high school transcript or GED. A transfer student whose
cumulative grade point average at the transfer institution(s) is 2.0 or above on a 4.0
scale is admitted on clear academic status. A transfer student whose cumulative
grade point average at the transfer institution(s) is less than 2.0 on a 4.0 scale is

admitted only on academic probation. An applicant who has been academically
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suspended from another accredited postsecondary institution may be admitted as a
transfer student only after following the appeal process established at the College for
native students who have been academically suspended. If the transfer student is

admitted upon appeal, the student will enter the institution on academic probation.

4. The institution clearly defines and publishes a policy on the transfer of
credits that includes a statement of the criteria established by the
institution regarding the transfer of credit earned at another institution.
(Objective 2-A-1)

Transfer credit will be awarded for internal and external transfers based on the
published “General Principles for Transfer of Credit.” A course completed at other
accredited postsecondary institutions with a passing grade will be accepted for
transfer as potentially creditable toward graduation requirements. Credit may be
extended based on a comprehensive evaluation of demonstrated and documented
competencies and previous formal training. For students admitted on academic
probation, only courses in which they have earned a course grade of C or better will
be accepted for transfer. Awarding of transfer credit to fulfill graduation
requirements will be based on applicability of the credits to the requirements of the

degree sought (Exhibit 2-A-4 (a), (b)).

5. Admission requirements offer reasonable expectations for successful
completion of the occupational programs offered by the institution regardless
of the delivery mode. (Objective 2-A-2)

Admission requirements offer reasonable expectation for completion of the
industrial electricity/electronics technology program. As mandated by the Alabama State
Board of Education a high school diploma or GED is required for admission to this

associate in applied technology degree program.
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The College follows a mandatory assessment and placement policy. Students are
also required to take the COMPASS placement test to determine their readiness for
college-level. Student ability is tested in three domains; reading, writing, and algebra.
Students who fail to meet the standard cut scores for entry to English and math courses
are placed into developmental coursework to develop academic competencies required
for success in the industrial electricity/electronics technology program. Students are not
admitted to college-level English or math classes until these academic competencies are
developed. They may, however, enroll in some technical courses.

These admission, placement testing, and developmental education policies ensure
that students possess the basic skills necessary to complete the highly technical and very
demanding academic coursework required in this program. A grade analysis is used to
determine the appropriateness of these admission requirements. This provides evidence
that students are adequately prepared to successfully complete the occupational program

(Exhibit 2-A-5 (a), (b), (c)).

6. Students admitted into Associate Degree programs have a high school diploma
or its equivalent. (Objective 2-A-2)

Reid State Technical College follows the Alabama State Board of Education
policy requires that all students admitted to an associate degree program have a high

school diploma or the equivalent (Exhibit 2-A-6 (a), (b), (c), (d)).

7. An institution that admits students on an “ability to benefit” basis has
written admissions procedures, applies these uniformly, provides
documented evidence of how they are used, maintains records on student
progress, and regularly evaluates the effectiveness of the procedures used in
admitting these students (Objective 2-A2)

Students are not admitted on an ability-to-benefit basis to the industrial
electricity/electronics technology program.
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8. The institution ensures that recruiting activities are ethical and that all
materials used in recruiting accurately describe the mission, instructional
outcomes, student performance expectations, and completion requirements
of each program. (Objective 2-A-3)

The institution ensures that recruiting activities are ethical and that all materials
used in recruiting accurately describe the mission, instructional outcomes, student
performance expectations, and completion requirements of each program described in
such materials. Reid State Technical College’s recruiting activities are ethical and are
conducted according to standard marketing and recruiting practices.

The director of recruiting/placement and retention has primary responsibility for
developing and implementing the Recruitment Plan (Exhibit 2-A-8 (a)). Responsibility
for carrying out recruiting activities is spread across the College. All personnel are
responsible for aggressively distributing materials to locations in their communities and
making presentations to local high schools, churches, and vocational centers. All printed
and recorded materials accurately depict the mission, instructional outcomes, student
performance expectations, and completion requirements of each program. The College
uses a variety of materials to market programs and services. Colorful brochures, the
College Catalog, newspaper advertisements, and news releases are employed to inform

the College’s student body and community of program offerings (Exhibit 2-A-8 (b), (c),

(d). (e). (), ().

9. Prior to admission, students are informed of the costs of the program
and any equipment and services required. (Objective 2-A-3)

Students are informed of industrial electricity/electronic technology program costs
prior to admission in several ways. Complete information about this program is included

in the College Catalog (Exhibit 2-A-9 (a)). This includes the program philosophy,
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mission statement, program objectives, costs, admission criteria, certification
information, curriculum outline, course descriptions, program completion requirements,
and any other pertinent information. The College Catalog is available in administration
and student services buildings, and all incoming students are provided a copy during the
orientation/advising session prior to their first registration. College brochures list the
credit hours required for completion of each program, and semester schedule on the
College website lists the credit hours per class (Exhibit 2-A-9 (b), (c)).

Program cost sheets are provided to students in the student services building. The
total tuition/fee cost for the industrial electricity/electronic technology program follows

(Exhibit 2-A-9(d)):

Tuition $6,660.00
Fees $1,665.00
Books $2,500.00

Supplies $ 348.00

The College’s tuition rate per semester hour is $90, plus a $9 per hour facilities
fee, $9 per hour technology fee, $1 per hour bond fee, and $3 per hour special building

fee.

Programs

1. Occupational education programs offered by the institution are congruent
with the mission of the institution and with the occupational needs of the people
served by the institution. (Objectives 2-A-2 and 2-B-1)

The industrial electricity/electronics technology program is congruent with the
mission of the institution and with the occupational needs of the people served by the
institution. Reid State Technical College’s mission is as follows:

Reid State is committed to provide postsecondary education and training to
students from diverse backgrounds and abilities on a non-discriminatory basis in
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order to prepare an effective workforce and to promote economic growth and

community stability. In the spirit of scholarship, collaboration, technological

specialization, flexible learning opportunities and personal development, the
entire college seeks an improved quality of life for all students.

The industrial electricity/electronics technology program is designed to provide
accessible, quality educational opportunities that will provide individuals with the
knowledge, technical skills, and attitudes necessary to obtain entry-level employment in
the electrical, electronics, or computer field. This occupational program is congruent with
the institutional mission.

Labor market analyses provide information to assist the College in ensuring that
the program continues to meet the occupational needs of the service area (Exhibit 2-B-1
(@), (b)). Continuing relevancy of the program content is also ensured through
information obtained from frequent contact with business and industry representatives

and the industrial electricity/electronics technology advisory committee meetings

(Exhibit 2-B-1 (c), (d)).

2. The objectives for each educational program are evaluated annually.
(Objective 2-B1)

The industrial electricity/electronics technology program objectives are evaluated
annually. The industrial electricity/electronics technology program has a local advisory
committee that meets twice annually. The committee reviews the mission of the College,
content of the program, instructional methods and evaluations, and recommends any
changes needed to meet the needs of the public. Minutes are recorded at each meeting and
kept on file (Exhibit 2-B-2 (a)).

Employer Verification Forms are completed by employers who hire Reid State

graduates. This process gives the employer the opportunity to evaluate the program
content, objectives, admission criteria, and curriculum to ensure that desirable, relevant,
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and current practices are included in the program of study (Exhibit 2-B-2 (b)). Program
faculty continually review and adjust program objectives as a result of feedback received

from business and industry visits (Exhibit 2-B-2 (c)).

3. Each occupational education program has clearly stated objectives, defined
content relevant to these objectives and the current needs of business and
industry, and student evaluation based on the program objectives and
content. (Objective 2-B-2)

The industrial electricity/electronics technology program at Reid State Technical
College has clearly stated objectives, defined content relevant to these objectives and the
current needs of business and industry, and student evaluation based on the program
objectives and content.

The industrial electricity/electronics technology program outcome objectives are
as follows (Exhibit 2-B-3 (a)):

1. Program graduates will be proficient in communication,
computation, and interpersonal skills.

2. Program graduates will be technically proficient.

3. Program graduates will be able to obtain certification through
the National Center for Construction Education and Research.

4. Program graduates will be successfully employed in the field.

5. Employers of program graduates will be satisfied with their
education and training.

Course objectives are listed in the individual course syllabi, course guides, and
curriculum standards and support attainment of broad program outcome objectives
(Exhibit 2-B-3 (b)).

The instructional program content is based on current needs of business and
industry. The industrial electricity/electronics technology instructors stay abreast of the
changes taking place in industry by continuing contact with business and industry
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representatives. Two visits per semester are required by College policy in order to
ascertain current needs, and information obtained during these visits is recorded on
Business and Industry Visit forms and filed in the instructor’s records and in the office of
the human resources/instructional services coordinator (Exhibit 2-B-3 (c)).

Students are evaluated based on program content and objectives. Knowledge tests
are used to evaluate theoretical knowledge, and lab demonstrations are used to verify skill
competencies. Methods of evaluation and grading are identified in course syllabi
(Exhibit 2-B-3 (d)).

Course notebooks are required for every course included in the curriculum.
Course notebook includes the syllabus, course outline, course guide, curriculum standard,
tests, safety information, lesson plans, student information sheets, and other instructional
material. This process ensures the standardization of content for every course taught at
Reid State Technical College without respect to time of day, instructor, or location

(Exhibit 2-B-3 (e)).

4. A systematic process has been implemented to document that the objectives
and content of programs are current. (Objective 2-B-2)

A systematic process is in place to document that the objectives and content of
programs are current. This is done by the advisory committee which meets twice
annually and documents their review of program objectives and content (Exhibit 2-B-4
(a)).

Program objectives and content are also updated through information obtained
from business and industry visits, informal contact with alumni, and Employer

Verification Forms (Exhibit 2-B-4 (b), (c)).
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5. At least every two years, three bona fide potential employers review each
educational program and recommend admission requirements, program
content, program length, program objectives, competency tests, instructional
materials, equipment, method of evaluation, and level of skills and/or
proficiency required for completion, and appropriateness of the delivery
mode for the program. (Objectives 2-B-2 and 2-B-4)

At least every two years, three bona fide potential employers review the industrial
electricity/electronics technology program and recommend admission requirements,
program content, program length, program objectives, instructional materials,
competency tests, method of evaluation, and level of skills required for completion.
Employer Verification forms are filed in the office of the human resources/instructional

services coordinator (Exhibit 2-B-5).

6. The institution considers the length and the tuition of each program in relation
to the documented entry level earnings of completers. (Objective 2-B-2)

The institution considers the length and tuition of program in relation to the
verified potential earnings of its graduates. Employer Verification Forms document the
range of earnings a student can expect to earn upon graduation (Exhibit 2-B-6 (a)). The
tuition is set according to the guidelines from the Alabama State Board of Education
(Exhibit 2-B-6 (b)).

The industrial electricity/electronics technology associate degree program can be
completed in five-six semesters. The range of remuneration graduates can reasonably
expect in this area is $20,000 to $40,000. Tuition is $90 per semester hour. The total
estimated cost for 5-6 semesters is $11,173 which includes tuition, insurance, technology

fees, building fees, diploma fee, books, and supplies.
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7. Courses required for each program are offered with sufficient frequency
for the student to complete the program within the publicized time frame.
(Objective 2-B-3)

Courses required for each program are offered with sufficient frequency for
students to complete the program within the publicized time frame. The industrial
electricity/electronics technology program can be completed in five-six semesters of full-
time enrollment. Classes are offered at least twice each year to accommodate enrollment
each semester (Exhibit 2-B-7 (a)). All students are provided a degree plan when they
register for classes, and advisors use these to plan the students’ schedules each semester
(Exhibit 2-B-7 (b), (c), (d)).

Developmental courses in writing, mathematics, and reading are offered every
semester to assist under prepared students in developing basic skills to ensure success in
college-level courses. Students who require developmental coursework are informed by
their advisors that they may take longer to complete the program requirements depending

upon their developmental needs.

8. Associate Degree programs offered must meet the following
requirements:

a. The appropriate applied degree title, such as Associate of
Applied Technology, Associate of Applied Science, Associate
of Occupational Studies, Associate of Science, or Associate of
Occupational Technology, is used.

b. The program has a minimum of 60 semester hours or 90
guarter hours.

¢. The program includes a minimum of 15 semester hours or 23
quarter hours of general education courses, with a minimum of
one course from each of the following areas: humanities,
behavioral sciences, natural or applied sciences, and
mathematics. (Objective 2-B-5)

The industrial electricity/electronics technology program awards an associate in

applied technology degree and requires a minimum of 74 semester hours for program
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completion. According to requirements of the Alabama State Board of Education, the
general education core required for the degree is 19 semester hours in Areas | through 1V,
which includes one hour of orientation. In Area I, students must earn three hours in
written composition. In Area I, students must earn three to six hours in fine arts and
humanities, for a total of six hours in Areas | and II. In Area Ill, students must earn nine
credit hours in natural science and mathematics, and in Area IV three credit hours in
history, social and behavioral sciences (Exhibit 2-B-8 (a),(b), (c)). Courses to satisfy
these general education core requirements in the industrial electricity/electronics
curriculum include: English, ethics and society, intermediate algebra, mathematical
applications, microcomputer applications, and general psychology. Students are required

to complete 55 semester hours in a core technical concentration.

9. All programs, regardless of location or time or mode of delivery, are
qualitatively consistent with those offered on the main campus, and
must:

a. Be approved and administered under established institutional policies
and procedures and supervised by an administrator who is part of the
institutional organization.

b. Have appropriate involvement of on-campus administrators and
faculty in planning, approval, and on-going evaluation.

¢. Have individual student records, including period of enrollment,
financial, and educational program records, permanently maintained by
the institution at the main campus.

d. Be described in appropriate catalogs, brochures, and/or other
promotional materials and include tuition/fee charges, refund policies,
admissions and academic requirements, and information technology
requirements.

e. Provide for timely and meaningful interaction among faculty and
students. (Objectives 2-B-6 and 2-B-8)

The industrial electricity/electronics technology program offers day and evening

classes on the main campus.
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10. A credit hour is equivalent to a minimum of each of the following: one
semester credit for 15 clock hours of lecture, 30 clock hours of laboratory, or
45 clock hours of work-based activities; or one quarter credit for 10 clock
hours of lecture, 20 clock hours of laboratory, or 30 clock hours of work-
based activities. (Objective 2-B-7)

The credit/clock hours assigned to each course in the industrial electricity/
electronics technology program are measured according to the requirements set forth by
the Alabama State Board of Education (Exhibit 2-B-10 (a)). That is, a semester hour of
theory contains 15 clock hours of lecture, a semester hour of experimental lab contains 30
clock hours of laboratory, and a semester hour of manipulative lab contains 45 clock
hours of laboratory. The total clock and credit hours assigned to each course are
identified in the College Catalog (Exhibit 2-B-10 (b), (c)).

Instruction

1. Academic competencies and occupational skills are integrated into the
instructional program for each occupational area. (Objective 2-C-1)

Academic and occupational competencies are integrated throughout the industrial
electricity/electronics technology program. This is demonstrated through the inclusion of
a required general education core consisting of 18 semester hours in English, psychology,
ethics, computer and mathematics courses required for the associate in applied
technology degree (Exhibit 2-C-1 (a)). The integration of academic competencies within
individual technical courses is documented in the course syllabi. Applications of
workplace competencies in communication, mathematics, and workplace skills within the
technical curriculum are identified on course syllabi (Exhibit 2-C-1 (b)). These
academic competencies are further developed and refined through applications in work-

based learning.
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Students also receive instruction to develop proficiency in the technical areas of
electronic circuits repair, electrical wiring, programmable logic controllers,
instrumentation, troubleshooting, preventive maintenance, and computer system
operation and repair. Development of these occupational competencies is demonstrated

in the program curriculum and course syllabi (Exhibit 2-C-1 (c)).

2. The instructional programs provide instruction in the competencies
essential to success in the occupation, including job knowledge, job skills,
work habits, and attitudes. (Objective 2-C-2)

The instructional program provides training in the competencies essential to
success in the occupation, including job knowledge, job skills, work habits, and attitudes.
The industrial electricity/electronics technology program is designed to prepare students
with entry-level occupational skills. Included in the students’ training is a major
emphasis on attitude development and work habits. Each course containing a laboratory
component includes a grade for work ethics as a percentage of the student’s overall final
grade. This is documented in the course syllabi. Development of job knowledge and job
skills is accomplished through lecture and complementary laboratory courses (Exhibit 2-
C-2 (a), (b), (c)).

The College demonstrates its concern for the quality of training in terms of

providing students with appropriate job knowledge, job skills, work habits, and attitudes.

3. The sequence of instruction required for program completion (lecture, lab,
and work-based activities) is effectively organized in order to maximize the
learning of competencies essential to success in the occupation. (Objective
2-C-2)

The sequence of instruction required for completion of the industrial

electricity/electronics technology program is effectively organized in order to maximize
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the learning of competencies essential to success in the occupation (Exhibit 2-C-3 (a),

(b)).

4. Occupational advisory committees appointed for each program or program
area are used to ensure that desirable, relevant, and current practices of
each occupation are being taught. Each committee (a) is composed of at
least three members, all being external to the institution and representative
of the geographical service area covered by the program area; (b) meets at
least twice annually with a majority of official members present; and (c)
keeps minutes of each meeting to document their activities and
recommendations. The occupational advisory committee may also perform
the functions of the institutional advisory committee if only one
occupational advisory committee is required for the institution. (Objectives
2-B-2 and 2-C-2)

The industrial electricity/electronics technology advisory committee actively
ensures that relevant and current practices are being taught. The committee is made up of
three external members from the industry and meets twice annually as evidenced by the
minutes recorded at each meeting. Advisory committee meetings are held during the fall
and spring semesters. Minutes are recorded and kept in the program notebook in the
lead faculty office (Exhibit 2-C-4 (a), (b)). The advisory committee follows a standard
agenda, format for reporting minutes, and completes an annual checklist verifying that
committee members have had an opportunity to review and discuss program plans,
equipment, job placement, facilities, program content, curriculum, objective, and to make

necessary recommendations (Exhibit 2-C-4 (c)).

5. Occupational advisory committees review, at least annually, the
appropriateness of the type of instruction (such as lecture, laboratory,
work-based instruction, and/or mode of delivery) offered within each
program to assure that students gain competency with specific skills
required for successful completion of the program. (Objectives 2-B-7 and 2-
C-4)

The industrial electricity and electronics advisory committee reviews the course

syllabi and curriculum on bi-annual basis. Program courses are reviewed for
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applicability with the needs of local industry. The committee examines course materials,
for example, Mastering PLC learning activity packets, worksheets, and hands on
experiments to make sure the materials meets and exceeds the needs of industry (Exhibit

2-C-5 (a), (b)).

6. Job-related health, safety, and fire-prevention are an integral part of
instruction. (Objectives 2-C-2 and 2-C-3)

Job-related safety, health, and fire-prevention are an integral part of instruction in
industrial electricity/electronics technology. Safety is integrated throughout laboratory
exercises. This practice is facilitated through the inclusion of a section on safety in each
course notebook (Exhibit 2-C-6 (a)). This ensures consistency of safety instruction for
day and evening classes. Evacuation plans and emergency procedures are posted in
prominent locations throughout laboratory and classroom areas, included in the course
notebooks, and reviewed with students each semester (Exhibit 2-C-6 (b)). Courses
include safety instruction, particularly those with laboratory components, and safety
instruction is documented in course syllabi (Exhibit 2-C-6 (c)).

The College has a standing safety committee that is charged with coordinating an
effective safety program that ensures a safe environment for training. This includes
regular inspections of shop and classroom areas, reviewing referrals of safety concerns,
and making recommendations for suitable corrections. The Safety Manual specifically
addresses the use of various equipment specific to the industrial electricity/electronics
technology program. A copy of the Safety Manual is on file in the industrial
electricity/electronics technology program area and is reviewed with students each
semester (Exhibit 2-C-6 (d)). An industrial electricity/electronics technology safety

committee is comprised of students that meets regularly, and documents committee
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activities in minutes that are maintained on file by the college’s safety committee

secretary and program faculty (Exhibit 2-C-6 (e), (f)).

7. To develop skill proficiency, sufficient practice is provided with equipment
and materials similar to those currently used in the occupation. (Objective
2-C-3)

To develop skill proficiency, sufficient practice is provided with equipment
similar to that currently in use in the occupation. The industrial electricity/electronics
technology program includes ample time for laboratory practice on industry standard
equipment (Exhibit 2-C-7 (a)). The majority of courses offered are taught in the lab
environment. Documentation that equipment meets industry standards is maintained
through business and industry visits and advisory committee meetings (Exhibit 2-C-7
(b), (c)). Aninventory of all equipment is conducted annually and records are
maintained by the business office (Exhibit 2-C-7 (d)). Instructional budgets are
adequate to support equipment upgraded annually. When necessary, programs are

targeted for the use of restricted funds to upgrade more costly equipment.

8. All instruction is effectively organized as evidenced by course outlines,
lesson plans, competency tests, and other instructional materials. (Objective
2-C-4)

Instruction in classrooms, shops, and laboratories is effectively organized as
evidenced by course outlines, lesson plans, competency tests, and/or other instructional
materials. A course notebook for each course taught in industrial electricity/electronics
is maintained in the faculty offices. Course notebooks contain course outlines, lesson
plans, course guides, curriculum standards, course syllabi, instructional materials, tests,

safety handouts, student information sheets, and other information needed to teach each
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class. The notebooks are useful to faculty and ensure consistency of instruction between

day and extended day classes (Exhibit 2-C-8).

9. The institution uses a systematic, objective, and equitable method of
evaluating student achievement based on required competencies.
(Objective 2-C-5)

The industrial electricity/electronics technology program has a published
systematic and objective method for evaluating student occupational achievements.
Course syllabi detail the objectives for each course. Evaluation methods are identified in
each course syllabus that is distributed to and reviewed by every student during the first
class meeting (Exhibit 2-C-9 (a)). Knowledge tests are used to evaluate theoretical
knowledge in lecture classes, and demonstrations or proficiency exams are used to
evaluate skill proficiency in lab classes (Exhibit 2-C-9 (b)).

Grading procedures follow the guidelines for grading in the College Catalog and

Student Handbook (Exhibit 2-C-9 (c), (d)).

10. Each work-based activity has a written instructional plan for students
specifying the particular objectives, experiences, competencies, and
evaluations that are required. (Objective 2-C-6)

11. The instructional plan designates the on-site employer representative
responsible for guiding and overseeing the students’ learning experiences
and participating in the students’ written evaluations. (Objective 2-C-6)

12. All work-based activities conducted by the institution are supervised by a
designated employee possessing appropriate qualifications. (Objective 2-C-
6)

The industrial electricity/electronics technology does not include provisions for

work-based activity.

CHALLENGES AND PROPOSED SOLUTIONS

New industries in south Alabama are requesting a skilled workforce to fill

positions rather than entry level employees. Therefore, the curriculum requires constant
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modifications to meet industry requirements. A major challenge is the consistent

attendance of the advisory committee members.

SUMMARY
The industrial electricity/electronics technology program provides opportunities

for students to obtain exposure to and appreciation of the dynamics of the industry. The
program is designed to meet the requirements of the State Board of Education and Reid
State Technical College and industry standards.

The industrial electricity/electronics technology program has a published purpose
statement and program objectives that are evaluated continuously and publicly available.
The instructional program is effectively organized as evidenced by course notebooks,
course outlines, lesson plans, syllabi, instructional materials, tests, course guides, and
curriculum standards.

The industrial electricity/electronics technology program has an active advisory
committee that documents activities and recommendations of semi-annual meetings in
minutes. Faculty actively solicit advice and recommendations from resource personnel
through regular business and industry visits, professional associations, Employer
Verifications Forms, and advisory committees.

Program outcomes substantiate a strong program that emphasizes the attainment
of entry-level skills, including academic and occupational skill development. Program
faculty continually avail themselves of professional development opportunities to

maintain and update their professional and teaching skills.
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Standard Two

Industrial Electricity/Electronics Technology Exhibits

Admissions

2-A-1(a) College Admission Policy, College Catalog, pp. 21-33
2-A-1(b) College Admission Policy, Student Handbook, pp. 67-77
2-A-1(c) Program Brochure

2-A-1(d) College Website

2-A-2 Non-Applicable

2-A-3(a) College Transfer Policy, College Catalog, p.26-27
2-A-3(b) College Transfer Policy, Student Handbook, pp. 74-76
2-A-3(c) State Board of Education Policy 801.01

2-A-3(d) State Board of Education Policy 714.03

2-A-4(a) College Transfer of Credits Policy, College Catalog, p. 27
2-A-4(b) College Transfer of Credits Policy, Student Handbook, p. 76

2-A-5(a) College Admission Policy, College Catalog, pp. 21-33
2-A-5(b) College Admission Policy, Student Handbook, pp. 67-77
2-A-5(c) Placement Testing Policy, College Catalog, p. 32

2-A-6(a) State Board of Education Admission Policy 801.01
2-A-6(b) College Admission Policy, College Catalog, pp. 21-33
2-A-6(c) College Admission Policy, Student Handbook, pp. 67-77
2-A-6(d) Program Admission Policy, College Catalog, pp. 98-99

2-A-7 Non-Applicable

2-A-8(a) Recruitment Plan

2-A-8(b) College Catalog, p. 98-99

2-A-8(c) Brochure

2-A-8(d) Admission Packet

2-A-8(e) Schedule

2-A-8(f) Advertising Scrapbook

2-A-8(9) Reid State Technical College website www.rstc.edu

2-A-9(a) College Catalog, p. 98-99

2-A-9(b) Brochure

2-A-9(c) Tuition Rates, College Catalog and Student Handbook, p. 64
2-A-9(d) Program Cost Sheet

Programs
2-B-1(a) Alabama Occupational Trends for 2016

190


http://www.rstc.edu/

2-B-1(b)
2-B-1(c)
2-B-1(d)

2-B-2(a)
2-B-2(b)
2-B-2(c)

2-B-3(a)
2-B-3(b)
2-B-3(c)
2-B-3(d)
2-B-3(e)

2-B-4(a)
2-B-4(b)
2-B-4(c)

2-B-5

2-B-6(a)
2-B-6(b)

2-B-7(a)
2-B-7(b)
2-B-7(c)
2-B-7(d)

2-B-8(a)
2-B-8(b)
2-B-8(c)

2-B-9
2-B-10(a)
2-B-10(b)
2-B-10(c)
Instruction

2-C-1(a)
2-C-1(b)

2-C-1(c)

Occupational Outlook Handbook
Business and Industry Visits
Advisory Committee Minutes

Advisory Committee Minutes
Employer Verification Forms
Business and Industry Visits

Program Objectives, College Catalog, p. 98
Syllabi

Business and Industry Visits

Tests

Course Notebook

Advisory Committee Annual Checklist
Business & Industry Visits
Employer Verification Forms

Employer Verification Forms

Employer Verification Forms
State Board of Education Tuition Table

Student Transcript

Degree Plan

Program Curriculum, College Catalog, p. 99-100
Schedule

Degree Requirements, College Catalog, p. 99-100
Degree Requirements, College Catalog, p. 99-100
Degree Requirements, College Catalog, p. 99-100

Non-Applicable

State Board of Education Policy 705.01
Credit Clock Hour Chart
Program Degree Requirements, College Catalog, p. 99-100

Program Curriculum

ENG101 English Composition I Syllabus
MTH116 Mathematical Applications
MTH100 Intermediate Algebra

PHL206 Ethics & Society Syllabus
PSY200 General Psychology

CIS146 Microcomputer Applications
Syllabus
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2-C-2(a)
2-C-2(b)
2-C-2(c)

2-C-3(a)
2-C-3(b)

2-C-4(a)
2-C-4(b)
2-C-4(c)

2-C-5(a)
2-C-5(h)

2-C-6(a)
2-C-6(b)
2-C-6(c)
2-C-6(d)
2-C-6(e)
2-C-6(f)

2-C-7(a)
2-C-7(b)
2-C-7(c)
2-C-7(d)
2-C-8
2-C-9(a)
2-C-9(b)
2-C-9(c)
2-C-9(d)
2-C-10
2-C-11

2-C-12

Lab Course Syllabus
Theory Course Syllabus
Work Habits Check Sheets

Degree Plan
Program Curriculum, College Catalog, p. 99-100

Advisory Committee Membership List
Advisory Committee Minutes
Advisory Committee Guidelines Annual Checklist

Employer Verification Forms
Advisory Committee Guidelines Annual Checklist

Course Notebook (See 2-B-3)
Emergency Procedures
Syllabus

Safety Committee Minutes
Safety Manual

Safety Pictures

Lab Syllabus

Business and Industry Visits

Advisory Committee Guideline Annual Checklist
Equipment Inventory

Course Notebook (See 2-B-3)

Syllabus

College Grading Policy, Student Handbook, p. 86
Lab and Theory Tests

Student Transcript

Non-Applicable

Non-Applicable

Non-Applicable
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CLOCK HOUR/CREDIT HOUR CHART

Program Name | Industrial Electricity/Electronics Technology (Degree — AAT)

CIP Code | 47.0105

Instructions: Refer to the Commission’s definition of clock/credit hour measurement in the latest edition of the Handbook of Accreditation. For
programs measured in credit hours, provide both clock and credit hour information. List all courses offered within the program. Make additional

copies of this page as needed.

Provide total program length in all categories that apply
(be sure that these numbers agree with the grand total):

TOTAL CLOCK TOTAL SEMESTER TOTAL QUARTER
HOURS: 1440 CREDIT HOURS: 74 CREDIT HOURS: N/A
INSTRUCTION
COURSE NAME DELIVERY METHOD WORK-
(Use one line for each course (Check One or More) CLASSROOM/ LECTURE BASED TOTALS
within the program.) Audio/ Correspon- Clock SHOP/LAB ACTIVITIES
Classroom Online VideoTape dence Classroom Distance Ed. Credit Clock Credit | Clock Credit | Clock Credit
ENG101- English Composition X X 15 30 3 0 0 0 0 45 3
PHL206-Ethics and Society X 45 0 3 0 0 0 0 45 3
ORT 100 - Orientation X 15 0 1 0 0 0 0 15 1
MTH116 — Mathematical Applications X 45 0 3 0 0 0 0 45 3
CIS 146- Microcomputer Applications X X 15 30 3 0 0 0 0 45 3
PSY200 - Psychology X 45 0 3 0 0 0 0 45 3
MTH100 - Intermediate Algebra X 45 0 3 0 0 0 0 45 3
ILT 104 — Industrial Instrumentation X 45 0 3 0 0 0 0 45 3
ILT105 — Industrial Instrumentation Lab X (Lab) 0 0 0 60 2 0 0 60 2
ILT117 — Principles of Construction Wiring X 15 0 1 60 2 0 0 75 3
ILT 127 — Microcomputer Fundamentals X 15 30 3 0 0 0 0 45 3
1LT129 — Personal Computer Hardware X 15 15 2 30 1 0 0 60 3
1LT135 — Local Area Networks (LANS) X 30 0 2 30 1 0 0 60 3
ILT 160 — DC Fundamentals X 15 0 1 60 2 0 0 75 3
ILT161- AC fundamentals X 15 0 1 60 2 0 0 75 3
ILT 162 Solid State Fundamentals X 15 0 1 60 2 0 0 75 3
ILT163 — Digital Fundamentals X X 0 15 1 60 2 0 0 75 3
ILT166 — Motors and Transformers | X 30 0 2 30 1 0 0 60 3
ILT167 —~AC/DC Machinery and Controls | X 30 0 2 30 1 0 0 60 3
1LT169 — Hydraulics/Pneumatics X 30 0 2 30 1 0 0 60 3
ILT 194 — Introduction to Programmable X 30 0 2 30 1 0 0 60 3
Logic Controllers
ILT195 — Troubleshooting Techniques | X 30 0 2 30 1 0 0 60 3
ILT196 — Advanced Programmable Logic X 30 0 2 30 1 0 0 60 3
Controllers
ILT216 — Industrial Robotics X 45 0 3 0 0 0 0 45 3
ILT217 — Industrial Robotics Lab X (Lab) 0 0 0 60 2 0 0 60 2
1LT229 — PC Repair X 15 30 3 0 0 0 0 45 3
TOTAL ALL COLUMNS X X 630 150 52 660 22 0 0 1440 74
GRAND TOTALS
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Commission of the Council on Occupational Education
EMPLOYER PROGRAM VERIFICATION FORM
for Postsecondary Programs

INSTRUCTIONS:
- Complete this form for each service area served by the program®
- This form must be signed by an employee who is in position to make hiring decisions on
behalf of the emplaver,

| Name of Institution
Reid State Technical College

Address
PO Box 388

City/State/Zip
Evergreen, AL 36401

Name of Program
Industrial Electricity/Electronics Technology (AAT)

Model(s) of Delivery of Program

D 100% Traditional ‘brid [Dmce Education

This program is {check one):

X An Existing Program A New Program A Substantially Revised Program

The length of program in:

Clock Hours 74 Semester Credit Hours Quarter Credit Hours

The amount of tuition and fees charged for the total program is: $ [0.678.60

Excerpt from the Handbook of Acereditation, Standard 2 — Educational Programs:

S A deast every twn years, three bonafide potential employers review each educational program and
recommend admission requirements, progrom content, program length, program objectives,
competensy tests, instructional materiols, equipment, method of evalvation, and level of skills
andior proficiency reguived for completion. and appropricteness of the delivery mode for the
pragrane. (COfjectives 2-8-2 and 2-8-4)

6. The institution considers the lengtl and the tuiton of each program in relation to the documented
entry fevel earnings of completers,  (Olijective 2-B-2)

NOTE: Job Corps Centers may use the Vocational Evaluation System (VES) Report in place of
the COE Emplover Program Verification Form.

*For programs that include a distance education mode of delivery that recruit students outside the
service area(s) of an institution’s physical location(s), a market needs analysis or other demographic
data which demonstrates demand for the program may be submitted.
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EMPLOYERS' VERIFICATION STATEMENT:

We have reviewed the Industrial Electricity/Electronics Technology program and recommended
requirements for: admissions. program content, program length, program objectives, competency
tests, instructional materials, equipment, method of evaluation, and the skills and/or proficiency
required for completion and appropriateness of the  [[]100% Traditional [ |Hybrid

[] Distance Education the delivery mode(s) for the program.

EMPLOYER #1:

| Name: Title:
7Adﬁrﬂ P\;ﬁby . = C“—O( f:qs.*““, Rﬂef:-w-l"l‘u-r
Company Natrle: d Phone Number:

{ane Leaf Machinine (LT L5{- 5671 977
Address S City/State/Zip

Trducdelyl Back Brodten Al 3¢4206
Verified range of remuneration (based on year-round, full-time employment) that can reasonably be
expected by completers who enter this field upon completion of the program is from $ 323, 000
annually to § 43,090 annually,

:Sia_nalun:: I/fd/t—fi\ _ Date: %/,-’C::/Q/O

EMPLOYER #2
Mame: _ ‘Tillez

{fn'c Lﬂa ngancf

Efto'gr’fcfaﬁ fMu.\,.-{.,

Company .-\':tme:? Phone Number;
ower Souvth 334 427-3000
Address ’ [ City/State/Zip

| 037 East 3 Moteh St HFindefy s7a ,ﬁf Jo¥af
Verified range of remuneration (based on year-round. full-time employment) that can reasonably be
expected by completers who enter this field upon completion of the program is from $

| annually 10§ annually.

Signature; /@ /W Date: ///fng/f

EMPLOYER #3 ]
Name: Title:
‘r-':ﬂ }f CJO k crf r fn,e}{ ¢ "lag riCtary |
Company Name: Phone Number:
: . __80 ber Elecdeie 334 39/ SYgdY
| Address City/State/Zip
{13 Meken 2 /e '5_“‘ Greenvtle  #¢ 7@657

Verified range of remuneration (based on vear-round, full-time emplavment) that can reasonably be
expected by completers who emer this field upon completion of the program is from $
annually o 3 annually.

Signature: 21 M . Date: 7" r/f 'f/ﬁ

~
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STANDARD TWO
NAIL TECHNOLOGY

INTRODUCTION

The nail technology program is an 19 hour semester credit hour program. A
student may earn a certificate in one semester of full-time enrollment or two semesters of
part-time enroliment.

The program has a published purpose statement as follows:

The purpose of the nail technology program is to provide
accessible, quality educational opportunities that will provide
individuals with the knowledge, technical skills, and attitudes
necessary to obtain entry-level employment in the nail technology
profession. The certificate program is designed to produce graduates
who, when licensed, are prepared for entry-level careers as
manicurists, nail technicians, nail artists, or receptionists.

Program graduates are to be competent in the technical areas of
manicuring, pedicuring, artificial nail applications, and nail design.
Reid State Technical College will accomplish program objectives by
providing students with comprehensive technical training in the core
area of nail technology. The program is carefully constructed to
provide the student with skills and knowledge required for the
Alabama Board of Cosmetology licensure examination. The
occupational skill preparation should meet the Alabama Board of
Cosmetology recognized skill standards. The college will ensure
program quality through internal certification of graduate
competencies and external licensure of graduates and programs
approval by the Alabama Board of Cosmetology.

The philosophy and purpose of the nail technology program is
consistent with that of the governing institution.

The nail technology program prepares students with entry-level skills for
employment and preparation for licensure. Students are required to be licensed by the
Alabama State Board of Cosmetology prior to employment. The program complies with

the requirements of the Alabama State Board of Cosmetology, the Alabama State Board
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of Education, and the mission of The Alabama Community College System. The
program was developed in response to, and is congruent with, the occupational needs of

the service area.

ANALYSIS

A. Admissions/Recruiting

1. The institution’s admissions policies are clearly stated, published, and
made available to students prior to enrollment. (Objective 2-A-1)

The institution’s admissions policy is published in the College Catalog, Student
Handbook, program brochures, and College website (Exhibit 2-A-1 (a), (b), (c), (d)).
These publications are distributed to the students during high school recruiting visits.
They are displayed in the student services building, public relations office, administration
building, and other campus areas. College publications are distributed at orientation, all

recruiting activities, in application folders, and by mass direct mailings.

2. For all students admitted to a Vocational English-As-A-Second-Language
Program, the institution utilizes written admission procedures that comply
with policies established by the Commission. (Objective 2-A-1) (See
“Vocational English-As-A-Second Language Programs” in the current
edition of the Policies and Rules of the Commission.)

Reid State Technical College does not offer Vocational English-As-A-Second

Language Program.

3. The institution clearly defines and publishes a policy on the transfer of
students between programs within the institution and the transfer of
students from other institutions. (Objective 2-A-1)

Reid State Technical College’s policy on the transfer of students between
programs within the institution and the transfer of students from other institutions is

published in the College Catalog and Student Handbook (Exhibit 2-A-3 (a), (b)). The
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Alabama State Board of Education Admission Policy #801.01 governs the general
admission of transfer students and subsequent principles for transfer of college credit.
The Standards of Academic Progress Policy # 714.03 governs the academic standards
applying to transfer students (Exhibit 2-A-3 (c), (d)).

An applicant who has previously attended another regionally or Council on
Occupational Education accredited postsecondary institution will be considered a transfer
student and will be required to furnish official transcripts of all work attempted at all said
institutions. The College may also require the transfer of student documents required of
first-time college students.

A transfer student who meets requirements for admission to a course creditable
toward an associate degree is classified as a degree-eligible student. A transfer student
who does not meet these requirements is classified as a non-degree-eligible student. A
transfer student must have submitted to the College an application for admission and
official transcripts from all regionally accredited postsecondary institutions attended. A
transfer student whose cumulative grade point average at the transfer institution(s) is 2.0
or above on a 4.0 scale will be admitted on clear academic status. A transfer student
whose cumulative grade point average at the transfer institution(s) is less than 2.0 on a
4.0 scale will be admitted only on academic probation.

An applicant who has been academically suspended from another accredited
postsecondary institution may be admitted as a transfer student only after following the
appeal process established at the College for native students who have been academically
suspended. If the transfer student is admitted upon appeal, the student will enter the

institution on academic probation.
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4. The institution clearly defines and publishes a policy on the transfer of
credits that includes a statement of the criteria established by the
institution regarding the transfer of credit earned at another institution.
(Objective 2-A-1)

Transfer credit will be awarded for internal and external transfers based on the
policy entitled “General Principles for Transfer of Credit” published in the College
Catalog. A course completed at other accredited postsecondary institutions with a
passing grade will be accepted for transfer as potentially creditable toward graduation
requirements. Credit may be extended based on a comprehensive evaluation of
demonstrated and documented competencies and previous formal training. For students
admitted on academic probation, only courses in which they have earned a course grade
of C or better will be accepted for transfer. Awarding of transfer credit to fulfill
graduation requirements will be based on applicability of the credits to the requirements
of the degree sought. Credit may be extended based on a comprehensive evaluation of
demonstrated and documented competencies and previous formal training. Students may
also transfer hours or credit units earned from other accredited schools toward Alabama
State Board of Cosmetology licensure requirements upon verification of earned hours

(Exhibit 2-A-4 (a), (b)).

5. Admission requirements offer reasonable expectations for successful
completion of the occupational programs offered by the institution regardless
of the delivery mode. (Objective 2-A-2)

Admission requirements offer reasonable expectations for successful completion
of the nail technology program. In accordance with requirements of the Alabama State
Board of Cosmetology and the Alabama State Board of Education, students may be
admitted provided they have completed at least the 10" grade and have been promoted to

the 11" grade and pass ability-to-benefit on a federally-approved standardized test
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(Exhibit 2-A-5 (a)). The grade requirement is a regulation of the Alabama State Board of
Cosmetology (Exhibit 2-A-5 (b)).

The College follows a policy for mandatory assessment and placement. Students
who are admitted to the College must undergo placement testing to determine their
readiness for college-level work (Exhibit 2-A-5 (c)). The COMPASS assessment test is
administered to all applicants. Students who fail to meet the standard cut scores are
strongly advised to take developmental course work to develop academic competencies
required for success in the nail technology program. Developmental courses are optional
for nail technology students since it is a short certificate program requiring only one
semester for completion and contains no academic core courses. These admission
policies and procedures are designed to ensure that students succeed in the occupational
program and that college resources are dedicated to ensuring their success. An analysis
of student grades indicates the admission requirements offer reasonable expectations for

successful completion of the nail technology program.

6. Students admitted into Associate Degree programs have a high school diploma
or its equivalent. (Objective 2-A-2)

The nail technology program does not award an associate degree.

7. An institution that admits students on an ““ability to benefit” basis has
written admissions procedures, applies these uniformly, provides
documented evidence on how they are used, maintains records on student
progress, and regularly evaluates the effectiveness of the procedures used in
admitting these students. (Objective 2-A2)

For all students admitted on an “ability-to-benefit” basis, the institution has
written admissions procedures, applies these uniformly, provides documented evidence
on how they are used, maintains records on student progress, and regularly evaluates the
effectiveness of the procedures used in admitting these students. Students without a high
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school diploma or GED and having completed the 10" grade, with promotion to the 11%"
grade may be admitted on the ability-to-benefit basis to the nail technology program.
The admissions procedures are reflected in the College Catalog and Student Handbook
(Exhibit 2-A-7 (a), (b)). This policy is applied uniformly and documentation is
maintained in all permanent student files for verification of its application.

Upon completion of the independently administered standardized test
(COMPASYS), the students’ scores are compared to the federally-approved cut scores for
Title 1V eligibility. Students may be classified as admitted and eligible for Title IV based
on the following assessment score: COMPASS: Numerical Skills (25), Reading Skills
(62), Writing Skills (32).

The results of the test are recorded by the testing coordinator and forwarded to the
admissions office, which then makes a determination of acceptance to the College and
notifies the student of the results. A copy of the test results becomes part of the student
permanent record (Exhibit 2-A-7 (c)).

The registration coordinator is responsible for maintaining permanent records of
student progress. Computerized transcripts reflect the student’s grades in developmental
and college courses and subsequent program completion status (Exhibit 2-A-7 (d)). The
assistant dean of students, counselor, and testing coordinator periodically analyzes these
and other records to determine the effectiveness of the ability-to-benefit admission
policies and procedures. The assistant dean of students, counselor, and testing
coordinator review individual progress data as well as comparisons of retention and

graduation data for regular admit and ability-to-benefit students.
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8. The institution ensures that recruiting activities are ethical and that all
materials used in recruiting accurately describe the mission, instructional
outcomes, student performance expectations, and completion requirements
of each program. (Objective 2-A-3)

The institution ensures that recruiting activities are ethical and that all materials
used in recruiting accurately describe the mission, instructional outcomes, student
performance expectations, and completion requirements of each program described in
such materials. Reid State Technical College’s recruiting activities are ethical and are
conducted according to standard marketing and recruiting practices. The director of
recruitment/placement and retention has overall responsibility for developing and
implementing the Recruitment Plan. Responsibility for carrying out recruiting activities
is spread across the college. All personnel are responsible for distributing materials to
locations in their communities and making presentations to local high schools, churches,
and vocational centers.

Published materials depict the mission, instructional outcomes, student
performance expectations, and completion requirements of each program. The College
uses a variety of materials to market programs and services. Colorful brochures, the
College Catalog, newspaper advertisements, and the College website are employed to

inform the college student body and community of program offerings (Exhibit 2-A-8 (a),

(b), (c). (d). (e). (), (9)).

9. Prior to admission, students are informed of the costs of the program
and any equipment and services required. (Objective 2-A-3)

Students are informed of the nail technology program costs prior to admission
in several ways. Complete information about all programs is included in the College
Catalog (Exhibit 2-A-9 (a)). This includes the program philosophy, mission statement,

program objectives, costs, admission criteria, certification information, curriculum
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outline, course descriptions, and any other pertinent information. The College Catalog is
distributed actively at all recruiting activities. It is on display at all times in the
administration and student services buildings, and all incoming students are provided a
copy during the orientation/advising session prior to their first registration. College
brochures list the credit hours required for completion of each program (Exhibit 2-A-9

(b)).

Program cost sheets are available from student services that detail program costs
(Exhibit 2-A-9 (c)). The total tuition/fee cost for the nail technology program are as

follows (Exhibit 2-A-9 (d)):

Tuition & Fees $2213.12
Books 400.00
Tools & Supplies 375.00
Lab Jacket 20.00

The College’s tuition rate per semester hour is $90, plus a $9 per hour facility fee,

$9 per hour technology fee, $1 per hour bond fee and a $3 per hour special building fee.

Programs

1. Occupational education programs offered by the institution are congruent
with the mission of the institution and with the occupational needs of the people
served by the institution. (Objectives 2-A-2 and 2-B-1)

Occupational education programs offered by the institution are congruent with the
mission of the institution and with the occupational needs of the people served by the
institution. Reid State Technical College’s mission is as follows:

Reid State is committed to provide postsecondary education and training to students
from diverse backgrounds and abilities on a non-discriminatory basis in order to
prepare an effective workforce and to promote economic growth and community
stability. In the spirit of scholarship, collaboration, technological specialization,
flexible learning opportunities and personal development, the entire college seeks an
improved quality of life for all students.
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The nail technology program is congruent with the institutional mission.
Occupational needs of the service area are evaluated through annual
reviews of labor market information in order to gauge the continuing necessity
and level of demand for each program (Exhibit 2-B-1 (a), (b)). Assessment of
service area demand for this program is based on labor market statistics, but also
upon historical class sizes in elective nail technology courses in the cosmetology
curriculum. Analysis of occupational needs of the service area in the future will
be based on business and industry visits and program advisory committee reviews

(Exhibit 2-B-1 (c), (d)).

2. The objectives for each educational program are evaluated annually.
(Objective 2-B1)

The nail technology program objectives are evaluated annually. Employer
Verification Forms are completed at least every year to ensure that bona fide potential
employers have the opportunity to evaluate the program content, objectives, range of
remuneration, admission criteria, and curriculum to ensure that desirable, relevant, and
current practices are included in each program of study (Exhibit 2-B-2 (a), (b)).
Program faculty continually review and adjust program objectives as a result of feedback
received through business and industry visits and advisory committee meetings (Exhibit

2-B-2 (c)).
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3. Each occupational education program has clearly stated objectives, defined
content relevant to these objectives and the current needs of business and
industry, and student evaluation based on the program objectives and
content. (Objective 2-B-2)

The nail technology program has clearly stated objectives, defined content
relevant to these objectives and the current needs of business and industry and student
evaluation based on the program objectives and content.

Individual program outcome objectives are as follows (Exhibit 2-B-3 (a)):

1. Program graduates will be proficient in communicates computation and
interpersonal skills.

2. Program graduates will be technically proficient.

3. Program graduates will be able to obtain licensure by the Alabama State
Board of Cosmetology.

4. Program graduates will be successfully employed in the field.

5. Employers of program graduates will be satisfied with their education and
training.

Course objectives are listed on each course syllabus and support the attainment of broad
program outcome objectives (Exhibit 2-B-3 (b)).

Objectives are developed and revised in response to the identified needs of
business and industry. The faculty maintains close and continuing contact with members
of business and industry through periodic visits. Full-time faculty members are required
by policy to make at least two business and industry visits per semester (Exhibit 2-B-3
(€)).

Students are evaluated based on program content and objectives (Exhibit 2-B-3
(d)). Knowledge tests are used in lecture classes, and demonstrations or proficiency
exams are used to verify skill competencies. Methods of evaluation and grading are
identified in course syllabi. A course notebook, which documents the clearly defined
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course objectives and course content relevant to course and program objectives, is
available for each course included in the curriculum. Each course notebook includes the
syllabus, course outline, course guide, curriculum standard, tests, safety information,

lesson plans, student information sheets, and other instructional material (Exhibit 2-B-3

(€)).

4. A systematic process has been implemented to document that the objectives
and content of programs are current. (Objective 2-B-2)

A systematic process is in place to document that the objectives and content of
the nail technology program are regularly updated. The program faculty will conduct an
annual review of the program including reviewing program mission objectives, outcomes,
syllabi, content, and key performance indicators.

Program objectives and content will also be updated through information obtained
from business and industry visits and Employer Verification Forms (Exhibit 2-B-4 (a),
(b), (c)). The information gained from these sources will enable faculty to be aware of

current and emerging trends in the profession and of industry needs.

5. At least every two years, three bona fide potential employers review each
educational program and recommend admission requirements, program
content, program length, program objectives, competency tests, instructional
materials, equipment, method of evaluation, and level of skills and/or
proficiency required for completion, and appropriateness of the delivery
mode for the program. (Objectives 2-B-2 and 2-B-4)

At least every two years, three bona fide potential employers will review the nail
technology program and recommend admission requirements, program content, program
length, program objectives, competency tests, instructional materials, equipment, method

of evaluation, and level of skills and/or proficiency required for completion (Exhibit 2-
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B-5). Employer Verification Forms are filed in the human resources/instructional

services coordinator.

6. The institution considers the length and the tuition of each program in relation
to the documented entry level earnings of completers. (Objective 2-B-2)

Reid State Technical College considers the length and tuition of the nail
technology program in relation to the documented entry-level earnings of completers.
Employer Verification Forms are collected every year in order to document the range of
remuneration a student can reasonably expect to earn upon graduation (Exhibit 2-B-6
(@)). The College’s tuition is $90 per semester credit hour, (Exhibit 2-B-6 (b)). The nail
technology program can be completed in one semester of full-time enroliment or two
semesters of part-time enrollment at an estimated cost of $2,988.12 for tuition, fees,
books and supplies. The verified salary range of licensed nail technicians is $15,500 to

$32,600 annually.

7. Courses required for each program are offered with sufficient frequency
for the student to complete the program within the publicized time frame.
(Objective 2-B-3)

Courses required for completion of the program are offered with sufficient
frequency to permit a student to graduate in one semester of full-time enrollment or two
semesters of part-time enrollment as specified in the College Catalog (Exhibit 2-B-7
(@)). Classes are offered at least once during the specified time frame (Exhibit 2-B-7
(b)). Evening courses are offered on demand, and evening enrollment must be sufficient
or the classes may be cancelled. Evening classes are offered in sequence over a two-
semester sequence that permits evening students to graduate in a timely manner. All
students are provided a degree plan upon entry, and advisors use these degree plans to

plan their schedules of classes each semester (Exhibit 2-B-7(c), (d)).
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8. Associate Degree programs offered must meet the following
requirements:

a. The appropriate applied degree title, such as Associate of Applied
Technology, Associate of Applied Science, Associate of
Occupational Studies, Associate of Science, or Associate of
Occupational Technology, is used.

b. The program has a minimum of 60 semester hours or 90
quarter hours.

c. The program includes a minimum of 15 semester hours or 23
quarter hours of general education courses, with a minimum of
one course from each of the following areas: humanities,
behavioral sciences, natural or applied sciences, and
mathematics. (Objective 2-B-5)

The nail technology program does not offer an associate degree.

9. All programs, regardless of location or time or mode of delivery, are qualitatively
consistent with those offered on the main campus, and must:
a. Be approved and administered under established institutional
policies and procedures and supervised by an administrator who is
part of the institutional organization.
b. Have appropriate involvement of on-campus administrators
and faculty in planning, approval, and on-going evaluation.
c. Have individual student records, including period of enrollment,
financial, and educational program records, permanently
maintained by the institution at the main campus.

d. Be described in appropriate catalogs, brochures, and/or other
promotional materials and include tuition/fee charges, refund
policies, admissions and academic requirements, and information
technology requirements.

e. Provide for timely and meaningful interaction among faculty and
students. (Objectives 2-B-6 and 2-B-8)

The nail technology program offers day classes summer semester only on the

main campus.

10. A credit hour is equivalent to a minimum of each of the following: one
semester credit for 15 clock hours of lecture, 30 clock hours of laboratory, or
45 clock hours of work-based activities; or one quarter credit for 10 clock
hours of lecture, 20 clock hours of laboratory, or 30 clock hours of work-
based activities. (Objective 2-B-7)

The nail technology program credit hours are measured according to the

requirements set forth by the Alabama State Board of Education and the Alabama State
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Board of Cosmetology (Exhibit 2-B-10 (a), (b)). A semester hour of theory contains 15

clock hours of lecture, a semester hour of experimental lab contains 30-45 clock hours of
laboratory, and a semester hour of manipulative lab contains 45 clock hours of laboratory
(Exhibit 2-B-10 (c)).

Instruction

1. Academic competencies and occupational skills are integrated into the
instructional program for each occupational area. (Objective 2-C-1)

The nail technology curriculum integrates academic and occupational
competencies. The nail technology program is a certificate program of 19 credit hours in
technical coursework. Consequently, academic competencies are developed within the
technical core courses in an applied context (Exhibit 2-C-1 (a)). Academic
competencies are also developed in a required Business of Cosmetology course in which
students complete resumes, develop computer skills, and develop interpersonal
workplace skills (Exhibit 2-C-1 (b)). Application of workplace competencies in
communication, mathematics, and interpersonal skills that are developed through the
occupational curriculum are identified within the individual course objectives. Students
also to develop proficiency in the technical areas of manicuring, pedicuring, artificial nail

applications, and nail design.

2. The instructional programs provide instruction in the competencies
essential to success in the occupation, including job knowledge, job skills,
work habits, and attitudes. (Objective 2-C-2)

The nail technology program includes competency training to develop job
knowledge, job skills, work habits, and attitudes. The program includes specific lab and
theory courses designed to develop job knowledge and job skills. Each course containing

a laboratory component includes a grade for work habits as a percentage of the student’s
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overall final course grade (Exhibit 2-C-2 (a), (b)). An employability skills course is
included in the curriculum. This course is the culmination of previous work and
emphasizes preparing to search for a job, developing the resume, interviewing, and

attitude (Exhibit 2-C-2 (c)).

3. The sequence of instruction required for program completion (lecture, lab,
and work-based activities) is effectively organized in order to maximize the
learning of competencies essential to success in the occupation. (Objective
2-C-2)

The sequence of instruction required for completion of the nail technology
program is effectively organized in order to maximize the learning of competencies to

success in the occupation (Exhibit 2-C-3 (a), (b)).

4. Occupational advisory committees appointed for each program or program
area are used to ensure that desirable, relevant, and current practices of
each occupation are being taught. Each committee (a) is composed of at
least three members, all being external to the institution and representative
of the geographical service area covered by the program area; (b) meets at
least twice annually with a majority of official members present; and (c)
keeps minutes of each meeting to document their activities and
recommendations. The occupational advisory committee may also perform
the functions of the institutional advisory committee if only one
occupational advisory committee is required for the institution. (Objectives
2-B-2 and 2-C-2)

The cosmetology advisory committee assists the department in ensuring that
desirable, relevant, and current practices are included in the nail technology program.
The advisory committee is comprised of at least three members external to the institution,
including a representative for nail technology, meets semi-annually, and documents its
activities in minutes (Exhibit 2-C-4 (a), (b)). The committee follows a standard agenda,
plan of work, and format for reporting minutes, and completes an annual checklist of
activities (Exhibit 2-C-4 (c)). The annual checklist provides documentation and

verification that committee members have been provided an opportunity to review and
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discuss program plans, equipment, job placement, program content, curriculum, and to

make necessary recommendations.

5. Occupational advisory committees review, at least annually, the
appropriateness of the type of instruction (such as lecture, laboratory,
work-based instruction, and/or mode of delivery) offered within each
program to assure that students gain competency with specific skills
required for successful completion of the program. (Objectives 2-B-7 and 2-
C-4)

The cosmetology advisory committee division reviews the appropriateness of the
type of instruction offered within the cosmetology, nail technology and cosmetology
instructor training programs. The advisory committee reviews the program’s course
offerings and curriculum to ensure that courses relate to the skills necessary for
successful completion of the cosmetology, nail technology and cosmetology instructor

training programs (Exhibit 2-C-5 (a), (b)).

6. Job-related health, safety, and fire-prevention are an integral part of
instruction. (Objectives 2-C-2 and 2-C-3)

Job-related safety, health, and fire-prevention are an integral part of instruction in
cosmetology. Safety is integrated and demonstrated throughout theory and laboratory
exercises. This practice is facilitated through the inclusion of a section on safety in each
course notebook (Exhibit 2-C-6 (a)). This ensures consistency of safety instruction for
day and evening classes. Evacuation plans, fire extinguishers, and emergency procedures
are posted in prominent locations throughout all classrooms and labs are included in the
course notebooks, and reviewed with students each semester (Exhibit 2-C-6 (b)).
Courses include safety instruction, particularly those with laboratory components, and
safety instruction is documented in course syllabi (Exhibit 2-C-6 (c).

The College has a standing safety committee that is charged with coordinating an

effective safety program that ensures a safe environment for training. This includes
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regular inspections of shop and classroom areas, reviewing referrals of safety concerns,
and making recommendations for suitable corrections. The Safety Manual was
developed to address the use of various program specific equipment. A copy of the
Safety Manual is on file in the nail technology program area and is available to students
(Exhibit 2-C-6 (d)). A nail technology program safety committee is comprised of
students, meets regularly, and documents committee activities in minutes that are
maintained on file in the office of the assistant director of admissions and records and

program faculty (Exhibit 2-C-6 (e), (f), (9)).

7. To develop skill proficiency, sufficient practice is provided with equipment
and materials similar to those currently used in the occupation. (Objective
2-C-3)

To develop skill proficiency, sufficient practice is provided with equipment
similar to that currently in use in the occupation. The nail technology program at Reid
State is designed to prepare students with entry-level occupational skills. Laboratory
instruction includes practice on industry-standard lab equipment to develop skill
proficiency (Exhibit 2-C-7 (a)). Students are required to perform lab services on each
other and on clients in order to gain necessary occupational competencies. Salon tables,
mannequin hands, airbrush equipment, and industry standard supplies are used to develop
skill proficiency and to prepare students for State Board licensure. Documentation that
equipment meets industry standards is maintained through business and industry visits
and advisory committee meetings (Exhibit 2-C-7 (b), (c)). An inventory of equipment is
conducted annually, and records are maintained in the business office (Exhibit 2-C-7

(d)). Faculty have adequate budgets to update equipment annually as needed.
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8. Allinstruction is effectively organized as evidenced by course outlines,
lesson plans, competency tests, and other instructional materials. (Objective
2-C-4)

Instruction in the nail technology program is effectively organized. A course
notebook is available for each course. The course notebooks contain course outlines,
course guides, curriculum standards, course syllabi, instructional materials, tests, safety
handouts, student information sheets, lesson plans, and other instructional materials
needed to teach the course (Exhibit 2-C-8). This notebook system has proven useful to
program instructors and ensures consistency of instruction between day and evening

faculty.

9. The institution uses a systematic, objective, and equitable method of
evaluating student achievement based on required competencies.
(Objective 2-C-5)

The College has a systematic and objective method for evaluating student
achievement based on identified occupational competencies. Course syllabi detail the
objectives for each course in nail technology. Evaluation in each theory or laboratory
course is based on achievement of overall objectives. Evaluation methods are identified
in the course syllabus, which is distributed to every student at the first class meeting
(Exhibit 2-C-9 (a)). College grading policies are published in the Student Handbook
which is available to students prior to admission and is also distributed to and reviewed
with all students during orientation (Exhibit 2-C-9 (b)).

Knowledge tests are utilized to evaluate performance in lecture classes, and
demonstrations or proficiency exams are used to evaluate skill proficiency in lab classes
(Exhibit 2-C-9 (c)). Students are required to complete 600 credit unit hours of specific
nail technology services in order to complete the nail technology program and be eligible

to sit for the State Board licensure exam. A record of these services is maintained for

213



each student by program faculty and submitted to the Alabama State Board of
Cosmetology when the student applies for the licensure exam. The course grade is
calculated according to the identified method and posted on-line to the grade reporting

module (Exhibit 2-C-9 (d)).

10. Each work-based activity has a written instructional plan for students
specifying the particular objectives, experiences, competencies, and
evaluations that are required. (Objective 2-C-6)

11. The instructional plan designates the on-site employer representative
responsible for guiding and overseeing the students’ learning experiences
and participating in the students’ written evaluations. (Objective 2-C-6)

12. All work-based activities conducted by the institution are supervised by a
designated employee possessing appropriate qualifications. (Objective 2-C-
6)

The nail technology program does not require a work-based activity.
CHALLENGES AND PROPOSED SOLUTIONS

Any new instructional program requires nurturing over a period of time to
develop quality and successful program outcomes. This program’s potential is
strengthened by having the benefit of experience of full-time cosmetology faculty.
Faculty are challenged to ensure learning experiences are meaningful, relevant and
directly associated with course objectives. Faculty have successfully met this challenge
as indicated by the licensure rates. A major challenge is the consistent attendance of the

advisory committee members.

SUMMARY
Instruction is effectively organized as evidenced by course outlines, lesson plans,
syllabi, instructional materials, course standards, curriculum guides, and competency

tests.

214



The nail technology program has a functional advisory committee, and faculty
rely on information obtained through documented business and industry visits to modify
program content and objectives as needed.

The nail technology program has a published mission and objectives, and
admission policies and program cost information that are made available to students prior

to admission.
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Standard Two

Nail Technology Exhibits

Admissions

2-A-1(a)
2-A-1(b)
2-A-1(c)
2-A-1(d)

2-A-2

2-A-3(a)
2-A-3(b)
2-A-3(c)
2-A-3(d)

2-A-4(a)
2-A-4(b)

2-A-5(a)
2-A-5(b)
2-A-5(C)

2-A-6

2-A-7(a)
2-A-7(b)
2-A-7(c)
2-A-7(d)

2-A-8(a)
2-A-8(b)
2-A-8(c)
2-A-8(d)
2-A-8(e)
2-A-8(f)
2-A-8(9)

2-A-9(a)
2-A-9(b)
2-A-9(c)
2-A-9(d)

Programs
2-B-1(a)

College Admission Policy, College Catalog, pp. 21-33
College Admission Policy, Student Handbook, pp. 67-77
Program Brochure

College Website

Non-Applicable

College Transfer Policy, College Catalog, p.26
College Transfer Policy, Student Handbook, pp. 74-76
State Board of Education Policy 801.01

State Board of Education Policy 714.03

College Transfer of Credits Policy, College Catalog, p. 27
College Transfer of Credits Policy, Student Handbook, p. 76

College Admission Policy, College Catalog, pp. 21-33
College Admission Policy, Student Handbook, pp. 67-77
Placement Testing Policy, College Catalog, p. 32

Non-Applicable

Ability-to-Benefit Policy, College Catalog, pp. 23, 26, 33
Ability-to-Benefit Policy, Student Handbook, pp.74
Assessment Results for Ability-to-Benefit

Student Transcript for Ability-to-Benefit

Recruitment Plan

College Catalog, p. 103-105

Brochure

Admission Packet

Schedule

Advertising Scrapbook

Reid State Technical College website www.rstc.edu

College Catalog, p. 103-105

Brochure

Tuition Rates, College Catalog and Student Handbook, p. 64
Program Cost Sheet

Alabama Occupational Trends for 2016
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2-B-1(b) Occupational Outlook Handbook
2-B-1(c) Business and Industry Visits
2-B-1(d) Advisory Committee Minutes

2-B-2(a) Advisory Committee Minutes
2-B-2(b) Employer Verification Forms
2-B-2(c) Business and Industry Visits

2-B-3(a) Program Obijectives, College Catalog, p. 103
2-B-3(b) Syllabi

2-B-3(c) Business and Industry Visits

2-B-3(d) Tests

2-B-3(e) Course Notebook

2-B-4(a) Advisory Committee Annual Checklist
2-B-4(b) Business & Industry Visits

2-B-4(c) Employer Verification Forms
2-B-5 Employer Verification Forms
2-B-6(a) Employer Verification Forms

2-B-6(b) State Board of Education Tuition Table

2-B-7(a) Student Transcript

2-B-7(b) Degree Plan

2-B-7(c) Program Curriculum, College Catalog, p. 105
2-B-7(d) Schedule

2-B-8 Non-Applicable
2-B-9 Non-Applicable

2-B-10(a) State Board of Education Policy 705.01
2-B-10(b) Credit Clock Hour Chart
2-B-10(c) Program Degree Requirements, College Catalog, p. 105

Instruction
2-C-1(a) Program Curriculum, College Catalog, p. 105
2-C-1(b) CO0S119 Business of Cosmetology Syllabus
2-C-2(a) Lab Course Syllabus
2-C-2(b) Theory Course Syllabus
2-C-2(c) Work Habits Check Sheets

2-C-3(a) Degree Plan
2-C-3(b) Program Curriculum, College Catalog, p. 105

2-C-4(a) Advisory Committee Membership List
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2-C-4(b)
2-C-4(c)

2-C-5(a)
2-C-5(b)

2-C-6(a)
2-C-6(b)
2-C-6(c)
2-C-6(d)
2-C-6(e)
2-C-6(f)
2-C-6(9)

2-C-7(a)
2-C-7(b)
2-C-7(c)
2-C-7(d)
2-C-8
2-C-9(a)
2-C-9(h)
2-C-9(c)
2-C-9(d)
2-C-10
2-C-11

2-C-12

Advisory Committee Minutes
Advisory Committee Guidelines Annual Checklist

Employer Verification Forms
Advisory Committee Guidelines Annual Checklist

Course Notebook (See 2-B-3)
Emergency Procedures
Syllabus

Safety Committee Minutes
Safety Manual

Safety Module

Safety Pictures

Syllabus

Business and Industry Visits

Advisory Committee Guideline Annual Checklist
Equipment Inventory

Course Notebook (See 2-B-3)

Syllabus

Tests

Student Transcript

College Grading Policy, Student Handbook, p. 86
Non-Applicable

Non-Applicable

Non-Applicable
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CLOCK HOUR/CREDIT HOUR CHART

Program Name

Nail Technology

CIP Code

12.0401

Instructions: Refer to the Commission’s definition of clock/credit hour measurement in the latest edition of the Handbook of Accreditation. For
programs measured in credit hours, provide both clock and credit hour information. List all courses offered within the program. Make additional

copies of this page as needed.

Provide total program length in all categories that apply
(be sure that these numbers agree with the grand total):

TOTAL
465 TOTAL 19 QUARTER N/A
TOTAL CLOCK SEMESTER CREDIT
HOURS: CREDIT HOURS: HOURS:
INSTRUCTION
COURSE NAME DELIVERY METHOD WORK-
(Use one line for each course (Check One or More) CLASSROOM/ LECTURE BASED TOTALS
within the program.) Audio/ Correspon- Clock SHOP/LAB ACTIVITIES
Classroom Online VideoTape dence Classroom Distance Ed. Credit Clock Credit | Clock Credit | Clock | Credit
ORT 100 - Orientation X 15 0 1 0 0 0 0 15 1
COS 152 — Nail Care X (Lab) X 0 0 0 90 3 0 0 90 3
Application
COS119 —Business and X X 45 0 3 0 0 0 0 45 3
Cosmetology
COS167 — State Board Review X X 15 0 1 60 2 0 0 75 3
COS151 —Nail Care X X 15 0 1 60 2 0 0 75 3
COS 153 — Nail Art X X 15 0 1 60 2 0 0 75 3
COS 154 Nail Art Applications | X (Lab) X 0 0 0 90 3 0 0 90 3
X X 105 0 7 360 12 0 0 465 19
TOTAL ALL COLUMNS
GRAND TOTALS
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Commission of the Council on Occupational Education
EMPLOYER PROGRAM VERIFICATION FORM
for Postsecondary Programs

INSTRUCTIONS:
- Complete this form for each service area served by the program*
- This form must be signed by an emplovee who is in position to make hiring decisions on
behalf of the emplover.

Name of Institution

Reid State Technical College o -
Address I City/State/Zip
| PO DBox 588 Evergreen, AL 36401
| Name of Program

| Mail Technology

| Model(s) of Delivery of Program

E] 100% Traditional |:L'b rid I[Ll_]g:g Education

This program is (check one):

X An Existing Program A New Program A Substantially Revised Program

The length of program in:

Clock Hours 19 Semester Credit Hours Quarter Credit Hours

The amount of tuition and fees charged for the total program is: S 2,988 12

Exeerpt from the Handbook of Acereditation, Standard 2 ~ Educational Programs:

5. At feast every two years, three bonafide potential employers review each edwcational program and
recommend admission requiremenis. program content, prograw lengih, program objectives,
competency fests, instructionad maierials, equipment, method of evaluarion, and level of skifly
andior proficiency requived for completion, and appropriateness of the delivery mode for the
praogram,  (Objectives 7-8-2 and 3-8-4)

6, The institutivn considers the lengith and the tuition of each program in relation to the documented
entry level earnings of completers. (Obfective 2-8-2)
NOTE: Iob Corps Centers may use the ¥ocational Evaluation System (VES) Report in place of
the COE Emplover Program Verilication Form.
*For programs that include a distance education mode of delivery that recruit students outside the

service areals) ol an institution’s physical locationis), a market needs analysis or other demographic
data which demonstrates demand for the program may be submitted.
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EMPLOYERS' VERIFICATION STATEMENT:

We have reviewed the Nail Technology program and recommended requirements for:
admissions, program content, program length, program objectives, competency tests, instructional
materials, cquipment, method of evaluation, and the skills and/or proficiency required for completion
and appropriatencss of the  [¥] 100% Traditional [CJtybrid  [] Distance Education

the delivery made(s) for the program.

EMPLOYER #1:

INapne; . : : [ Title: ,
B{%m &r f‘ﬂ-b/ n (I L Jwoner t}s O i feir
Company Name: . o | Phone Number: ) i -
| &\’ixwfb(‘wazlz e Styfes SY-32-2¢33
[ it}-'_-’% tate/Zip

Address e
s alney v - _(:rﬂar_f;_h ne el Slew 3R
Verified range of remuneration (based on vear-round, full-time einployment) that can reasonably be

expected by completers who enter this field upon completion of the program is from § /4 ?‘,bOO
annually 10 $ 30 pop  annually,
4

Si fliamr;_ﬁbmfﬁdg% Dyate: Q / Q{/-E%/ D? (7/‘ //‘]

_EMPLOYER #2

Name: Title: B
ﬁ,,u_%;éyk e/ Sgd .
Company Name/ ﬂ Phone Nuber;
%% A % s 703-85%0
Address / Clity/State/Zip
T 4—/(7

Lop [CW e i e

Verified range of remuneration (based on vear-round, full-time em ployment) that can reasonably be
expected by compleiers who enter this field upon completion of the program is from § 2 2 00
annually to § %Dﬂ O annually. |

Sif-na[ure% .;%ﬁr Date: f/z@@_ -

EMPLOYER #3 |
! : Title:

— et _ _
%LCM‘\& = \,_'ﬂml@p@-’“ L Covwe | Sy et
ompany Name: = Phone Mumber:
~\ A XAl cl ‘Ap\‘gég iz edild

| (3510 S18- 4441,
Address City/State/7ip

510 bertq Wit | L Fuerareen , AL 240
Verified range of remuneration (based an vear-round, full-time Employment) that can reasonably be
expected by completers who enter this ficld upon completion of the program is from § 28500
annually to $4/S 000 annually,

Signalure‘:'m;'ﬁﬁf %Q{: ,’1_@,(& Date: CE",QP{ AC, S W
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STANDARD TWO

NURSING ASSISTANT/HOME HEALTH AIDE

INTRODUCTION

The nursing assistant/home health aide program committee was responsible for
evaluating all documents and instructional practices to determine compliance with
standard two criteria. The nursing assistant/home health aide program has undergone
numerous changes. Such changes include revised curricula, reduced program length, and
content revisions.

The program prepares students with entry-level skills. The one semester
certificate program emphasizes care of residents in a long-term facility and in the home.
A certificate is awarded upon completion of 16 semester hours. The program’s
comprehensive mission is stated in the College Catalog as follows:

The purpose of the nursing assistant/home health aide program is to provide

accessible, quality educational opportunities that will provide individuals with the

knowledge, technical skills, and attitudes necessary to obtain entry-level
employment.

The certificate program is intended to produce graduates who are prepared for

entry-level employment as nursing aides, certified nursing assistants (CNAS),

long-term care nursing assistants, and home health aides. Program graduates
are to be competent in the technical areas of patient care in long-term care
facilities and in home settings.

Reid State Technical College will accomplish program objectives by providing

students with technical training in the core area of nursing assistant and home

health care. The occupational skill preparation should meet the OBRA and the

Foundation for Hospice and Home Care recognized skill standards.

The college will ensure program quality through internal certification of graduate

competencies, external certification of graduates and program accreditation by

the Foundation for Hospice and Home Care.

The philosophy and purpose of the nursing assistant/home health aide program is
consistent with that of the governing institution.
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The program’s mission and goals are accomplished through professional
instruction, eager students, excellent curricula, utilization of occupational advisory
committee, and business and industry visits to ensure currency and relevancy of program
content.

ANALYSIS

A.  Admissions/Recruiting

1. The institution’s admissions policies are clearly stated, published, and
made available to students prior to enrollment. (Objective 2-A-1)

The institution’s admission policies are published in the College Catalog, Student
Handbook, website, and program brochures (Exhibit 2-A-1 (a), (b), (c), (d)). Copies of
the College Catalog are distributed to high schools in the College’s service area and
many other locations. The College Catalog, Student Handbook, and program brochures
are on display at all times in the administration and student services buildings. All
students are provided a copy of the College Catalog during orientation, at which time

college policies and procedures are reviewed in detail.

2. For all students admitted to a Vocational English-As-A-Second
Language Program, the institution utilizes written admission procedures
that comply with policies established by the Commission. (Objective 2-
A-1) (See “Vocational English-As-A-Second-Language Programs’ in
the current edition of the Policies and Rules of the Commission.)

Reid State Technical College does not offer Vocational English-As-A-Second

Language Program.
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3. The institution clearly defines and publishes a policy on the transfer of
students between programs within the institution and the transfer of
students from other institutions. (Objective 2-A-1)

The institution clearly defines and publishes a policy on the transfer of students
between programs within the institution, and the transfer of students from other
institutions. The College’s transfer policy is promulgated by the Alabama State Board of
Education and is printed in the College Catalog and Student Handbook (Exhibit 2-A-3
(@), (b), (c), (d)).

An applicant who has previously attended another duly accredited postsecondary
institution will be considered a transfer student and is required to furnish official
transcripts of all work attempted at all said institutions. The College also requires the
transfer of student documents required of first-time college students.

A transfer student who meets requirements for admission to a course creditable
toward an associate degree is classified as a degree-eligible student. A transfer student
who does not meet these requirements is classified as a non-degree-eligible student. A
transfer student must have submitted to the College an application for admission and
official transcript from all duly accredited postsecondary institutions attended and as
designated by the College, any other documents required for first time college students.

A transfer student whose cumulative grade point average at the transfer
institution(s) is 2.0 or above on a 4.0 scale will be admitted on clear academic status. A
transfer student whose cumulative grade point average at the transfer institution(s) is less
than 2.0 on a 4.0 scale will be admitted only on academic probation. An applicant who
has been academically suspended from another duly accredited postsecondary institution

may be admitted as a transfer student only after following the appeal process established
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at the College for native students who have been academically suspended. If the transfer
student is admitted upon appeal, the student will enter the institution on academic

probation.

4. The institution clearly defines and publishes a policy on the transfer of
credits that includes a statement of the criteria established by the
institution regarding the transfer of credit earned at another institution.
(Objective 2-A-1)

Transfer credit is awarded for internal and external transfers based on the
published “General Principles for Transfer of Credit” in the College Catalog. A course
completed at other accredited postsecondary institutions with a passing grade is accepted
for transfer as potentially creditable toward graduation requirements. Credit may be
extended based on a comprehensive evaluation of demonstrated and documented
competencies and previous formal training For students admitted on academic probation,
only courses in which they have earned a course grade of C or better will be accepted for
transfer. Awarding of transfer credit to fulfill graduation requirements will be based on

applicability of the credits to the requirements of the degree sought (Exhibit 2-A-4 (a),

(b)).

5. Admission requirements offer reasonable expectations for successful
completion of the occupational programs offered by the institution regardless
of the delivery mode. (Objective 2-A-2)

Admission requirements offer reasonable expectations for successful completion
of the nursing assistant/home health aide program. Applicants of the nursing
assistant/home health aide program must complete the application procedures and be at
least 16 years of age and score at acceptable levels on the standardized placement test.
Students who score below the requisite cut scores for program entry are required to enroll

in developmental courses to begin developing the academic competencies required for
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success in college-level courses. While a high school diploma or GED is the preferred
entry requirement, applicants who did not receive a high school diploma or GED may be
admitted upon demonstration of ability-to-benefit on a standardized, federally approved,
entrance test (Exhibit 2-A-5 (a), (b)). These policies are designed to ensure that students
can be successful in completing the program. These requirements offer reasonable
expectations for student success in view of the program content, competencies to be

mastered, and expectations of area employers (Exhibit 2-A-5 (c)).

6. Students admitted into Associate Degree programs have a high school diploma
or its equivalent. (Objective 2-A-2)

The nursing assistant/home health aide program does not offer an associate

degree.

7. An institution that admits students on an “ability to benefit” basis has
written admissions procedures, applies these uniformly, provides
documented evidence on how they are used, maintains records on student
progress, and regularly evaluates the effectiveness of the procedures used in
admitting these students. (Objective 2-A2)

For all students admitted on an ability-to-benefit basis, the institution has written
admissions procedures, applies these uniformly, provides documented evidence on how
they are used, maintains records on student progress, and regularly evaluates the
effectiveness of the procedures used in admitting these students. Students without a high
school diploma or GED may be admitted on the ability-to-benefit basis to the nursing
assistant/home health aide program. The admission procedures are reflected in the
College Catalog and Student Handbook (Exhibit 2-A-7 (a), (b)). This policy is applied
uniformly and documentation is maintained in all permanent student files for verification

of its application (Exhibit 2-A-7 (c)).
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Upon completion of the testing coordinator standardized test (COMPASYS), the
students’ scores are compared to federally-approved cut scores for Title 1V eligibility. In
order for students to qualify for admission and Title IV funds the following scores are
required: COMPASS: Pre-algebra/Numerical (25), Reading (62), Writing (32).

The results of the test are recorded by the independent test administrator and
forwarded to the admissions office, which then makes a determination of acceptance to
the College and notifies the student of the results. A copy of the test results becomes part
of the student’s permanent record.

The registration services coordinator is responsible for maintaining permanent records
of students’ progress. Computerized transcripts reflect each student’s grades in
developmental and College courses and subsequent program completion status (Exhibit
2-A-7 (d)). The assistant dean of students, counselor, and testing coordinator review
individual progress data as well as comparisons of retention and graduation data for

regular admit and ability-to-benefit students.

8. The institution ensures that recruiting activities are ethical and that all
materials used in recruiting accurately describe the mission, instructional
outcomes, student performance expectations, and completion requirements
of each program. (Objective 2-A-3)

Reid State Technical College’s recruiting activities are ethical and are conducted
according to standard marketing and recruiting practices. The director of
recruiting/placement and retention is directly responsible for developing and
implementing the Recruitment Plan. Responsibility for recruiting activities is spread
across the College. All personnel are responsible for distributing materials to locations in
their communities and making presentations to local high schools, churches, and

vocational centers.
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Published material depict the mission, instructional outcomes, student
performance expectations, and completion requirements of each program. The College
uses a variety of materials to market programs and services: colorful brochures, the
College Catalog, Student Handbook, newspaper advertisements, and website are utilized
to inform the student body and community of program offerings (Exhibit 2-A-8 (a), (b),
(c), (d), (e), (P, (9)). The associate dean of community and workforce
development/public relations and marketing maintains a permanent scrapbook of

newspaper advertisements for a historical record.

9. Prior to admission, students are informed of the costs of the program
and any equipment and services required. (Objective 2-A-3)

Students are informed of nursing assistant/home health aide program costs prior
to admission in several ways. Information about the nursing assistant/home health aide
program is published in the College Catalog. This includes the program philosophy,
mission statement, program objectives, program costs, tuition rates, admission criteria,
certification information, curriculum outline, course descriptions, and any other pertinent
information. The College Catalog is distributed at all recruiting activities. It is on display
at all times in administration and student services buildings, and all incoming students are
provided a copy at the orientation/advising session prior to their first registration (Exhibit
2-A-9 (a)). College brochures list the credit hours required for completion of each
program (Exhibit 2-A-9 (b)).

A program cost sheet is available to all students in the student services building
(Exhibit 2-A-9 (c)). The total tuition/fee cost for the nursing assistant/home health aide

program follows (Exhibit 2-A-9 (d)):
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Required Fees

Tuition $ 1440.00
Insurance 5.12
Fees 352.00
Liability Insurance 15.00
Diploma Fee 15.00
Drug Testing/Background Checks 95.00
State Board Fee $ 100.00
Physical $ 100.00
Total Fees $2042.12

Required Tools/Supplies

Nursing assistant/home health aide:

Nursing Shoes

Watch

2-Uniforms

Nursing Kit

Total Tools/Supplies $300.00

Required Books
Total Books $ 250.00

Estimated Total Amount $2672.12

The College’s tuition rate per semester hour is $90 (Exhibit 2-A-9 (d)).

Programs

1. Occupational education programs offered by the institution are congruent
with the mission of the institution and with the occupational needs of the people
served by the institution. (Objectives 2-A-2 and 2-B-1)

Reid State Technical College’s mission is as follows:

Reid State is committed to provide postsecondary education and training to students
from diverse backgrounds and abilities on a non-discriminatory basis in order to
prepare an effective workforce and to promote economic growth and community
stability. In the spirit of scholarship, collaboration, technological specialization,
flexible learning opportunities and personal development, the entire college seeks an
improved quality of life for all students.

The nursing assistant/home health aide is congruent with the institutional mission and

with the occupational needs of the people served by Reid State Technical College.
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Occupational needs of the service area are evaluated through annual reviews of
labor market information in order to gauge the continuing necessity and level of demand
for each program (Exhibit 2-B-1 (a), (b)). Feedback business and industry visits and the
program advisory committee provide valuable information that assists the institution in
ensuring that the nursing assistant/home health aide program continues to be congruent

with the institutional mission and the needs of the community (Exhibit 2-B-1 (c), (d)).

2. The objectives for each educational program are evaluated annually.
(Objective 2-B1)

The nursing assistant/home health aide program objectives are evaluated
continuously. The advisory committee is used to evaluate program objectives. The
nursing assistant/home health aide advisory committee is active and meets twice
annually. The advisory committee conducts an annual review of the program’s mission,
program content, and program objectives and recommends improvements in curriculum,
instructional methods, equipment, and supplies. Minutes are available to document
advisory committee activities (Exhibit 2-B-2 (a)).

Employers periodically review program objectives. Employer Verification Forms
are completed every year to ensure that bona fide potential employers have the
opportunity to evaluate the program content, objectives, range of remuneration,
admissions criteria, and curriculum to ensure that desirable, relevant, and current
practices are included in the program of study (Exhibit 2-B-2 (b)). Information obtained
from Employer Verification Forms are utilized to ensure that relevant and current
practices are included in the instructional program.

Faculty reviews and adjusts program objectives as a result of feedback received

through business and industry visits. The nursing assistant/home health aide faculty
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makes two required industry visits per semester (Exhibit 2-B-2(c)). A copy is maintained

by faculty.

3. Each occupational education program has clearly stated objectives, defined
content relevant to these objectives and the current needs of business and
industry, and student evaluation based on the program objectives and
content. (Objective 2-B-2)

The nursing assistant/home health aide program at Reid State Technical College
has clearly stated objectives, defined content relevant to these objectives and the current
needs of business and industry, and student evaluation based on the program objectives
and content.

Program outcome objectives are (Exhibit 2-B-3 (a)):

1. Program graduates will be proficient in communication, computation, and
interpersonal skills.

2. Program graduates will be technically proficient.

3. Program graduates will be able to obtain certification through the Nurse Aide
Competency Evaluation Services (NACES).

4. Program graduates will be successfully employed in the field.
5. Employers of program graduates will be satisfied with their education and
training.

Course objectives are listed in the individual course syllabi, course guides, and
curriculum standards and support attainment of broad program outcome objectives
(Exhibit 2-B-3 (b)).

Business and industry visits are conducted regularly to ensure that current needs
of business and industry are considered when defining program content (Exhibit 2-B-3
(c)). Faculty also utilizes information gained from their participation in professional
associations to review and adjust program objectives. Students’ attainment of learning
objectives in the nursing assistant/home health
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aide program is determined through regular evaluation methods. Knowledge tests are
given in theory classes, and demonstration or proficiency exams are utilized to document
competency attainment in laboratory courses (Exhibit 2-B-3 (d)).

All programs are required to maintain course notebooks for each course in the
curriculum. Each course notebook includes the course guide, curriculum standard,
syllabus, course outline, handouts and audiovisual materials, sample tests, safety
information, student information sheets, and other instructional material. This process

ensures the standardization of content for each course (Exhibit 2-B-3 (e)).

4. A systematic process has been implemented to document that the objectives
and content of programs are current. (Objective 2-B-2)

A systematic process is established to document that the nursing assistant/home
health aide program objectives and content are regularly updated. Information is
obtained from advisory committee meetings, informal contact with alumni, Employer
Verification Forms, business and industry visits, and participation in professional
organizations (Exhibit 2-B-4 (a), (b), (c)). The information gained through these

resources enables faculty to stay abreast of industry trends.

5. At least every two years, three bona fide potential employers review each
educational program and recommend admission requirements, program
content, program length, program objectives, competency tests, instructional
materials, equipment, method of evaluation, and level of skills and/or
proficiency required for completion, and appropriateness of the delivery
mode for the program. (Objectives 2-B-2 and 2-B-4)

At least every two years, three bona fide potential employers of the nursing
assistant/home health aide program graduates review the educational program and

recommend admission requirements, program content, program length, program
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objectives, competency tests, instructional materials, equipment, method of evaluation,

and level of skills and/or proficiency required for completion (Exhibit 2-B-5).

6. The institution considers the length and the tuition of each program in relation
to the documented entry level earnings of completers. (Objective 2-B-2)

The length of the program is one semester (15 weeks). This time frame offers a
potential graduate the opportunity to obtain employment quickly. Tuition is set according
to the guidelines of the Alabama State Board of Education. Reid State Technical
College’s tuition is $90 per semester hour. Total tuition for the 16 credit hour, one
semester program is $1440.00. The total for fees associated with the program is $352.
According to the Employer Verification Forms completed in 2010, graduates can
reasonably expect to earn approximately $8.00 -$9.00 per hour at an entry level position

(Exhibit 2-B-6 (a), (b)).

7. Courses required for each program are offered with sufficient frequency
for the student to complete the program within the publicized time frame.
(Objective 2-B-3)

Courses required for the nursing assistant/home health aide program are offered in
the spring and fall semesters. New students can enter in the fall or spring semester and
complete the program in one semester. The length of the program is documented and

advertised in the College Catalog and program brochures (Exhibit 2-B-7 (a), (b), (c),

(d)).
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8. Associate Degree programs offered must meet the following
requirements:

a. The appropriate applied degree title, such as Associate of Applied
Technology, Associate of Applied Science, Associate of
Occupational Studies, Associate of Science, or Associate of
Occupational Technology, is used.

b. The program has a minimum of 60 semester hours or 90 quarter
hours.

. The program includes a minimum of 15 semester hours or 23 quarter
hours of general education courses, with a minimum of one course
from each of the following areas: humanities, behavioral
sciences, natural or applied sciences, and mathematics.
(Objective 2-B-5)

The nursing assistant/home health aide program does not offer an associate

degree.

9. All programs, regardless of location or time or mode of delivery, are
qualitatively consistent with those offered on the main campus, and must:

a. Be approved and administered under established institutional policies
and procedures and supervised by an administrator who is part of the
institutional organization.

b. Have appropriate involvement of on-campus administrators and
faculty in planning, approval, and on-going evaluation.

c. Have individual student records, including period of enrollment,
financial, and educational program records, permanently maintained
by the institution at the main campus.

d. Be described in appropriate catalogs, brochures, and/or other
promotional materials and include tuition/fee charges, refund
policies, admissions and academic requirements, and
information technology requirements.

e. Provide for timely and meaningful interaction among faculty and
students. (Objectives 2-B-6 and 2-B-8)

The nursing assistant/home health aide program offers day classes on the
extended campus site at the Workforce Development Center, 300 Jaguar Road,
Evergreen, Alabama. The program is qualitatively and quantitatively consistent
regardless of time of delivery. The nursing assistant/home health aide classes are

approved and administered under established institutional policies and procedures and are
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supervised by the associate dean of instructional programs and division chair who are
part of the institutional organization (Exhibit 2-B-9 (a)). The associate dean of
instructional programs, division chairs, and faculty are responsible for program planning.

Evaluation of faculty, whether adjunct or full-time, is conducted in accordance
with College policies published in the College Policy Manual. Program evaluation,
including data on student enrollment and outcomes, analyzes data on students and does
not distinguish between time of course delivery (Exhibit 2-B-9 (b)).

Student academic and financial records are maintained by the College’s
registration services coordinator and director of financial aid at the main campus.
Permanent instructor roll books are stored by the human resources/instructional services
coordinator (Exhibit 2-B-9 (c)). The nursing assistant/home health aide program is not
distinguished from programs offered on the main campus (Exhibit 2-B-9 (d)).
Opportunities are provided for timely and meaningful interactions among faculty and

students (Exhibit 2-B-9 (e)).

10. A credit hour is equivalent to a minimum of each of the following: one
semester credit for 15 clock hours of lecture, 30 clock hours of laboratory, or
45 clock hours of work-based activities; or one quarter credit for 10 clock
hours of lecture, 20 clock hours of laboratory, or 30 clock hours of work-
based activities. (Objective 2-B-7)

The semester credit hours assigned to each course in the nursing assistant/home
health aide program are assigned to the policies of the Alabama Board of Education
(Exhibit 2-B-10 (a)). A semester hour of theory contains 15 clock hours of lecture, a
semester hour of demonstration lab contains 45 clock hours of laboratory, a semester

hour of manipulative lab contains 45 clock hours of laboratory (Exhibit 2-B-10 (b), (c)).
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Instruction

1. Academic competencies and occupational skills are integrated into the
instructional program for each occupational area. (Objective 2-C-1)

Academic competencies and occupational skills are integrated throughout the
nursing assistant/home health aide program. The program is one semester and math and
English are not a part of the curriculum. The college has integrated communication and
mathematical skills within the occupational curriculum. Academic skills are developed in
applied contexts. For example, students are required to apply mathematical skills to the
computation of intake and output and measuring height and weight. Students are required
to apply oral and written communication skills in communicating with clients and co-
workers and in maintaining client records. The development and application of these

workplace competencies are demonstrated on course syllabi (Exhibit 2-C-1 (a), (b)).

2. The instructional programs provide instruction in the competencies
essential to success in the occupation, including job knowledge, job skills,
work habits, and attitudes. (Objective 2-C-2)

Occupational skill development is the primary emphasis of the nursing
assistant/home health aide program. The program contains theory classes designed to
introduce students to the practical knowledge they must have while developing the
related occupational skills. Laboratory and clinical practice provide students with
sufficient opportunity to develop and master occupational skills required for success. The
nursing assistant/nome health aide program provides training in the competencies
essential to success in the occupation, including job knowledge, job skills, work habits,
and attitudes. The nursing assistant/home health aide program is designed to prepare
students with entry-level occupational skills. Extensive theory and laboratory instruction

are designed to develop and refine job knowledge, job skills, work habits, and attitudes
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(Exhibit 2-C-2 (a), (b), (c)). An essential component of the nursing assistant/home health
aide program is the instruction in work habits and work ethics. Each course containing a
laboratory component includes an evaluation work ethics as a portion of the student’s

clinical component.

3. The sequence of instruction required for program completion (lecture, lab,
and work-based activities) is effectively organized in order to maximize the
learning of competencies essential to success in the occupation. (Objective
2-C-2)

The sequence of instruction required for completion of the nursing assistant/home
health aide program is effectively organized in order to maximize the learning of

competencies essential to success in the occupation (Exhibit 2-C-3 (a), (b)).

4. Occupational advisory committees appointed for each program or program
area are used to ensure that desirable, relevant, and current practices of
each occupation are being taught. Each committee (a) is composed of at
least three members, all being external to the institution and representative
of the geographical service area covered by the program area; (b) meets at
least twice annually with a majority of official members present; and (c)
keeps minutes of each meeting to document their activities and
recommendations. The occupational advisory committee may also perform
the functions of the institutional advisory committee if only one
occupational advisory committee is required for the institution. (Objectives
2-B-2 and 2-C-2)

An advisory committee for the health careers division includes the nursing
assistant/home health aide program. The health careers division advisory committee
ensures that desirable, relevant, and current practices are included in the program
(Exhibit 2-C-4 (a), (b)). Committee membership is comprised of health care
representatives from each program represented in the division. A majority of the
members are present for the meetings. Advisory committee guidelines ensure that

advisory committees meet at appointed times throughout the year, follow a standard
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agenda and plan of work, and complete an annual checklist of activities (Exhibit 2-C-4

(©).

5. Occupational advisory committees review, at least annually, the
appropriateness of the type of instruction (such as lecture, laboratory,
work-based instruction, and/or mode of delivery) offered within each
program to assure that students gain competency with specific skills
required for successful completion of the program. (Objectives 2-B-7 and 2-
C-4)

The annual checklist provides documentation that committee members have had
an opportunity to review and discuss program plans, equipment, job placement, facilities,

program content, curriculum, and to make necessary recommendations (Exhibit 2-C-5

(@), (b)).

6. Job-related health, safety, and fire-prevention are an integral part of
instruction. (Objectives 2-C-2 and 2-C-3)

Job-related health, safety, and fire prevention are an integral part of instruction in
the nursing assistant/home health aide program. Safety is integrated throughout the
curriculum, and a section on safety is included in each course notebook (Exhibit 2-C-6
(a)). This ensures consistency of safety instruction in all courses. Evacuation plans and
emergency procedures are posted in prominent locations, included in course notebooks,
and reviewed with students each semester (Exhibit 2-C-6 (b)). Courses include safety
instruction, particularly those with laboratory components. Safety instruction is
documented in course syllabi (Exhibit 2-C-6 (c)).

The College has a standing safety committee that is charged with coordinating an
effective safety program that ensures a safe environment for training. This includes
regular inspections of laboratory and classroom areas, reviewing referrals of safety
concerns, and making recommendations for suitable corrections. The College has a Safety

Manual that was developed to address the use of various program equipment. A copy of
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the Safety Manual is on file in each program area and reviewed with students each
semester (Exhibit 2-C-6 (d)). The nursing assistant/home health aide program safety
committee is comprised of students and meets regularly to increase awareness of safety
issues. This program committee meets regularly and documents their activities in minutes
that are maintained on file in the office of the assistant director of admission and records

and program faculty (Exhibit 2-C-6 (e), (f)).

7. To develop skill proficiency, sufficient practice is provided with equipment
and materials similar to those currently used in the occupation. (Objective
2-C-3)

The nursing assistant/home health aide program has a fully equipped lab. Ample
time for laboratory practice is included in each course (Exhibit 2-C-7 (a)). Students
have access to standard industry equipment.

Documentation that equipment meets industry standards is maintained through
business and industry visits and advisory committee meetings (Exhibit 2-C-7 (b), (c)).
The faculty has adequate budgets to update equipment annually as needed. An inventory
of instructional equipment is conducted annually and computerized records are

maintained by the business office (Exhibit 2-C-7 (d)).

8. All instruction is effectively organized as evidenced by course outlines,
lesson plans, competency tests, and other instructional materials. (Objective
2-C-4)

Instruction in classrooms, shops, and laboratories are effectively organized as
evidenced by course outlines, lesson plans, competency tests, and/or instructional
materials, as found in the course programs. A course notebook is maintained for each
course taught in the nursing assistant/home health aide program. Course notebooks

contain course outlines, course guides, curriculum standards, course syllabi, instructional
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materials, tests, safety handouts, student information sheets, lesson plans, and other
instructional materials (Exhibit 2-C-8). This notebook system has proven useful to

program instructors and ensures consistency of instruction.

9. The institution uses a systematic, objective, and equitable method of
evaluating student achievement based on required competencies.
(Objective 2-C-5)

The College has a systematic and objective method for evaluating student
achievement based on identified occupational competencies. Course syllabi detail the
objectives for each course. Evaluation in each theory or laboratory course is based on
achievement of overall objectives. Evaluation methods are identified in the course
syllabus, which is distributed to every student at the first class meeting (Exhibit 2-C-9
(a)). Knowledge tests are used to evaluate performance in lecture classes, and
demonstrations or proficiency exams are used to evaluate skill proficiency in lab classes
(Exhibit 2-C-9 (b)). Students must complete specific tasks in order to receive
equivalency certificates from the Foundation for Hospice and Home Care, The American
Heart Association, and The National Safety Council.

The course grade is calculated according to the identified method, and posted to
the on-line grading module (Exhibit 2-C-9 (c)). College grading policies are published in
the Student Handbook that is available to students prior to admission, but is also

distributed to and reviewed with all students at orientation (Exhibit 2-C-9(d)).

240



10. Each work-based activity has a written instructional plan for students
specifying the particular objectives, experiences, competencies, and
evaluations that are required. (Objective 2-C-6)

11. The instructional plan designates the on-site employer representative
responsible for guiding and overseeing the students’ learning experiences
and participating in the students’ written evaluations. (Objective 2-C-6)

12. All work-based activities conducted by the institution are supervised by a
designated employee possessing appropriate qualifications. (Objective 2-C-
6)

The nursing assistant/nome health aide program does not require a work-based
activity.
CHALLENGES AND PROPOSED SOLUTIONS

The nursing assistant/home health aide program committee determined that the
program complies with standard two criteria. Integration of academic competencies into
the program is an identified challenge. Nursing assistant/home health aide is a one
semester program. Separate math and English courses are not part of the curriculum, and
this group of students as a whole requires greater emphasis on the development of
communication and computation skills. The College proposes addressing the challenge in
a variety of ways. The first is to increase the level of preparedness of students upon entry
of the program. This is to be accomplished through placement testing to assess student
ability in math, writing skills, and reading skills. Students who demonstrate basic skill
deficiencies are encouraged to enroll in prerequisite developmental courses to develop
academic competencies. The second method is to identify on course syllabi the
communication and computation skills that are needed.

Academic competencies are integrated in the instructional program by modular

instruction designed to develop the student’s ability to apply math and communication
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skills. Students will be required to complete a letter of application, resume, and
employment application using proper grammar, vocabulary, and spelling.

While the cost of the program remains challenging, students may receive other
methods of financial assistance along with the Title IV Federal Aid Programs. These may
include but are not limited to Leadership Scholarships and Academic Scholarships. The
student must first meet eligibility requirements according to The Reid State Technical
College Catalog. Another challenge is the attrition rate that varies from semester to
semester. Students leave the program of study for various reasons: lack of funds, lack of
day care, or lack of transportation. There is a great demand for certified nursing
assistants, especially in the nursing home and the home health environment. Some of the
students have secured jobs before their graduation date. The high demand for the nursing
assistant helps to justify the cost of the program. A solution for the rising cost of college
fees is to provide the student with an itemized total cost analysis of the program. Any
student who needed financial assistance and qualify for assistance according to the

College Catalog will be referred to the director of financial aid.

SUMMARY
Reid State Technical College offers a one semester nursing assistant/home health

aide program dedicated to providing quality education and training to prepare students for
entry-level employment. Cooperation from community, industry, students and faculty
provide a system that ensures this program’s ability to achieve its goals.

The College relies upon appropriately credentialed faculty, advisory committees,
employers, resource personnel, and industry standard equipment and curricula to ensure

that the nursing assistant/home health aide program provides quality educational
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opportunities that produce graduates who are prepared for entry-level employment as
nursing aides, certified nursing assistants, long-term care nursing assistants, and home
health aides. The nursing assistant/home health aide program provides opportunities for
students to obtain exposure to and appreciation of the dynamics of the industry. The
program is designed to meet the requirements of the State Board of Education, Reid State
Technical College and industry standards.

The nursing assistant/nome health aide program has a published statement and
program objectives that are evaluated continuously and are publicly available. The
instructional program is effectively organized as evidenced by course outlines, lesson
plans, syllabi, instructional materials, tests, course standards, and curriculum guides.

The nursing assistant/nome health aide program has an active advisory committee
that documents activities and recommendations of semi-annual meetings. Faculty solicit
advice and recommendations from resource personnel through regular business and
industry visits, professional associations, Employer Verifications Forms, and advisory
committees.

The nursing assistant/home health aide program outcomes substantiate a strong
program that emphasizes the attainment of entry-level skills, including academic and
occupational skill development. Program faculty continually avail themselves of
professional development opportunities to maintain and update their professional and

teaching skills.
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Standard Two

Nursing Assistant/Home Health Aide Exhibits

Admissions

2-A-1(a)
2-A-1(b)
2-A-1(c)
2-A-1(d)

2-A-2

2-A-3(a)
2-A-3(b)
2-A-3(c)
2-A-3(d)

2-A-4(a)
2-A-4(b)

2-A-5(a)
2-A-5(b)
2-A-5(C)

2-A-6

2-A-7(a)
2-A-7(b)
2-A-7(c)
2-A-7(d)

2-A-8(a)
2-A-8(b)
2-A-8(c)
2-A-8(d)
2-A-8(e)
2-A-8(f)
2-A-8(9)

2-A-9(a)
2-A-9(b)
2-A-9(c)
2-A-9(d)

College Admission Policy, College Catalog, pp. 21-33
College Admission Policy, Student Handbook, pp. 67-77
Program Brochure

College Website

Non-Applicable

College Transfer Policy, College Catalog, p.26
College Transfer Policy, Student Handbook, pp. 74-76
State Board of Education Policy 801.01

State Board of Education Policy 714.03

College Transfer of Credits Policy, College Catalog, p. 27
College Transfer of Credits Policy, Student Handbook, p. 76

College Admission Policy, College Catalog, pp. 21-33
College Admission Policy, Student Handbook, pp. 67-77
Placement Testing Policy, College Catalog, p. 32

Non-Applicable

Ability-to-Benefit Policy, College Catalog, pp. 23, 26, 33
Ability-to-Benefit Policy, Student Handbook, pp.74
Assessment Results for Ability-to-Benefit

Student Transcript for Ability-to-Benefit

Recruitment Plan

College Catalog, p. 106-109

Brochure

Admission Packet

Schedule

Advertising Scrapbook

Reid State Technical College website www.rstc.edu

College Catalog, p. 106-109

Brochure

Program Cost Sheet

Tuition Rates, College Catalog and Student Handbook, p. 64
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Programs
2-B-1(a)
2-B-1(b)
2-B-1(c)
2-B-1(d)

2-B-2(a)
2-B-2(b)
2-B-2(c)

2-B-3(a)
2-B-3(b)
2-B-3(c)
2-B-3(d)
2-B-3(e)

2-B-4(a)
2-B-4(b)
2-B-4(c)
2-B-5

2-B-6(a)
2-B-6(b)

2-B-7(a)
2-B-7(b)
2-B-7(c)
2-B-7(d)
2-B-8

2-B-9(a)
2-B-9(b)

2-B-9(c)
2-B-9(d)

Alabama Occupational Trends for 2016
Occupational Outlook Handbook
Business and Industry Visits

Advisory Committee Minutes

Advisory Committee Minutes
Employer Verification Forms
Business and Industry Visits

Program Obijectives, College Catalog, p. 107
Syllabi

Business and Industry Visits

Tests

Course Notebook

Advisory Committee Annual Checklist
Business & Industry Visits
Employer Verification Forms

Employer Verification Forms

Employer Verification Forms
State Board of Education Tuition Table

Student Transcript

Degree Plan

Program Curriculum, College Catalog, p. 109
Program Brochure

Non-Applicable

Organizational Chart

Organizational Policy, College Policy Manual, p. 11-14
Faculty Evaluation Policy, College Policy Manual, p. 21
Organizational Policy, College Policy Manual, p. 11-14
Student Handbook, p. 14

Program, College Catalog p.92

Brochure

College Tuition Policy, College Catalog, pp. 43-44
College Tuition Policy, Student Handbook, p. 62-64
College Refund Policy, College Catalog, pp. 44-45
College Refund Policy, Student Handbook, p. 64-65
College Admission Policy, College Catalog, pp. 21-32
College Admission Policy, Student Handbook, pp. 67-77
Reid State Technical College Website — www.rstc.edu
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2-B-9(e)

2-B-10(a)
2-B-10(b)
2-B-10(c)

Instruction
2-C-1(a)
2-C-1(b)

2-C-2(a)
2-C-2(h)
2-C-2(c)

2-C-3(a)
2-C-3(h)

2-C-4(a)
2-C-4(b)
2-C-4(c)

2-C-5(a)
2-C-5(b)

2-C-6(a)
2-C-6(h)
2-C-6(c)
2-C-6(d)
2-C-6(e)
2-C-6(f)

2-C-7(a)
2-C-7(h)
2-C-7(c)
2-C-7(d)

2-C-8

2-C-9(a)
2-C-9(b)
2-C-9(c)
2-C-9(d)

Office Schedule

Syllabus

College Assembly Minutes
Division Minutes

College Activities Flyers

State Board of Education Policy 705.01
Credit Clock Hour Chart
Program Degree Requirements, College Catalog, p. 109

Program Curriculum, College Catalog, p. 109
Syllabus

Lab Course Syllabus
Theory Course Syllabus
Work Habits Check Sheets

Degree Plan
Program Curriculum, College Catalog, p. 109

Advisory Committee Membership List
Advisory Committee Minutes
Advisory Committee Guidelines Annual Checklist

Employer Verification Forms
Advisory Committee Guidelines Annual Checklist

Course Notebook (See 2-B-3)
Emergency Procedures
Syllabus

Safety Manual

Safety Committee Minutes
Safety Pictures

Syllabus

Business and Industry Visits

Advisory Committee Guideline Annual Checklist
Equipment Inventory

Course Notebook (See 2-B-3)

Syllabus

Tests

Student Transcript

College Grading Policy, Student Handbook, p. 86
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2-C-10 Non-Applicable
2-C-11 Non-Applicable

2-C-12 Non-Applicable
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CLOCK HOUR/CREDIT HOUR CHART

Program Name

Nursing Assistant/Home Health Aide

CIP Code

51.3902

Instructions: Refer to the Commission’s definition of clock/credit hour measurement in the latest edition of the Handbook of Accreditation. For programs
measured in credit hours, provide both clock and credit hour information. List all courses offered within the program. Make additional copies of this page

as needed.

Provide total program length in all categories that apply

(be sure that these numbers agree with the grand total):
TOTAL
345 TOTAL 16 QUARTER N/IA
TOTAL CLOCK SEMESTER CREDIT
HOURS: CREDIT HOURS: HOURS:
INSTRUCTION
COURSE NAME DELIVERY METHOD WORK-
(Use one line for each course (Check One or More) CLASSROOM/ LECTURE BASED TOTALS
within the program.) Audio/ Correspon- Clock SHOP/LAB ACTIVITIES
Classroom Online | VideoTape dence Classroom Distance Ed. | Credit | Clock Credit | Clock Credit [ Clock | Credit
ORT 100 - Orientation X X 15 0 1 0 0 0 0 15 1
NAS 120 — Fundamentals of X X 75 0 5 60 2 0 0 135 7
Nursing Assistance/Home
Health Aide
NAS121 — Fundamentals of X (CL) 0 0 0 90 3 0 0 90 3
Nursing Assistance/Home
Health Aide Clinical
NAS115 - CPR & Basic First X X 15 0 1 30 1 0 0 45 2
Aide
HPS 105 — Medical X X 30 0 2 30 1 0 0 60 3
Terminology
X X 135 0 9 210 7 0 0 345 16
TOTAL ALL COLUMNS
GRAND TOTALS
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Commission of the Council on Occupational Education
EMPLOYER PROGRAM VERIFICATION FORM
for Postsecondary Programs

INSTRUCTIONS:
- Complete this form for each serviee area served by the program®
- This form must be signed by an employee who is in position to make hiring decisions on
behalf of the employer,

Name of Institution
Reid State Technical College

Address - Cit}'fStuteﬁ'Lip
P 0 Box 588 Evergreen, AL 36401

Name of Program
Mursing Assistant/Home Health Adde (Certificate)

Madel(s) of Delivery of Program

100%s Traditional _[_Lbrid . I[an:e Education

This program is (check one):

X An Existing Program A New Program A Substantially Revised Program

The length of program in:

Cleck Hours 16 Semester Credit Hours Ouarter Credit Hours

The amount of tuition and fees charged for the total program is: §2,749,12

Excerpt from the Handbook of Accreditation, Standard 2 — Educational Programs:

5 At least every fwa years, three hanafide potential emplovers review each educational program and
recommend admifssion reguirements, program costest. program length, progeam objectives,
CoMpetency 1ests, instructional materials, eqiipment, method of evaluation, and fevel of skills
awc'cr praficiency required for completion, and appropricteness of the delivery mode for the
program. ((hjectives 2-8-2 and 2-8-4)

6. The fnstitution considers the length and the tuition of each program in velation to the documented
entry level earnings of completers.  ((Objective 2-8-2)

NOTE: Job Corps Centers may use the Vocational Evaluation Svstem (VES) Report in place of
the COE Employer Program Veritication Form.

*For programs that include a distance education mode of delivery that recruit students outside the
service arca(s) of an instilution’s physical location(s). a market needs analysis or other demographic
data which demonstrates demand for the program may be submitted.
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EMPLOYERS' VERJ:FTCATION STATEMENT;

Nursmg As-ust_ant.f

We havereviewsdthe g0 g i en psan pr{}gram and recommended r.,quu'emaﬂts for:
admissions, program content, program length, progrem objectives, competency & tests, instructional
materiels, equipment, method of evaluarion, and the skills and/or proficiency rc:quned for completion
and approppla.teﬁess of the 100% Traditional [ |Hybrid [[] Distance Education

the delivery mode(s) for the program,

EMPLOYER #1:

Name: _ . | Title;
Margavet Geduln

Company Name:

Everaceen el Conder |P'hm Mmb% 8-048 |

Address ! Cit}-‘f‘St&i& Zip

0
101 Creedviewo \Eversreen AL 2bU O

Verified range of remuneration (based on year-round, full-titfe employment) that ¢an reasonzbly ba

expected by completers /v.ha enter this field upon completion of the program is from $Q‘ OO0/ he
annualbvto $ - DO‘ 4, sansually

Signature: | /‘/b/\(ﬁ@-mg}}‘&zgddj{m Date: Qf ( 1(9 ‘ EO

EMPLOYER#2 -
Name: | Title: ‘ ;
Warl Wolles. | Diceetar
' Cempmy Name: | Phone Number: |
};—‘qmc:f'c'eﬂ HDJ"QL,_& g arle. | AS\- SA%— LRGH
Address  J . Cle.-'r'JtH.‘ {Zip

315(-‘5; &)su:‘g_‘r_\ mmf\ c-\)'llf'(‘e l—_>\l¢=* aleen 1L -lic.*-i(‘-|

 Verified range of remuneration (kased on year-round, full-time C'neﬁom 'ment) that can 1

‘?@SC“MDI ‘
expscted by completers who enter this field upon completion of the program is from § %F
annually 0 § Q .00 e annu ally, ‘

‘Sgnan,rc Y s i L&gclﬁ_h:at N Date: 9 -1, -0 |
EMPLOYER £3 )
Neme: 2 ! T

itle: |
|

G

Miiues Moldle wH Developrneimt '|

pmpany Name:

\—/LE/IOﬁ a4 A {\}J fi Ou HT)TTL-?_ & QL_

Phone Number:

6D Sardess l/_aw

Address ¥

S15-3153
Cjt\ fSiate/Zip _
ToeAIT . AL DgOH

Verified range of remuneration (hased on year-round, full-4ime employment) that can rezsonab Iybe
expected by complefers who enter this field upon completion of the program is from §

]

mwally 03 BSD o emaally | TR0

Signatme:/l (l(;&(g O—\-) s Date Q}' H,P”D ‘
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STANDARD TWO
OFFICE SYSTEMS TECHNOLOGY

INTRODUCTION
The office systems technology program committee was responsible for evaluating

the extent to which the program complies with standard two criteria. Committee members
evaluated program documentation in determining compliance. The office systems
technology program at Reid State Technical College provides excellent training that
enables graduates of the program to obtain and successfully perform the tasks of entry-
level positions in this field. The program admission policy is relevant to a student’s
ability to complete the program’s academic and occupational requirements. Reid State
Technical College is supportive of the office systems technology program and students.

The program mission and objectives are clearly stated in College publications as
follows:

The purpose of the office systems technology program is to provide
accessible, quality educational opportunities that will provide individuals
with the knowledge, technical skills, and attitudes necessary to obtain
entry-level employment in the general, medical, and legal office
professions.

The associate degree program is intended to produce graduates
who are prepared for employment as entry-level bookkeepers, secretaries,
data entry clerks, word processors, receptionists, general clerical clerks,
office managers, legal, medical or office administrative assistants.
Program graduates are to be competent in the academic areas of
communications, mathematics, computer literacy, and human relations
and in the technical areas of word processing, information management,
records management, data entry, keyboarding, document production,
office management, and accounting.

Reid State Technical College will accomplish program objectives
by providing students with a comprehensive general education and
technical training in the core area of office systems technology. The
occupational skill preparation should meet the International Association
of Administrative Professionals (IAAP) recognized skills standards. The
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college will ensure program quality through certification of graduate
competencies and Office Proficiency Assessment Certification (OPAC).

The philosophy and purpose of the office systems technology
program is consistent with that of the governing institution.

Program faculty frequently visit businesses and industry, obtain feedback from
graduates and employers of graduates, and maintain involvement in their communities as
a means of ensuring the program content reflects the needs of business and the
community. The program’s mission, length, objectives, course requirements, equipment,
and academic courses are congruent with the institution’s mission, labor market needs,
the requirements of the Alabama State Board of Education, and the mission of the
Alabama Community College System.

The office systems technology program includes a variety of degree for students.
The options are office administrative assistant, legal administrative assistant, and medical
administrative assistant.

The associate in applied technology degree has proven to be a viable program
option for students and has enhanced the program’s visibility and attractiveness in the
community. The office systems technology program has enjoyed a strong reputation for
quality training for many years, and the program reorganization has contributed to an
even greater reputation for the comprehensive skills and knowledge students possess at
graduation. The office systems technology program was accredited by the Association of
Collegiate Business Schools and Programs (ACBSP) in 2001. The office systems
technology program will be evaluated in 2011 for reaffirmation by the Association of

Collegiate Business Schools and Programs (ACBSP).
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ANALYSIS

A. Admissions/Recruiting

1. The institution’s admissions policies are clearly stated, published, and
made available to students prior to enrollment. (Objective 2-A-1)

Reid State Technical College’s admissions policies are clearly stated and made
available to students prior to enrollment. All admission policies relating to degree,
certificate, non-credit, and dual enrollment are published in the College Catalog, Student
Handbook, program brochures, and College website, (Exhibit 2-A-1 (a), (b), (c), (d)).
These publications are distributed to the public during high school recruiting visits, and
displayed in the student services building, public relations office, administration building,
and other campus areas. College publications are distributed at orientation, during all
recruiting activities, in application folders, and by mass direct mailings.

The admission policy for the office systems technology program states:

Applicants to this program must complete the application
procedures. Additionally, applicants must present official
documentation of a high school diploma or GED, in accordance
with State Board policy.

2. For all students admitted to a Vocational English-As-A-Second Language
Program, the institution utilizes written admission procedures that comply
with policies established by the Commission. (Objective 2-A-1)(See
“Vocational English-As-A-Second-Language Programs” in the current
edition of the Policies and Rules of the Commission.)

Reid State Technical College does not offer Vocational English-As-

A-Second Language.
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3. The institution clearly defines and publishes a policy on the transfer of
students between programs within the institution and the transfer of
students from other institutions. (Objective 2-A-1)

The institution clearly defines and publishes a policy on the transfer of students
between programs within the institution and the transfer of students from other
institutions. The College transfer policy is promulgated by the Alabama State Board of
Education and is printed in the College Catalog (Exhibit 2-A-3 (a), (b), (c), (d)).

An applicant who has previously attended duly another accredited postsecondary
institution is considered a transfer student and is required to furnish official transcripts of
all work attempted at all said institutions. The College also requires the transfer of
student documents required of first-time college students. A transfer student who meets
requirements for admission to a course creditable toward an associate degree is classified
as a degree-eligible student. A transfer student who does not meet these requirements is
classified as a non-degree-eligible student. A transfer student must have submitted to the
College an application for admission and official transcripts from all duly accredited
postsecondary institutions attended and as designated by the College, any other
documents required for first-time college students.

A transfer student whose cumulative grade point average at the transfer
institution(s) is 2.0 or above on a 4.0 scale is admitted on clear academic status. A
transfer student whose cumulative grade point average at the transfer institution(s) is less
than 2.0 on a 4.0 scale is admitted on academic probation. An applicant who has been
academically suspended from another duly accredited postsecondary institution may be

admitted as a transfer student only after following the appeal process established at the
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College for native students who have been academically suspended. If the transfer
student is admitted upon appeal, the student enters the institution on academic probation.
Students may transfer to different programs within the institution provided they
meet the admission requirements for the desired program. Full credit is granted for those
courses that have similar course descriptions and theory/laboratory/clinical credit hour

requirements.

4. The institution clearly defines and publishes a policy on the transfer of
credits that includes a statement of the criteria established by the
institution regarding the transfer of credit earned at another institution.
(Objective 2-A-1)

Transfer credit is awarded for internal and external transfers based on the
published “General Principles for Transfer of Credit” that state a course completed at
other accredited postsecondary institutions with a passing grade will be accepted for
transfer as potentially creditable toward graduation requirements. Credit may be
extended based on a comprehensive evaluation of demonstrate and documented
competencies and previous formal training. For students admitted on academic
probation, only courses in which they have earned a course grade of “C” or better will be
accepted for transfer. Awarding of transfer credit to fulfill graduation requirements will
be based on applicability of the credits to the requirements of the degree sought (Exhibit

2-A-4 (a), (b)).

5. Admission requirements offer reasonable expectations for successful
completion of the occupational programs offered by the institution regardless
of the delivery mode. (Objective 2-A-2)

The admission requirements offer reasonable expectations for the students’
successful completion of their programs of study. Placement exams are additional

measures used to determine a student’s readiness for college-level academic and
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occupational course work. The placement tests measure proficiency in reading, writing,
and numerical skills. Students who score below requisite cut scores on each subtest are
required to enroll in developmental courses in order to develop academic competencies
necessary for success in college-level courses. Students whose assessment scores
indicate they would benefit from developmental math, reading or writing must complete
the courses prior to enrolling in college-level math and English. Students needing
developmental reading must enroll in it within the first two semesters. Students are
advised to enroll during their first term for any required developmental course work and
to take follow-up college courses in sequence. These policies and procedures are
designed to ensure that students can be successful in completing all program
requirements (Exhibit 2-A-5 (a), (b), (c)). The program degree plan provides evidence

that admission policies offer reasonable expectations for program completion.

6. Students admitted into Associate Degree programs have a high school diploma
or its equivalent. (Objective 2-A-2)

Reid State Technical College follow the policies of the Alabama State Board of
Education requirement that all students admitted into associate degree programs have a
high school diploma or GED. Reid State Technical College complies with this policy
(Exhibit 2-A-6 (a), (b), (c), (d)). The office systems technology program offers the
associate in applied technology degree with majors available in office administrative

assistant, legal administrative assistant, and medical administrative assistant.
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7. For all students admitted on an “ability to benefit” basis, the institution
has written admissions procedures, applies these uniformly, provides
documented evidence on how they are used, maintains records on student
progress, and regularly evaluates the effectiveness of the procedures used in
admitting these students. (Objective 2-A2)

Students in office systems technology are not admitted on an ability-to-benefit

basis.

8. The institution ensures that recruiting activities are ethical and that all
materials used in recruiting accurately describe the mission, instructional
outcomes, student performance expectations, and completion requirements
of each program. (Objective 2-A-3)

The institution ensures that recruiting activities are ethical and that all
materials used in recruiting accurately describe the mission, instructional outcomes,
student performance expectations, and completion requirements of each program
described in such materials.

The College has a continuous recruitment schedule that involves students, faculty
and administrators. Reid State Technical College’s recruiting activities are ethical and
are conducted according to standard marketing and recruiting practices. The director of
recruiting/retention & placement has overall responsibility for developing and
implementing the Recruitment Plan. Responsibility for carrying out recruiting activities
is spread across the College.

All personnel are responsible for distributing materials to locations in their
communities and making presentations to local high schools, churches, and vocational
centers. Published materials depict the mission, instructional outcomes, student
performance expectations, and completion requirements of each program. The College
uses a variety of materials to market programs and services. Colorful brochures, the

College Catalog, newspaper advertisements, are utilized to inform the student body and
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community of program offerings (Exhibit 2-A-8 (a), (b), (c), (d), (e), (f), (g)). The
College maintains a permanent scrapbook of newspaper advertisements for historical

records.

9. Prior to admission, students are informed of the costs of the program
and any equipment and services required. (Objective 2-A-3)

Students are informed of program costs prior to admission in several ways.
Complete information about the office systems technology program is in the College
Catalog. This includes the program philosophy, mission statement, program objectives,
costs, admission criteria, certification information, curriculum outline, course
descriptions, and any other pertinent information. The College Catalog is available at all
recruiting activities. It is on display at all times in the administration and student services
buildings, and all incoming students are encouraged to access the College Catalog on the
College website (Exhibit 2-A-9 (a)). College brochures list the credit hours required for
completion of each program, and semester schedule on the college website lists the credit
hours per class (Exhibit 2-A-9 (b), (c)).

A program cost sheet is available to all students in the student services building
(Exhibit 2-A-9 (d)). The total tuition/fee cost for the office systems technology majors

for Fall 2010 are as follows:

Office Legal Medical

Administrative  Administrative Administrative

Assistant Assistant Assistant
Tuition $5,760.00 $6,030.00 $6,030.00
Fees 1,408.00 1,474.00 1,474.00
Books 2,500.00 2,500.00 2,500.00
Supplies 260.00 260.00 260.00
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B. Programs

1. Occupational education programs offered by the institution are congruent
with the mission of the institution and with the occupational needs of the people
served by the institution. (Objectives 2-A-2 and 2-B-1)

The office systems technology program is congruent with the mission of the
institution and with the occupational needs of the people served by the institution. Reid
State Technical College’s mission is as follows:

Reid State is committed to provide postsecondary education and training

to students from diverse backgrounds and abilities on a non-

discriminatory basis in order to prepare an effective workforce and to

promote economic growth and community stability. In the spirit of

scholarship, collaboration, technological specialization, flexible learning

opportunities and personal development, the entire college seeks an

improved quality of life for all students.

The office systems technology program is congruent with the institutional mission
and the occupational needs of the community.

As part of the annual instructional program review occupational needs of the
service area are evaluated through annual reviews of labor market information (Exhibit
2-B-1 (a), (b)). Business and industry visits, and the program advisory committee
provide valuable information that assists the institution in ensuring that the office systems

technology program continues to be congruent with the institutional mission and the

needs of the community (Exhibit 2-B-1 (c), (d).

2. The objectives for each educational program are evaluated annually.
(Objective 2-B1)

The objectives for the office systems technology program are evaluated annually.

Evidence of this is reflected in the office systems technology advisory committee meeting
minutes and Employer Verification Forms. Minutes of previous meetings are maintained

by the division chair in the program notebook.
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The program advisory committee has the responsibility for conducting an annual
review of the program's mission and curriculum content and recommending
improvements in terms of curriculum, instructional methods, equipment, supplies and
other important program and instructional considerations, as well as assisting the office
systems technology department in ensuring that program content and objectives are up to
date (Exhibit 2-B-2 (a)).

Employers periodically review program objectives. Employer Verification
Forms are completed every year to ensure that bona fide potential employers have the
opportunity to evaluate the program content, objectives, range of remuneration,
admission criteria, and curriculum to ensure that desirable, relevant, and current practices
are included in the program of study. Information obtained from Employer Verification
Forms is utilized to ensure that relevant and current practices are addressed in the
instructional program (Exhibit 2-B-2 (b)).

Faculty continually review and adjust program objectives as a result of feedback
received through business and industry visits. Regular visits to business and industry are
another critical means of obtaining recommendations from resource personnel. Faculty
are required by College policy to complete two visits each semester and document their
activities on Business and Industry Visits forms that are forwarded to the human

resources/instructional services coordinator (Exhibit 2-B-2 (c)).
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3. Each occupational education program has clearly stated objectives, defined
content relevant to these objectives and the current needs of business and
industry, and student evaluation based on the program objectives and
content. (Objective 2-B-2)

The office systems technology program has clearly stated objectives, defined
content relevant to these objectives and the current needs of business and industry, and
student evaluation based on the program objectives and content.

The office systems technology program outcome objectives are (Exhibit 2-B-3
(a)):

1. Program graduates will be proficient in communication, computation,
and interpersonal skills.

2. Program graduates will be technically proficient.
3. Program graduates will be successfully employed in the field.

4. Employers of program graduates will be satisfied with their education
and training.

Course objectives are listed in the individual course syllabi, course guides, and
curriculum standards and support attainment of broad program outcome objectives

(Exhibit 2-B-3 (b)).

Business and Industry visits are regularly conducted to ensure that current needs

of business and industry are considered when defining program content (Exhibit 2-B-3

(©)).

Students’ attainment of learning objectives in the office systems technology

program is determined through regular evaluation methods. Knowledge tests are given in

theory classes and demonstration or proficiency exams are utilized to document

competency attainment (Exhibit 2-B-3 (d), (e)).

261



4. A systematic process has been implemented to document that the objectives
and content of programs are current. (Objective 2-B-2)

A systematic process is in place to document that the objectives and content
of programs are regularly updated. The advisory committee members meet twice
annually and document their review of program objectives and content in committee
minutes (Exhibit 2-B-4 (a)). Program objectives and content are also updated
through information obtained from business and industry visits, informal contact with

alumni, and Employer Verification Forms (Exhibit 2-B-4 (b), (c)).

5. At least every two years, three bonafide potential employers review each
educational program and recommend admission requirements, program
content, program length, program objectives, competency tests, instructional
materials, equipment, method of evaluation, and level of skills and/or
proficiency required for completion, and appropriateness of the delivery
mode for the program. (Objectives 2-B-2 and 2-B-4)

At least every two years three bona fide potential employers review the office
systems technology program. These employers have the opportunity to recommend
revisions to admission requirements, program content, length, objectives, tests,
instructional materials, equipment, methods of evaluation, and level of skills or

proficiency that are required for program completion (Exhibit 2-B-5).

6. The institution considers the length and the tuition of each program in relation
to the documented entry level earnings of completers. (Objective 2-B-2)

Reid State Technical College considers the length and tuition of each program in
relation to the documented entry-level earnings of completers. Employer Verification
Forms are collected at least every two years in order to document the range of
remuneration a student can reasonably expect to earn upon graduation (Exhibit 2-B-6

(a)). According to the Employer Verification Form completed in 2010, office
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systems technology graduates can expect to earn $18,000 to $27,000 per year at
graduation.

The College also considers the length of the program in relation to the verified
potential earnings of graduates. The office systems technology program can be
completed in five — six semesters of full-time attendance.

The College’s tuition rate is $90 per semester credit hour, which has been
approved by the Alabama Department of Postsecondary Education for all community
and technical colleges (Exhibit 2-B-6 (b)). Total tuition for the 67 credit hour, five —
six semester associate degree program is $6,030 and the 64 credit hour associate

degree program is $5,760.

. Courses required for each program are offered with sufficient frequency
for the student to complete the program within the publicized time frame.
(Objective 2-B-3)

Office systems technology offers classes in sufficient frequency for the
student to complete the program of study as outlined in the College Catalog and
program brochure. All students are provided with a degree plan upon entry, and
advisors use these degree plans to plan their schedules of classes each term (Exhibit
2-B-7 (a), (b)). Evening classes are offered less frequently, and the student is advised
that the program requires longer to complete based on the student’s semester course
load. Generally, students can complete courses within 2.5 times the time frame
specified for full-time students. Courses are offered based on demand, and evening
enrollment must be sufficient or the classes are subject to cancellation. Transcripts,
degree plans, and a yearly academic schedule provide evidence that students progress

through the program in an orderly and timely manner (Exhibit 2-B-7 (c), (d)).
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Developmental courses in writing, mathematics, and reading are offered every
semester to assist underprepared students in developing basic skills to ensure success
in college-level courses. Students who require developmental coursework are
informed by their advisors that they may require longer to complete the program

requirements depending upon their developmental needs.

8. Associate Degree programs offered must meet the following requirements:

a. The appropriate applied degree title, such as Associate of
Applied Technology, Associate of Applied Science, Associate
of Occupational Studies, Associate of Science, or Associate of
Occupational Technology, is used.

b. The program has a minimum of 60 semester hours or 90
quarter hours.

c. The program includes a minimum of 15 semester hours or 23
quarter hours of general education courses, with a minimum of
one course from each of the following areas: humanities,
behavioral sciences, natural or applied sciences, and
mathematics. (Objective 2-B-5)

Reid State Technical College is authorized to award the associate in applied
technology degree in office systems technology by the Alabama State Board of
Education. The office systems technology program awards an associate in applied
technology degree with options in office administrative assistant, legal administrative
assistant, and medical administrative assistant (Exhibit 2-B-8 (a)). The degree requires a
minimum of 67 semester hours for program completion in medical and legal
administrative assistant and 64 semester hours in office administrative assistant for
program completion. According to requirements of the Alabama State Board of
Education, the general education core required for the degree is 19 semester hours in
Areas | through 1V, which includes college orientation. In Area I, students must earn
three to six hours in written composition. In Area Il, students must earn three to six
hours in fine arts and humanities, for a total of seven hours in Areas | and Il. In Area llI,
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students must earn 9 credit hours in natural science and mathematics, and in Area IV,
three credit hours in history, social, and behavioral sciences (Exhibit 2-B-8 (b)). Courses
to satisfy these general education core requirements in the office systems technology
curriculum include: English, ethics and society, mathematical applications, computer
navigations, and general psychology. Students are required to complete 39 semester
hours in a core technical concentration and 9 semester hours in major electives with a
legal or medical emphasis. A major elective with an office emphasis requires 6 semester

hours (Exhibit 2-B-8 (c)).

9. All programs, regardless of location or time or mode of delivery, are
qualitatively consistent with those offered on the main campus, and must:

a. Be approved and administered under established institutional
policies and procedures and supervised by an administrator
who is part of the institutional organization.

b. Have appropriate involvement of on-campus
administrators and faculty in planning, approval, and on-
going evaluation.

¢. Have individual student records, including period of
enrollment, financial, and educational program records,
permanently maintained by the institution at the main campus.

d. Be described in appropriate catalogs, brochures, and/or other
promotional materials and include tuition/fee charges, refund
policies, admissions and academic requirements, and
information technology requirements.

e. Provide for timely and meaningful interaction among faculty
and students. (Objectives 2-B-6 and 2-B-8)

The office systems technology program offers day and evening classes on the

main campus.
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10. A credit hour is equivalent to a minimum of each of the following: one
semester credit for 15 clock hours of lecture, 30 clock hours of laboratory, or
45 clock hours of work-based activities; or one quarter credit for 10 clock
hours of lecture, 20 clock hours of laboratory, or 30 clock hours of work-
based activities. (Objective 2-B-7)

The credit/clock hours assigned to each course in the office systems technology
program are measured according to the requirements set forth by the Alabama State
Board of Education (Exhibit 2-B-10 (a)). A semester hour of theory contains 15 clock
hours of lecture, a semester hour of experimental lab contains 30 clock hours of
laboratory, and a semester hour of manipulative lab contains 45 clock hours of
laboratory. The total clock and credit hours assigned to each course are identified in the

College Catalog (Exhibit 2-B-10 (b)).

Instruction

1. Academic competencies and occupational skills are integrated into the
instructional program for each occupational area. (Objective 2-C-1)

Academic and occupational competencies are integrated into the office systems
technology program. This is demonstrated through the inclusion of required general
education courses in the associate degree and certificate programs. The degree program
includes 18 semester hours of core general education course work in English,
mathematical applications, ethics and society, general psychology, and computers
navigations (Exhibit 2-C-1 (a), (b), (c), (d), (e), (f)).

Academic competencies are further developed and applied in learning experiences
in the core technical courses. For example, students apply math skills in calculator and
accounting classes. They apply and refine oral and written communication skills in
developing business communications, telephone and reception skills, and performing the

functions in an office environment. Instruction emphasizes the development of
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occupational skills. Students are taught how to use office machines such as computers,
calculators, copiers, and transcription equipment as well as common software packages

that are pre-requisites for entry-level employment in the office administration profession.

2. The instructional programs provide instruction in the competencies
essential to success in the occupation, including job knowledge, job skills,
work habits, and attitudes. (Objective 2-C-2)

The instructional program provides training in the competencies essential to
success in the occupation, including job knowledge, job skills, work habits, and attitudes.
Lab projects and office simulations are used for students to develop requisite skills.
Students are required to dress professionally one day a week in certain courses. Specific
courses are included in the program curriculum to develop work habits and attitudes. For
example, SET218 Office Procedures emphasizes the development of “work habits,
attitudes, and professionalism” (Exhibit 2-C-2 (a)).

Job knowledge and job skills are developed through extensive theory and
laboratory instruction that is designed to develop each student’s technical proficiency.
The program includes courses in word processing, keyboarding, machine transcription,
office procedures, accounting, financial recordkeeping, records management, computer
applications, business law, spreadsheets, and Office Proficiency Assessment and
Certification (OPAC). The structure and delivery of these courses ensure students
possess fundamental job knowledge and skills upon graduation (Exhibit 2-C-2 (b), (c)).
The College demonstrates its concern for the quality of training in terms of providing

students with appropriate job knowledge, job skills, work habits, and attitudes.
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3. The sequence of instruction required for program completion (lecture, lab,
and work-based activities is effectively organized in order to maximize the
learning of competencies essential to success in the occupation. (Objective
2-C-2)

The sequence of instruction required for completion of the office systems
technology program is effectively organized in order to maximize the learning of

competencies essential to success in the occupation (Exhibit 2-C-3 (a), (b)).

4. Occupational advisory committees appointed for each program or program
area are used to ensure that desirable, relevant, and current practices of
each occupation are being taught. Each committee (a) is composed of at
least three members, all being external to the institution and representative
of the geographical service area covered by the program area; (b) meets at
least twice annually with a majority of official members present; and (c)
keeps minutes of each meeting to document their activities and
recommendations. The occupational advisory committee may also perform
the functions of the institutional advisory committee if only one
occupational advisory committee is required for the institution. (Objectives
2-B-2 and 2-C-2)

An occupational advisory committee is used by the office systems technology
program to ensure that desirable, relevant, and current practices of the occupation are
being taught. The office systems technology advisory committee is composed of
representatives from business and industry. The advisory committee meets at least twice
a year with a majority of official committee members present, and minutes are available
to document activities and recommendations.

Advisory committee meetings are scheduled throughout the campus during the
fall and spring. The office systems technology advisory committee follows a standard
agenda, plan of work, and completes an annual checklist to ensure consistent and detailed
documentation of activities. The annual checklist provides documentation and

verification that committee members have been provided an opportunity to review and
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discuss program plans, equipment, job placement, facilities, program content, curriculum,

and to make necessary recommendations (Exhibit 2-C-4 (a), (b), (c)).

5. Occupational advisory committees review, at least annually, the
appropriateness of the type of instruction (such as lecture, laboratory,
work-based instruction, and/or mode of delivery) offered within each
program to assure that students gain competency with specific skills
required for successful completion of the program. (Objectives 2-B-7 and 2-
C-4)

The advisory committee reviews the curriculum of the office systems technology
program as to the types of instruction offered in the program. The specific skills needed
for successful completion are also shared; such as the words per minute required in the
keyboarding courses and the scores required for Office Proficiency Assessment

Certification (OPAC) (Exhibit 2-C-5 (a), (b)).

6. Job-related health, safety, and fire-prevention are an integral part of
instruction. (Objectives 2-C-2 and 2-C-3)

Job-related health, safety, and fire-prevention are an integral part of instruction.
This practice is facilitated through the inclusion of a section on safety in each course
notebook. This ensures consistency of safety instruction for day and evening courses.
Safety procedures for operating office equipment and ensuring a safe environment are
discussed continuously during instructional time. Building evacuation routes, emergency
procedures, fire extinguishers, first aid Kits, and safety signs are clearly posted in
prominent locations, and students are made aware of these each semester (Exhibit 2-C-6
(@), (b)).

The College has a standing safety committee that is charged with coordinating an
effective safety program that ensures a safe environment for learning and for making
recommendations for improvements. The College has a Safety Manual that is on file in

each program area and is reviewed with students. The Safety Manual includes a section
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for each program with information for safely operating common office machines and
equipment and increasing awareness of safety issues. The program has a safety
committee comprised of students which meets regularly to increase awareness of safety
issues. The office systems technology safety committee documents its activities and
recommendations in minutes that are maintained on file in the assistant director of

admission and records (Exhibit 2-C-6 (c), (d), (e), (f)).

7. To develop skill proficiency, sufficient practice is provided with equipment
and materials similar to those currently used in the occupation. (Objective
2-C-3)

To develop skill proficiency, sufficient practice is provided with similar
equipment that is currently in use in the workplace. The majority of courses contain a
laboratory component. The office systems technology program has two computer labs
and an electronic calculator classroom. Students also have access to the College’s state-

of-the-art copier machine to develop skill proficiency (Exhibit 2-C-7 (a), (b), (c), (d)).

8. Allinstruction is effectively organized as evidenced by course outlines,
lesson plans, competency tests, and other instructional materials. (Objective
2-C-4)

Instruction in the classrooms and laboratories is effectively organized as
evidenced by course outlines, lesson plans, competency tests, and/or other instructional
materials. Course syllabi and assignment sheets are provided to each student at the
beginning of each semester. Lesson plans are maintained by instructors, and course
notebooks are available for each course. These course notebooks contain lesson plans,
syllabi, course outlines, course standards, curriculum guides, safety information, tests,
and other instructional materials. The course notebooks ensure consistency of instruction

between day and evening faculty (Exhibit 2-C-8).
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9. The institution uses a systematic, objective, and equitable method of
evaluating student achievement based on required competencies.
(Objective 2-C-5)

The College has a systematic and objective method for evaluating student

achievement based on identified occupational competencies. Course syllabi detail the
objectives for every course in office systems technology. Evaluation in each theory
course is based on achievement of overall objectives. Evaluation methods are identified
in the course syllabus, which is distributed to every student at the first class meeting
(Exhibit 2-C-9 (a)). College grading policies are published in the Student Handbook
which is available to students prior to admission and which is also distributed to and
reviewed with all students at orientation (Exhibit 2-C-9 (b)). Knowledge tests are
utilized to evaluate performance in lecture classes and demonstrations or proficiency
exams are used (Exhibit 2-C-9 (c)). The course grade is calculated according to the

identified method and posted on-line to the grade reporting module (Exhibit 2-C-9 (d)).

10. Each work-based activity has a written instructional plan for students
specifying the particular objectives, experiences, competencies, and
evaluations that are required. (Objective 2-C-6)

11. The instructional plan designates the on-site employer representative
responsible for guiding and overseeing the students’ learning experiences
and participating in the students’ written evaluations. (Objective 2-C-6)

12. All work-based activities conducted by the institution are supervised by a
designated employee possessing appropriate qualifications. (Objective 2-C-
6)

The office systems technology program does not require a work-based activity.

CHALLENGES AND PROPOSED SOLUTIONS

The office systems technology program has experienced some challenges as a

result of enrollment increases and curriculum revisions. The associate degree includes
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options in office systems technology, legal administrative assistant, medical
administrative assistant and office administrative assistant. This has created a burden in
terms of the increased need for adjunct faculty for both day and evening classes, for more
classroom space, and for more computer lab space. Applications continue to be received
for additional adjunct faculty to be hired. As funds become available, new computers
will be purchased for a new lab. Another challenge of the office systems technology
program is the non-attendance of advisory council committee members at the bi-annual
committee meetings. Our plans are to resolve this challenge by replacing some

previously non-attending members.

SUMMARY
The office systems technology program committee found that the program

complies with standard two criteria. The office systems technology program provides
opportunities for students to obtain exposure to and appreciation of the dynamics of
industry. The program is designed to meet the requirements of the Alabama State Board
of Education, Reid State Technical College, and industry standards.

The office systems technology program has a published purpose statement and
program objectives that are evaluated continuously and are publicly available. The
instructional program is effectively organized as evidenced by course notebooks, course
outlines, lesson plans, syllabi, instructional materials, tests, course standards, and
curriculum guides.

The office systems technology advisory committee documents activities and
recommendations of semi-annual meetings in minutes. Faculty actively solicit advice

and recommendations from resource personnel through regular business and industry
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visits, professional associations, Employer Verifications Forms, and advisory
committees.

Program outcomes substantiate a strong program that emphasizes the attainment
of entry-level skills, including academic and occupational skill development. Program
faculty continually avail themselves of professional development opportunities to

maintain and update their professional and teaching skills.
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Standard Two

Office Systems Technology Exhibits

Admissions

2-A-1(a)
2-A-1(b)
2-A-1(c)
2-A-1(d)

2-A-2

2-A-3(a)
2-A-3(b)
2-A-3(c)
2-A-3(d)

2-A-4(a)
2-A-4(b)

2-A-5(a)
2-A-5(b)
2-A-5(c)

2-A-6(a)
2-A-6(b)
2-A-6(c)
2-A-6(d)

2-A-7

2-A-8(a)
2-A-8(b)
2-A-8(c)
2-A-8(d)
2-A-8(e)
2-A-8(f)
2-A-8(9)

2-A-9(a)
2-A-9(b)
2-A-9(c)
2-A-9(d)

Programs
2-B-1(a)
2-B-1(b)

College Admission Policy, College Catalog, pp. 21-33
College Admission Policy, Student Handbook, pp. 67-77
Program Brochure

College Website

Non-Applicable

College Transfer Policy, College Catalog, p.26
College Transfer Policy, Student Handbook, pp. 74-76
State Board of Education Policy 801.01

State Board of Education Policy 714.03

College Transfer of Credits Policy, College Catalog, p. 27
College Transfer of Credits Policy, Student Handbook, p. 77

College Admission Policy, College Catalog, pp. 21-32
College Admission Policy, Student Handbook, pp. 67-77
Placement Testing Policy, Student Handbook, p. 32

State Board of Education Admission Policy

College Admission Policy, College Catalog, pp. 21-32
College Admission Policy, Student Handbook, pp. 67-77
Program Admission Policy, College Catalog, pp. 110

Non-Applicable

Recruitment Plan

College Catalog, p. 110

Brochure

Admission Packet

Schedule

Advertising Scrapbook

Reid State Technical College website www.rstc.edu

College Catalog, p. 110

Brochure

Tuition Rates, Student Handbook, p. 64
Program Cost Sheet

Alabama Occupational Trends for 2016
Occupational Outlook Handbook
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2-B-1(c)
2-B-1(d)

2-B-2(a)
2-B-2(h)
2-B-2(c)

2-B-3(a)
2-B-3(b)
2-B-3(c)
2-B-3(d)
2-B-3(e)

2-B-4(a)
2-B-4(b)
2-B-4(c)

2-B-5

2-B-6(a)
2-B-6()

2-B-7(a)
2-B-7(h)
2-B-7(c)
2-B-7(d)

2-B-8(a)
2-B-8(h)
2-B-8(c)

2-B-9

2-B-10(a)
2-B-10(b)

Instruction
2-C-1(a)
2-C-1(b)
2-C-1(c)
2-C-1(d)
2-C-1(e)
2-C-1(f)

2-C-2(a)
2-C-2(h)
2-C-2(c)

Business and Industry Visits
Advisory Committee Minutes

Advisory Committee Minutes
Employer Verification Forms
Business and Industry Visits

Program Objectives, College Catalog p. 110
Syllabi

Business and Industry Visits

Tests

Course Notebook

Advisory Committee Annual Checklist
Business & Industry Visits
Employer Verification Forms

Employer Verification Forms

Employer Verification Forms
State Board of Education Tuition Table

Student Transcript

Degree Plan

Program Curriculum, College Catalog, p. 112-114
Schedule

Degree Requirements, College Catalog, p. 112-114
Degree Requirements, College Catalog, p. 112-114
Degree Requirements, College Catalog, p. 112-114

Non-Applicable

State Board of Education Policy 705.01
Credit Clock Hour Chart

Program Curriculum

ENG101 English Composition Syllabus
MTH116 Mathematical Applications
PHL206 Ethics Society Syllabus
PSY200 General Psychology

SET110 Computer Navigation Syllabus

SET 218 Office Procedures Syllabus

SET240 Certified Professional Secretary Review Syllabus
Work Habit Checksheet
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2-C-3(a)
2-C-3(b)

2-C-4(a)
2-C-4(b)
2-C-4(c)

2-C-5(a)
2-C-5(h)

2-C-6(a)
2-C-6(b)
2-C-6(c)
2-C-6(d)
2-C-6(e)
2-C-6(f)

2-C-7(a)
2-C-7(b)
2-C-7(c)
2-C-7(d)
2-C-8
2-C-9(a)
2-C-9(b)
2-C-9(c)
2-C-9(d)
2-C-10
2-C-11

2-C-12

Degree Plan
Program Curriculum, College Catalog, p. 112-114

Advisory Committee Membership List
Advisory Committee Minutes
Advisory Committee Guidelines Annual Checklist

Employer Verification Forms
Advisory Committee Guidelines Annual Checklist

Course Notebook (See 2-B-3)
Emergency Procedures
Syllabus

Safety Committee Minutes
Safety Manual

Safety Pictures

Lab Syllabus

Business and Industry Visits

Advisory Committee Guideline Annual Checklist
Equipment Inventory

Course Notebook (See 2-B-3)

Syllabus

College Grading Policy, Student Handbook, p. 86
Lab and Theory Tests

Student Transcript

Non-Applicable

Non-Applicable

Non-Applicable
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CLOCK HOUR/CREDIT HOUR CHART

Program Name | Office Systems Technology: Office Administrative Assistant Degree (AAT) CIP Code 52.0401

Instructions: Refer to the Commission’s definition of clock/credit hour measurement in the latest edition of the Handbook of Accreditation. For
programs measured in credit hours, provide both clock and credit hour information. List all courses offered within the program. Make additional copies

of this page as needed.

Provide total program length in all categories that apply
(be sure that these numbers agree with the grand total):

TOTAL CLOCK TOTAL SEMESTER TOTAL QUARTER
HOURS: 960 CREDIT HOURS: | 64 CREDIT HOURS: | N/A
INSTRUCTION
COURSE NAME DELIVERY METHOD WORK-
(Use one line for each course (Check One or More) CLASSROOM/ LECTURE BASED TOTALS
within the program.) Audio/ Correspon- Clock SHOP/LAB ACTIVITIES
Classroom Online VideoTape dence Classroom Distance Ed. Credit Clock Credit | Clock Credit | Clock Credit
ENG101- English Composition X X 15 30 3 0 0 0 0 45 3
PHL206-Ethics and Society X 45 0 3 0 0 0 0 45 3
ORT 100 - Orientation X 15 0 1 0 0 0 0 15 1
MTH116 — Mathematical Applications X 45 0 3 0 0 0 0 45 3
PSY200 - Psychology X 45 0 3 0 0 0 0 45 3
SET 110 — Computer Navigation X X 45 0 3 0 0 0 0 45 3
SET 232-The Computerized Office X 45 0 3 0 0 0 0 45 3
SET101 — Beginning Keyboarding X 45 0 3 0 0 0 0 45 3
SET127 — Business Law X X 15 30 3 0 0 0 0 45 3
SET 135 — Financial Recordkeeping X 45 0 3 0 0 0 0 45 3
SET136 — Advanced Financial X 45 0 3 0 0 0 0 45 3
Recordkeeping
SET103 — Intermediate Keyboarding X 45 0 3 0 0 0 0 45 3
SET138 — Records and Information X 45 0 3 0 0 0 0 45 3
Management
SET130 — Electronic Calculations X 45 0 3 0 0 0 0 45 3
SET245-Data Entry X 45 0 3 0 0 0 0 45 3
SET218 — Office Procedures X 45 0 3 0 0 0 0 45 3
SET125 — Basic Word Processing X 45 0 3 0 0 0 0 45 3
SET126 — Advanced Word Processing X 45 0 3 0 0 0 0 45 3
SET243 — Spreadsheet Applications X 45 0 3 0 0 0 0 45 3
SET200 — Machine Transcription X X 45 0 3 0 0 0 0 45 3
SET240 — Certified Professional Secretary X 45 0 3 0 0 0 0 45 3
Review
SET 137 — Computerized Financial X 45 0 3 0 0 0 0 45 3
Recordkeeping
TOTAL ALL COLUMNS X X X 900 60 64 0 0 0 0 960 64
GRAND TOTALS

277



CLOCK HOUR/CREDIT HOUR CHART

Program Name | Office Systems Technology: Legal Administrative Assistant (AAT)

CIP Code

52.0401

Instructions: Refer to the Commission’s definition of clock/credit hour measurement in the latest edition of the Handbook of Accreditation. For
programs measured in credit hours, provide both clock and credit hour information. List all courses offered within the program. Make additional copies

of this page as needed.

Provide total program length in all categories that apply
(be sure that these numbers agree with the grand total):

TOTAL CLOCK TOTAL SEMESTER TOTAL QUARTER
HOURS: 1005 CREDIT HOURS: 67 CREDIT HOURS: N/A
INSTRUCTION
COURSE NAME DELIVERY METHOD WORK-
(Use one line for each course (Check One or More) CLASSROOM/ LECTURE BASED TOTALS
within the program.) Audio/ Correspon- Clock SHOP/LAB ACTIVITIES
Classroom | Online | VideoTape dence Classroom Distance Ed. | Credit | Clock Credit [ Clock Credit [ Clock | Credit

ENG101- English Composition X X 15 30 3 0 0 0 0 45 3
PHL206-Ethics and Society X 45 0 3 0 0 0 0 45 3
ORT 100 - Orientation X 15 0 1 0 0 0 0 15 1
MTH116 — Mathematical Applications X 45 0 3 0 0 0 0 45 3
PSY?200 - Psychology X 45 0 3 0 0 0 0 45 3
SET 110 — Computer Navigation X X 45 0 3 0 0 0 0 45 3
SET 232-The Computerized Office X 45 0 3 0 0 0 0 45 3
SET101 — Beginning Keyboarding X 45 0 3 0 0 0 0 45 3
SET127 — Business Law X X 15 30 3 0 0 0 0 45 3
SET 135 — Financial Recordkeeping X 45 0 3 0 0 0 0 45 3
SET136 — Advanced Financial X 45 0 3 0 0 0 0 45 3
Recordkeeping
SET103 — Intermediate Keyboarding X 45 0 3 0 0 0 0 45 3
SET138 — Records and Information X 45 0 3 0 0 0 0 45 3
Management
SET130 — Electronic Calculations X 45 0 3 0 0 0 0 45 3
SET245-Data Entry X 45 0 3 0 0 0 0 45 3
SET218 — Office Procedures X 45 0 3 0 0 0 0 45 3
SET125 — Basic Word Processing X 45 0 3 0 0 0 0 45 3
SET126 — Advanced Word Processing X 45 0 3 0 0 0 0 45 3
SET243 — Spreadsheet Applications X 45 0 3 0 0 0 0 45 3
SET200 — Machine Transcription X X 45 0 3 0 0 0 0 45 3
SET240 — Certified Professional Secretary X 45 0 3 0 0 0 0 45 3
Review
SET203 — Legal Office Procedures X 45 0 3 0 0 0 0 45 3
SET201 — Legal Terminology X X 15 30 3 0 0 0 0 45 3

TOTAL ALL COLUMNS X X X 905 90 67 0 0 0 0 1005 67

GRAND TOTALS
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CLOCK HOUR/CREDIT HOUR CHART

Program Name

Office Systems Technology: Medical Administrative Assistant (AAT)

CIP Code

52.0401

Instructions: Refer to the Commission’s definition of clock/credit hour measurement in the latest edition of the Handbook of Accreditation. For
programs measured in credit hours, provide both clock and credit hour information. List all courses offered within the program. Make additional copies

of this page as needed.

Provide total program length in all categories that apply
(be sure that these numbers agree with the grand total):

TOTAL CLOCK TOTAL SEMESTER TOTAL QUARTER
HOURS: 1005 CREDIT HOURS: 67 CREDIT HOURS: N/A
INSTRUCTION
COURSE NAME DELIVERY METHOD WORK-
(Use one line for each course (Check One or More) CLASSROOM/ LECTURE BASED TOTALS
within the program.) Audio/ Correspon- Clock SHOP/LAB ACTIVITIES
Classroom Online VideoTape dence Classroom Distance Ed. Credit Clock Credit | Clock Credit | Clock Credit

ENG101- English Composition X X 15 30 3 0 0 0 0 45 3
PHL206-Ethics and Society X 45 0 3 0 0 0 0 45 3
ORT 100 - Orientation X 15 0 1 0 0 0 0 15 1
MTH116 — Mathematical Applications X 45 0 3 0 0 0 0 45 3
PSY200 - Psychology X 45 0 3 0 0 0 0 45 3
SET 110 — Computer Navigation X X 45 0 3 0 0 0 0 45 3
SET 232-The Computerized Office X 45 0 3 0 0 0 0 45 3
SET101 — Beginning Keyboarding X 45 0 3 0 0 0 0 45 3
SET 135 — Financial Recordkeeping X 45 0 3 0 0 0 0 45 3
SET136 — Advanced Financial X 45 0 3 0 0 0 0 45 3
Recordkeeping
SET103 — Intermediate Keyboarding X 45 0 3 0 0 0 0 45 3
SET138 — Records and Information X 45 0 3 0 0 0 0 45 3
Management
SET130 — Electronic Calculations X 45 0 3 0 0 0 0 45 3
SET245-Data Entry X 45 0 3 0 0 0 0 45 3
SET218 — Office Procedures X 45 0 3 0 0 0 0 45 3
SET125 — Basic Word Processing X 45 0 3 0 0 0 0 45 3
SET126 — Advanced Word Processing X 45 0 3 0 0 0 0 45 3
SET243 — Spreadsheet Applications X 45 0 3 0 0 0 0 45 3
SET200 — Machine Transcription X X 45 0 3 0 0 0 0 45 3
SET240 — Certified Professional Secretary X 45 0 3 0 0 0 0 45 3
Review
SET214 — Medical Office Procedures X 45 0 3 0 0 0 0 45 3
SET211 — Medical Terminology X X 15 30 3 0 0 0 0 45 3
SET215 — Health Information X 45 0 3 0 0 0 0 45 3
Management

TOTAL ALL COLUMNS X X X 945 60 67 0 0 0 0 1005 67

GRAND TOTALS
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Commission of the Couneil on Occupational Education
EMPLOYER PROGRAM VERIFICATION FORM
for Postsecondary Programs

INSTRUCTIONS:
- Complete this form for each service area served by the program®
- This form must be signed by an employee whe is in position to make hiring decisions on
behalf of the employer,

Name of Institution
Reid State Technical Colleze

Address
P O Box 388

City/State/Zip
| Everareen, AL 36401

Name of Program
Office Svstems Technology Legal (AAT)

Mod el(s) of Delivery of Program

M 100%: Traditional D{ll_)rid L[mec Fducation

This program is (check ane):

X An Existing Program A New Program A Substantially Revised Program

The length of program in:

Clock Hours 67 Semester Credit Hours Quarter Credit Hours

The amount of tuition and fees charged for the total program is; § 10.249.72

Excerpt from the Iandbook of Accreditation, Standard 2 — Educational Programs:

50 At leass every two years, three honafide poteniial emplayers review each educational program and
recommend  admission requirements, program comtenl, program length, program ohjectives,
competency lests, instructional marerials, equipmesi. method of evaluarion, and level of skills
andior proficiency requived for complerion, and appropriateness of the delivery mods for the
program.  (Objectives 2-8-2 and 2-8-4)

6. The institution considers the length and the twition of each program in relation 1o the documented
entry level earnings of completers.  ({Objective 2-8-2)

NOTE: Job Corps Centers may use the Vocational Evaluation System (VES) Report in place of
the COE Employer Program Verification Form.

#For programs that include a distance education mode of delivery that recruit students outside the
service area(s) of an institution’s physical location(s), a market needs analysis or other demographic
data which demonsirates demand for the program may be submitied.
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EMPLOYERS' VERIFICATION STATEMENT:

We have reviewed the Office Systems Technolooy

program and recommended

requirements for: admissions, program content,

program length, program objectives, compelency

tests, instructional materials, equipment, method of evaluation, and the skills and/or proficiency

required for completion and appropriatencss of

the [A100% Traditional [ [Hybrid

[] Distance Education the delivery maode(s) for the program.

EMPLOYER #1:

[ Title:

™ Cureap el

e Jpres

TS T s
"D b 4t

BN eons
HLe H s

Verified range of remuneration (based on vear-

expected by completers who enter %‘s field upan eompletion of the program is from § ! ?} 70

round, full-time emplovment) that can reasonab ly be

annually tffm‘f’, Q460 annual Iy

| Signaturg:

Date: q/j@//& j

EMPLOYER #2

_ﬁ%ﬁ% }

E\Iame}{enn eth Bledsse

‘ Title:

L{ri_;e, President _‘

Company Name:

Bark, ot EU‘&FG.V&M

2557837580 2

Address

| Phone Number: “

City/State/Zip

x J
[ MG WesT an%éf‘rerﬂJ Everareen,, Al 3640!

| Verified range of remuneration (based on vear-

annually 0 $,73 60¢; annually.

round, full-time kbnployment) that can reasonabl v be

expected by completers who enter this field upon completion of the program is from § /EJ ’?é(’_‘)

| Signature; Mgﬂpﬁgﬁi @Cﬂft/

Date: ‘:?/}6‘//0 J

EMPLOYER #3

Wame:

Qr} afr‘g i :—EC.-’K‘}D»

Title:

Prs! cee OFC o i)ulim

Company Name;

Phone Number;

| 18f Cro §V5 vy, Ay

e S il LAB ]~ 57 € — QL
_gé Jrﬁ %"Lﬂﬂ—[ ' r_(;‘itg-f"State.-’Zip' '

EWWV&I‘:JQ’(’ SCQ:C}/

Verificd range of remuneration (based on vear-

expected by completers whe enter this ficld upon completion of the program is from § = ern

round, full-1imd erhpioyn‘fent) that can reason'ab]y be

annually to $ 2 207 Tnnually.

| M@%—’

Date: G f/ 1e)ms |
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Commission of the Council on Occupational Education
EMPLOYER PROGRAM VERIFICATION FORM
for Postsecondary Programs

INSTRUCTIONS:
- Complete this form for each service area served by the program®
- This form must be signed by an employee whe is in position 10 make hiring decisions on
behalf of the emplover.

Name of Institution
Reid State Technical College

Address City/State/Zip

I’ O Box 588 | Evergreen, Al 36401
Name of Program

Office Systems Technology (AAT)

Modelis) of Delivery of Program

mﬁﬂﬂ% Traditional D-‘br’id lEanc Lducation

This program is (check one):

X An Existing Program A New Program A Substantially Revised Program

The length of program in;

Clock Hours 64 Semester Credit Hours Quarter Credit Hours

The amount of tuition and fees charged for the total program is: §9.973,72

Excerpt from the Handbook of Acereditation, Standard 2 — Educational Programs;

3. At least every two years, three bonaflde poteniial emplovers review cach educational program and
recommend admission reguiremenis, program conlenl. program lengrh, progeam obiectives,
competency fesis, fnstructiongd waterials, equipment. method of evaluation, and level of skills
andor proficiency vequired for completion, and appropriatencss of the delivery mode for the
progeam. (Objectives 2-8-2 and 2-B-4)

6. The institution considers the length and the wdtion of each program in relation 1o the documented
entry fevel eqrmings of completers. (Objective 2-B-2)

MNOTE: Job Corps Centers may use the Vocational Evaluation System (VES) Report in place of
the COE Employer Program Yerification Form.

*For programs that include a distance education moede of delivery that recruit students outside the
service area(s) of an institution’s physical location(s). a market needs analysis or other demographic
data which demonstrates demand for the program may be submitted.
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EMPLOYERS' VERIFICATION STATEMENT:

We have reviewed the Office Systems Technology program and recommended
requirements for: admissions. program content, program length, program objectives, competency
Lests, instructional materials, equipment, method of evaluation, and the skills and/or proficiency
required for completion and appropriateness of the 100% Traditional [ |Hybrid

[[] Distance Education the delivery mode(s) for the program.

EMPLOYER #1: ]
MName: Title;

Sandra Jaekson :E'LAS,nLJs OFLcr v ctor

Company Name: | Phone Number:

e e e e ical Cander | 25)-522- 9050

Address City/State/Zip

1) Covestyl e Kyn EXer -;L?\_&'_L
Werified range of remuneration {based on year-round, Tull-ti emplmmc 1) that can reasonably be

expected by completers who enter this field upon completion of the program is from § 2¢, o
annually to $Q?(-m°°annuaﬂv

Signature; e, 0&4__%&64&1_; D q/f_(:r'f-"c)

EMPLOYER #2
MName: Title: ‘

 Kenneth Bledsee Vice President .
Company Name: Pho one Number: :
Bark of EJéfaretr. 126/-57%- 2250
Address V] City/State/ 73 ip

%6 West Front Street | Eve rareen., AL 30
Verified rnge of remuneration (based on year-round, full-timei@mployment) that can reasonably be
expected by completers who enter this field upon completion of the program is from § | 8’ ",7(2;0

annuallvio$23000 'mnuallv
Signature; k’ﬂ .{){GJL—L Date: q‘] 1l J 10

.A»zuf’ﬂﬁf) s @MTM@L

im

: #ﬂcﬁwﬁ /rﬂééﬂé%%f L NS paes—

. 3‘7( L4 W%t z%mﬁi;é%"&:

Verified range of remuneration {based on year-round. full-tinhe employment) that can reasonably be
expected by completers who enter ﬁm ficld upon completion of the program is from $ /G 77 {QO

_annually tyS\24 9 ) annually .
) ését Date; Q//b [/D

Signaturg
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Commission of the Couneil on Occupational Education
EMPLOYER PROGRAM VERIFICATION FORM
for Postsecondary Programs

INSTRUCTIONS:
- Complete this form for each service area served by the program*
- This form must be signed by an employee who is in position to make hiring decisions on
behalf of the emplayer.

" Name of Institution
Reid State Technical College

Address City/State/Zip

PO Box 588 Fverareen, AL 36401
Name of Program

Office Systems Technology Medical {AAT)

Model(s) of Delivery of Program

@/I 00% Traditional D’hl’iﬂ IJ:men_a Education

This program is (check one):

X An Existing Program A New Program A Substantially Revised Program

The length of program in:

Clock Hours 07 Semester Credit Hours Cuarter Credil Hours

The amount of tuition and fees charged for the total program is: $ 10.249.72

Excerpt from the Handbook of Accreditation, Standard 2 — Educational Programs:

30 Arleast every (wo years, three bonafide potential employers review each educational program and
recommend  admission requirements, program content, program length, program obfectives,
comprelency lests, Instructional materials, equipment, methad of evatuaiion, and fevel of skills
andior proficiency required for completion, and appropeiaieness of the delivery mode for the
program.  (Obfectives 2-0-2 and 2-B-4)

6. The institwsion considers the lenath and the tuition of each program fn relation to the documented
eniry devel garnings of completers,  [Ofjective 2-8-2)

NOTE: Job Corps Centers may use the Vocational Evaluation System (VES) Report in place of
the COE Emplover Program Veritication Form.

*For programs that include a distance education mode of delivery that recruit students outside the
service area(s) of an institution’s physical location(s), a market needs analysis or other demographic
data which demonstrates demand for the program may be submitted,
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EMPLOYERS' VERIFICATION STATEMENT:

We have reviewed the Office Systems Technolosy program and recommended
requirements for: admissions, program content, program length, program objectives, competency
tests, instructional materials, equipment, method of evaluation, and the skills andfor proficiency
required for completion and appropriateness of the 00% Traditional | Hybrid

[] Distance Education the delivery mode(s) for the program.,

EMPLOYER #1:

Name:ffpnne th Bledsee : Tlﬂel/rc,f' PresidenT

" Address City/State/Zip

C umpdnv Name: hone Number:

Fank of Everg Qv em 25/-57%- 2250

[ o YWe st Fron:f Treet| Evevareen, AL 3610

Veritied range of remuneration {based on vear-round, full-time Lﬁmloymemﬁ that can reasonably be |
expected by completers who enter this field upon completion of the program is from $ | 3 IeYs:
annually 0§75 70 ) annually.

Signature: {QAMQH{ ) B@W Date: C?l/ /G f, 16

EMPLOYER #2

| Title:

g (i (iuresirne

Vit e & psitner (3 (35 Ps eses

ess e/ Zip
D Bux ¢4 mﬁﬁzg A w45
Vetified range of remuneration (based an year-round, full-time employment) that can reasonably be

expected by complctcn who enter tlns ield upon completion of the program is from § |/ Ci' 7 Lo
ammallv 1 $ {}O annually.

Signatusl: %»L /ﬁ% e Wrelun

_Signature: /&.m@:(”;’;ﬂ Y S Date: f?'// 14 /bo

EMPLOYT‘R #3 _
Mame:

ﬂn@’r—t’i jléﬁﬁ"u— @ -"hci"; Wf’ﬂ ars (D}';_,ﬂqf@.y-
Cumpdnv Mame: Phane Number:
Evergreen ppedical Cendee. (5] 590 9 5
"ﬂ(ddrbs:zj City/State/7ip
10 Prestiee) B Virgres J ;z’ oy |

Verified range of remuneration {based on year-round. full-tigng cmployment) that can reasonably be
expected by completers who enter this field upen completion of the program is from §.3 5 m, &

annually to § 0?";5-:‘-,9 7 annually,
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STANDARD TWO
PRACTICAL NURSING

INTRODUCTION

The practical nursing program committee was charged with the responsibility for
assessing the extent to which this program complies with the accreditation criteria for
educational programs. The practical nursing program at Reid State Technical College
provides excellent training that prepares students for licensure and enables graduates of
the program to obtain and successfully perform the tasks of entry-level positions in the
nursing field.

The program can be completed in three semesters of full-time enrollment during
the day. A student is awarded the diploma upon satisfactory completion of the 49 credit
hour program. The practical nursing program is offered on the main campus and the
instructional site in Atmore, Alabama, approximately 40 miles south of the main campus.
The program is qualitatively and quantitatively consistent without regard to location or
time of delivery.

The admission policies to the program are relevant to the student’s ability to
complete the academic and occupational requirements. The comprehensive practical
nursing program mission is stated in the College Catalog as follows:

The purpose of the practical nursing program is to provide accessible, quality
educational opportunities that will provide individuals with the knowledge and technical
skill necessary to pass the National Council for Licensure Examination and subsequently
to obtain entry-level employment in the practical nursing profession. The practical
nursing graduate will be capable of providing safe care to individuals and/or groups with
common health problems.

The diploma program is intended to produce graduates who are prepared for

employment as entry-level licensed practical nurses in hospitals, nursing homes, home
health agencies, doctors’ offices, clinics, and as occupational health nurses. Program
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graduates are to be competent in the academic areas of communications, mathematics,
computer literacy, and human relations and in the technical areas of maternity,
pediatrics, geriatrics, and adult health. They must also have the foundation to function at
the level of a practical nurse in surgery, outpatient departments, intensive care units,
community health and general nursing care units.

Reid State Technical College will accomplish program objectives by providing
students with a comprehensive general education and technical training in the core area
of practical nursing. The occupational skill preparation should meet the Alabama State
Board of Nursing recognized skill standards. The college will ensure program quality
through internal certification of graduate competencies and external licensure of
graduates and program approval by the Alabama Board of Nursing.

The philosophy and purpose of the practical nursing program is consistent with
that of the governing institution.

The practical nursing faculty are kept abreast of the ever-changing world of
nursing by frequent visits to business and industry, active involvement in professional
associations, feedback from graduates and employers of graduates, community
involvement, and annual review by the Alabama State Board of Nursing. Program
licensure and placement outcomes emphasize the success of this program in preparing
students for employment in the nursing profession.

The program mission, length, objectives, course requirements, equipment and
academic courses integrated into the occupational area are congruent with the

institution’s mission, current job market, business and industry needs, and the

requirements and mission of the Alabama Community College System.
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ANALYSIS

A.  Admissions/Recruiting

1. The institution’s admissions policies are clearly stated, published, and
made available to students prior to enrollment. (Objective 2-A-1)

The admission policies of the institution are clearly stated and published in the
College Catalog, Student Handbook, program brochures, and college website (Exhibit 2-
A-1 (a), (b), (c), (d)). These publications are distributed to the public during high school
recruiting visits, and they are displayed in the student services building, administration
building, and other campus areas. College publications are distributed at orientation,
during all recruiting activities, in application packets, and online. The admission policy
for prospective students to enter the practical nursing program states:

Applicants to this program must complete the application procedures, present

official documentation of a high school diploma in accordance with State Board

Policy, or GED, and meet the minimum admission standards for the practical
nursing program.

The COMPASS placement test is administered to all applicants. A student may
retest only once each semester and a fee of $8.00 is charged for the second testing. The
examination measures reading comprehension, language skills, and numerical skills. A
score of 76 is required for reading, 62 for writing, and 36 for numerical skills. This will
continue through the pilot phase of TEAS-V testing. Students who have passed the
placement test are admitted without regard to age, religion, creed, ethnic origin, marital
status, race, sex, or any disability that permits attainment of program objectives.

Students who score below the standard cut scores, but within a specified range in
each subtest area on COMPASS, are advised to take required developmental courses. If

the student passes the developmental course with a “C” or better, the student can then be
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admitted to the practical nursing program without having to retest on the Compass except
for the reading portion. The COMPASS reading score is used as part of the point
allocation system when ranking students for admission eligibility.

Starting fall 2010, the TEAS (the Test of Essential Academic Skills) testing will
be done on all nursing applicants. The cost of the test will be $30.00 and will be the
responsibility of the student. Completion of the TEAS test must have been taken prior to
application. No cut-off score will be established for the TEAS-V until data is gathered
from the pilot study, then a cut-off score could be determined as the admission criteria, or
the actual score made by the student will be calculated into the compilation of points and
used to rank students for eligibility. The total number of points possible on the TEAS is
150. The TEAS score is good for three (3) years. A student may repeat the TEAS-V (or
current version) once during any semester admission time frame. The student must wait
at least six (6) weeks between taking each test. A student’s score on a previous version
of the TEAS test may be considered at the discretion of each college if it is within the
three year time frame. The program began TEAS testing fall semester 2010.

All admitted students are required to have a satisfactory physical exam
completed by a licensed physician or nurse practitioner before being allowed in the
clinical area. The physical requirements include proof of current immunizations
including MMR, Tetanus vaccination and a two-step tuberculosis skin test. The
physician or nurse practitioner must confirm that the student is physically and mentally
competent to safely perform the essential functions needed to participate in the learning
activities and to safely perform as a practical nurse. These essential functions are

published in the College Catalog. All health requirements and proof of completion of a
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current CPR Provider C course are required before any student is admitted to the clinical
area. Each practical nursing student is required to purchase student liability insurance
upon entry to the program. A group plan is available at minimal cost through the college.

Reid State Technical College is contractually obligated to comply with
requirements set forth by agencies used for clinical rotations. Students will be subject to
criminal background checks at their own expense prior to attending the first clinical
rotation. A “Consent for Release of Information” form must be signed to authorize the
criminal history record check and the release information to the clinical agencies. The
Human Resources Director (or designee) of the clinical agency will make the
determination whether a student can attend clinical or not, depending on the results of the
background check.

Students may have to submit to more than one criminal background check during
their clinical experience. The background screening is good for only one year. If a
student gets out of progression, then the background screening will have to be updated
each year. The cost of the background check is the responsibility of the student. Results
are confidential and submitted directly to the health careers’ department and the clinical
agencies. Any student denied clinical access by a clinical affiliate will be withdrawn
from the program.

Students are required to abide by the policies, procedures and rules of behavior of
the institutions from which the student obtains clinical rotations. Students will be
required to undergo drug and alcohol testing prior to the first clinical experience.
Students will also be subject to random drug testing and drug or alcohol testing for

“cause”. Students will be responsible for the cost of such testing. Students who test
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positive for drugs (that cannot be confirmed by a MRO) or alcohol will be withdrawn
from the nursing program. Substance abuse (drug and alcohol) screening is good for only
one year. If a student gets out of progression, then the screening will have to be updated

once a year.

2. For all students admitted to a Vocational English-As-A-Second-Language
Program, the institution utilizes written admission procedures that comply
with policies established by the Commission. (Objective 2-A-1) (See
“Vocational English-As-A-Second-Language Programs” in the current
edition of the Policies and Rules of the Commission.

Reid State Technical College does not offer Vocational English-As-A-Second

Language Program.

3. The institution clearly defines and publishes a policy on the transfer of
students between programs within the institution and the transfer of
students from other institutions. (Objective 2-A-1)

Reid State Technical College’s policy on the transfer of students between
programs within the institution and the transfer of students from other institutions is
published in the College Catalog and Student Handbook (Exhibit 2-A-3 (a), (b)). The
Alabama State Board of Education Admission Policy #801.01 governs the general
admission of transfer students and subsequent principles for transfer of college credit.
The Standards of Academic Progress Policy #714.03 governs the academic standards

applying to transfer students (Exhibit 2-A-3 (c), (d)).

4. The institution clearly defines and publishes a policy on the transfer of
credits that includes a statement of the criteria established by the
institution regarding the transfer of credit earned at another institution.
(Objective 2-A-1)

The policy on transfer of credit to the practical nursing program states that
transfer credit is available for students based on the applicant’s official transcript records

that must be on file with the College. Transfer credit for nursing coursework will be
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allowed if it is not more than one year old and meets the nursing program’s course
criteria. No limitations on time frame are imposed on general education coursework.
Transfer credit is not guaranteed, and is offered on an individual basis upon review of
course content and determination of transferability by the health careers chairperson or
designee. Transfer students must be currently enrolled in the practical nursing program
from which they are transferring. The policy is also stated in the Practical Nursing

Handbook (Exhibit 2-A-4 (a), (b)).

5. Admission requirements offer reasonable expectations for successful
completion of the occupational programs offered by the institution regardless
of the delivery mode. (Objective 2-A-2)

Practical nursing admission requirements offer reasonable expectations for
successful completion of the program. The Alabama State Board of Nursing requires
practical nursing students to have a high school diploma or GED upon admission. The
admission policies for practical nursing are outlined in the College Catalog and also in
the Practical Nursing Handbook (Exhibit 2-A-5 (a), (b)). Students who are admitted to
the practical nursing program are required to take the COMPASS placement test to
determine their readiness for college-level work (Exhibit 2-A-5 (c)). Beginning fall
semester 2010, TEAS testing will be done in addition to the COMPASS testing. Students
who fail to meet the standard cut scores on the COMPASS are provided an opportunity to
enroll in developmental courses. The utilization of a placement test ensures that only
students who demonstrate academic competencies are admitted to the program, thereby
assuring that students possess the academic skills necessary for success in this rigorous

program of study.
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6. Students admitted into Associate Degree programs have a high school diploma
or its equivalent. (Objective 2-A-2)

The practical nursing program does not offer an associate degree.

7. An institution that admits students on an “ability to benefit™ basis has
written admissions procedures, applies these uniformly, provides documented
evidence on how they are used, maintains records on student progress, and
regularly evaluates the effectiveness of the procedures used in admitting
these students. (Objective 2-A2)

The practical nursing program does not admit students on an ability-to-benefit

basis.

8. The institution ensures that recruiting activities are ethical and that all
materials used in recruiting accurately describe the mission, instructional
outcomes, student performance expectations, and completion requirements
of each program. (Objective 2-A-3)

Recruiting activities for the College, including the practical nursing program, are
ethical and are conducted according to standard marketing and recruiting practices. The
director of recruiting/placement and retention has the overall responsibility for
developing and implementing the Recruitment Plan. Responsibility for carrying out
recruiting activities is shared throughout the College. All personnel are responsible for
distributing materials to locations in their communities and making presentations to local
high schools, churches, and vocational centers.

All published materials depict the mission, instructional outcomes, student
performance expectations, and completion requirements of each program. The practical
nursing program section of the College Catalog has the following headings: Purpose;
Philosophy; Organizing Framework; Threads Integrated Throughout the Curriculum;
Nursing Program Outcomes; Nursing Program Objectives; Employment Outlook;
Admission Requirements; Essential Function;, Legal Limitations: Eligibility for Clinical

Rotations, Licensure, and Employment; Criminal Background Checks: Eligibility for
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Clinical Rotations; Drug Screening; Licensure Requirements; Progression Policy;
Grading Policy/Scale; and Program Cost.

The College uses a variety of materials to market programs and services. Colorful
brochures, the College Catalog, Student Handbook, newspaper advertisements, and
website are employed to inform the student body and community of program offerings.
The College maintains a permanent scrapbook of newspaper advertisements for a

historical record (Exhibit 2-A-8 (a), (b), (c), (d), (e), (f), (9)).

9. Prior to admission, students are informed of the costs of the program
and any equipment and services required. (Objective 2-A-3)

Students are informed of practical nursing program costs prior to admission in
several ways. Complete information about the cost of the practical nursing program is
included in the College Catalog. The College Catalog is distributed at all recruiting
activities. It is on display at all times in the administration and student services buildings,
and all incoming students are provided a copy at the orientation/advising session prior to
their first registration (Exhibit 2-A-9 (a)). College brochures list the credit hours
required for completion of the practical nursing program (Exhibit 2-A-9 (b), (c)). The

total tuition/fee cost for the practical nursing program is as follows:

Tuition $4410.00
Fees 1078.00
Books 900.00
Supplies 500.00
Hepatitis Inoculation 150.00
Drug Testing/Background Checks 69.00
ABON Application 85.00
Temporary Permit Fee 50.00
NCLEX Application Fee 200.00
Insurance 15.36
Diploma Fee 15.00
Liability Insurance 15.00
Physical Exam 100.00
ATI Assessment Fees 275.00

$7862.36
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A program cost sheet is available and displayed in the student services building
(Exhibit 2-A-9 (d)).

B. Programs

1. Occupational education programs offered by the institution are congruent
with the mission of the institution and with the occupational needs of the people
served by the institution. (Objectives 2-A-2 and 2-B-1)

Reid State College’s mission is:

Reid State is committed to provide postsecondary education and training to

students from diverse backgrounds and abilities on a non-discriminatory basis in

order to prepare an effective workforce and to promote economic growth and

community stability. In the spirit of scholarship, collaboration, technological

specialization, flexible learning opportunities and personal development, the

entire college seeks an improved quality of life for all students.

The practical nursing program is congruent with the mission of the institution.

The health careers advisory committee and faculty review the mission of the Reid
State nursing program semi-annually to ensure that it is consistent with the overall school
purpose and goals and that it reflects actual practices. Practical nursing program faculty
and College administration rely on information obtained through job market analyses,

business and industry visits and the division advisory committee to ensure the program

continues to meet the needs of the community and service area (Exhibit 2-B-1 (a), (b),

(), (d)).

2. The objectives for each educational program are evaluated annually.
(Objective 2-B1)

The practical nursing program objectives are evaluated continuously through
several methods. The health careers advisory committee meets twice annually and has

the responsibility for conducting an annual review of the program’s mission, program
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content, program objectives the curriculum, instructional methods and equipment
(Exhibit 2-B-2 (a)).

Employer Verification Forms are completed at least annually to ensure that
potential employers have the opportunity to evaluate the program content, objectives,
range of remuneration, admission criteria, and curriculum to ensure that relevant and
current practices are included in the program (Exhibit 2-B-2 (b)). Information obtained
from Employer Verification Forms is utilized to ensure that relevant and current practices
are addressed in the instructional program. Practical nursing faculty review and adjust
program objectives as a result of feedback received through business and industry visits
(Exhibit 2-B-2 (c)).

Faculty are required by college policy to complete visits each semester and to
document their activities on Business and Industry Visit Forms that are forwarded to the
human resources/instructional services coordinator. A copy is maintained by the division
chair.

The Alabama State Board of Nursing no longer conducts a site visit every five
years to evaluate the practical nursing program. Instead, evaluation is based on the
annual report to the Board of Nursing and an eighty percent passage rate of all first-time
takers of NCLEX-PN. The detail required in the report ensures that a thorough annual
review of the program has been conducted. If the practical nursing program’s passage
rate drops below eighty percent during the period of October 1 through September 30 of

each year, then an on-site visit could be conducted by the Board of Nursing.
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3. Each occupational education program has clearly stated objectives, defined
content relevant to these objectives and the current needs of business and
industry, and student evaluation based on the program objectives and
content. (Objective 2-B-2)

The practical nursing program has clearly stated objectives, defined content
relevant to these objectives and the current needs of business and industry, and student
evaluation based on the program objectives and content (Exhibit 2-B-3 (a)). The
Alabama Community College System has standardized all two-year curricula across the
state.

Course objectives and content are listed on individual course syllabus and support
the attainment of overall program objectives (Exhibit 2-B-3 (b)).

The practical nursing faculty meets with advisory committee members semi-
annually to evaluate the objectives and content of the program. Relevancy and currency
of program, course objectives, and content are ensured through a variety of methods.
Practical nursing faculty maintain close and continuing contact with members of business
and industry through periodic visits. Contact with graduates and employers of graduates
are other valuable means of ensuring program relevancy and currency. The director of
recruiting/retention & placement conducts student follow-up periodically. Information
gathered from graduates and employers is compiled and provided to the instructors.
Instructors maintain personal contact with former graduate students and employers
through correspondence and visits to facilities where graduates are employed. Each of
these information gathering methods assists faculty in staying abreast of the needs of
business and industry in the practical nursing field and in maintaining relevancy of

instruction program objectives and content (Exhibit 2-B-3 (c)).
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Evaluation based on program objectives and content is accomplished in a variety of ways.
Written exams evaluating theoretical and practical knowledge are utilized in theory
classes. Exams, competency checklists, and skill demonstrations are utilized in laboratory
and clinical classes (Exhibit 2-B-3 (d)). Methods for evaluating are outlined in course
syllabi, which are provided to students at the first class meeting.

Course notebooks for each course in the curriculum includes the course guide,
plan of instructions (POI’s), curriculum standard, syllabus, course outline, handouts and
audiovisual materials, sample tests, safety information, student information sheets, and
other instructional material. This process ensures the standardization of content for each
course taught at Reid State Technical College without respect to time of day, instructor,

or location (Exhibit 2-B-3 (g)).

4. A systematic process has been implemented to document that the objectives
and content of programs are current. (Objective 2-B-2)

A systematic process is in place to ensure that objectives and content of the
practical nursing program are updated regularly. A variety of methods are utilized to
accomplish this. The health careers advisory committee meets twice annually and
evaluates the program content and objectives. Minutes are available to document
committee activities (Exhibit 2-B-4 (a)).

An annual report is filed with the Alabama State Board of Nursing. This report
requires an extensive review of all program documentation and activities. The Board of
Nursing no longer requires an on-site visit every five years unless the Annual Report is
inadequate and the passage rate drops below eighty percent for all first time takers for a

period of one year. These processes ensure systematic reviews of program content.
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Business and industry visits are utilized by faculty to identify current and emerging
trends in the healthcare profession. Each faculty member is required by college policy to
make two business and industry visits each semester. Information gathered from these
visits is recorded on business and industry visit forms and filed in the course notebook
maintained by the division chair, with a copy forwarded to the human
resources/instructional services coordinator (Exhibit 2-B-4 (b)).

Employer Verification Forms are completed at least once each year.
Recommendations for program curricula or admission policy changes are considered by

program faculty and administration (Exhibit 2-B-4 (c)).

5. At least every two years, three bonafide potential employers review each
educational program and recommend admission requirements, program
content, program length, program objectives, competency tests, instructional
materials, equipment, method of evaluation, and level of skills and/or
proficiency required for completion, and appropriateness of the delivery
mode for the program. (Objectives 2-B-2 and 2-B-4)

At least every two years, three bona fide potential employers review each
educational program and recommend admission requirements, program content, program
length, program objectives, competency tests, instructional materials, equipment,
methods of evaluation, and level of skills and/or proficiency required for completion and
appropriateness of the delivery mode for the program. The Employer Verification Forms
are filed in the office of human resources/instructional services and maintained by the

division chairperson (Exhibit 2-B-5).

6. The institution considers the length and the tuition of each program in relation
to the documented entry level earnings of completers. (Objective 2-B-2)

Reid State considers the length and the tuition of the practical nursing program in
relation to the documented entry level earnings of completers. Employer Verification

Forms are collected every year in order to document the range of remuneration a student
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can reasonably expect to earn upon graduation (Exhibit 2-B-6 (a)). The College’s tuition
is $90 per semester hour (Exhibit 2-B-6 (b)). The total cost for the practical nursing
program is $7,862.36. The 50 credit hour practical nursing program can be completed in

3 semesters of full time attendance in the day program.

7. Courses required for each program are offered with sufficient frequency
for the student to complete the program within the publicized time frame.
(Objective 2-B-3)

Courses are offered at least once during the specified time frame, and those
classes offered in sequence are scheduled more frequently in order that students can
complete general education requirements and graduate in a timely manner.
Developmental courses in writing, math, and reading are offered each semester to assist
underprepared students in developing academic competencies to enable them to be
unconditionally accepted to the practical nursing program and to progress to Level |
nursing courses. Students who require developmental coursework are informed by their
advisors that they may take longer to complete the program requirements depending upon
their developmental needs. All students are provided with a degree plan upon entry, and
advisors use these degree plans to plan the students’ classes each semester (Exhibit 2-B-
7 (a), (b), (c)).

The main campus accepts enrollment for Level I students in the day program in
fall and spring semesters. The Atmore site also accepts enrollment for Level | students in
the day program in fall and spring semesters. Students on both campuses can elect to take
B10201 (Human Anatomy & Physiology 1), BIO202 (Human Anatomy & Physiology I1),
MTH116 (Mathematical Applications), and ENG101 (English) in the summer semester in
preparation for fall admission. A sequence of courses to be offered by semester on each
campus is published in the practical nursing handbook (Exhibit 2-B-7 (d), (e)).
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8. Associate Degree programs offered must meet the following requirements:

a. The appropriate applied degree title, such as Associate of Applied
Technology, Associate of Applied Science, Associate of
Occupational Studies, Associate of Science, or Associate of
Occupational Technology, is used.

b. The program has a minimum of 60 semester hours or 90
quarter hours.

c. The program includes a minimum of 15 semester hours or 23
quarter hours of general education courses, with a minimum of
one course from each of the following areas: humanities,
behavioral sciences, natural or applied sciences, and
mathematics. (Objective 2-B-5)

The practical nursing program does not offer an associate degree.

9. All programs, regardless of location or time or mode of delivery, are
qualitatively consistent with those offered on the main campus, and must:

a. Be approved and administered under established institutional policies
and procedures and supervised by an administrator who is part of the
institutional organization.

b. Have appropriate involvement of on-campus administrators and
faculty in planning, approval, and on-going evaluation.

¢. Have individual student records, including period of enrollment,
financial, and educational program records, permanently maintained
by the institution at the main campus.

d. Be described in appropriate catalogs, brochures, and/or other
promotional materials and include tuition/fee charges, refund policies,
admissions and academic requirements, and information technology
requirements.

e. Provide for timely and meaningful interaction among faculty and
students. (Objectives 2-B-6 and 2-B-8)

The practical nursing program is offered on two sites, at the main campus in
Evergreen and at an instructional site 40 miles away located in Atmore, Alabama. Both
sites offer full-time and part-time day classes. Classrooms for the Atmore site are located
on the Atmore Campus of Jefferson Davis Community College at 6574 Highway 21
North, Atmore, Alabama. The Atmore program was initiated in 1981 to meet the

demands of employers and students in that area, and it has been very successful.
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The off-campus program follows the practical nursing program mission and is
qualitatively and quantitatively consistent with the day program at the Evergreen campus.
The practical nursing program, including the off campus site, is approved and
administered under established institutional policies and procedures and are supervised
by all administrators who are integral parts of the College’s organizational structure
(Exhibit 2-B-9 (a)).

The nursing curriculum is the same for both sites and is supervised by the health
careers division chair, whose office is on main campus. The Atmore site has a site
coordinator who functions under the division chairperson. The division chair, the
associate dean of instructional programs, business manager, dean of the college and the
college president make periodic visits to the Atmore site and have input into planning of
activities, approval for building expenditures, and on-going evaluation. Faculty members
teach on both campuses (Exhibit 2-B-9 (b)).

Permanent records of all students, including Atmore students, concerning
financial aid, enrollment, and transcripts are available in the student services building on
the main campus (Exhibit 2-B-9 (c)). The Atmore campus is described in the College
Catalog, brochures, and other promotional materials that include tuition/fee charges,
refund policies, admissions and academic requirements, and information technology
requirements (Exhibit 2-B-9 (d)). Atmore students and faculty are included in student
activities, college assemblies, nursing pinning ceremonies, and other activities on main

campus that promote meaningful interaction among faculty and students (Exhibit 2-B-9

(e).
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10. A credit hour is equivalent to a minimum of each of the following: one
semester credit for 15 clock hours of lecture, 30 clock hours of laboratory, or
45 clock hours of work-based activities; or one quarter credit for 10 clock
hours of lecture, 20 clock hours of laboratory, or 30 clock hours of work-
based activities. (Objective 2-B-7)

The practical nursing program measures credit hours according to the
requirements set forth by the Alabama State Board of Education. A semester hour of
theory contains 15 clock hours of lecture, a semester hour of lab contains 45 clock hours
of laboratory, and a semester hour of clinical contains 45 clock hours (Exhibit 2-B-10
(@), (b), (c)).

C. Instruction

1. Academic competencies and occupational skills are integrated into the
instructional program for each occupational area. (Objective 2-C-1)

Academic and occupational competencies are integrated throughout the practical
nursing program. This is demonstrated by the inclusion of required courses in English,
biology and mathematics in the curriculum (Exhibit 2-C-1 (a), (b)). The instructional
lesson plans incorporate academic and occupational competencies within the actual
lesson structure. Comprehensive examinations and check-off examinations demonstrate
the incorporation of academic and occupational competencies within the program.
Academic competencies are further developed and applied in work-based learning in the
core technical courses. For example students must demonstrate application of
mathematical skills in computing drug dosages, recording patient vital signs, and
developing nutrition plans. Communication competencies are developed and applied
throughout the program. Students must utilize oral and written communication skills in
developing care plans, patient teaching, and charting nurses’ notes. Computer skills are

developed through integrated modules in particular theory classes.
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Occupational skills are developed through theory, laboratory, and clinical
instruction designed to develop student competence in maternity, pediatrics, geriatrics,
and adult health. Student learning experiences are also designed to develop student
competence to function at the level of a practical nurse in surgery, outpatient

departments, intensive care units, and general nursing care units (Exhibit 2-C-1(c)).

2. The instructional programs provide instruction in the competencies
essential to success in the occupation, including job knowledge, job skills,
work habits, and attitudes. (Objective 2-C-2)

The practical nursing program provides training in the competencies essential to
success in the practical nursing profession, including job knowledge, job skills, work
habits, and attitudes. As published in the College Catalog, curriculum outline, course
descriptions, and program policies, the practical nursing program includes instruction
designed to develop job knowledge, job skills, work habits, attitudes and practice as a
safe, competent practical nurse. The program curriculum is developed upon the approved
competencies of the National League for Nursing. That is, program graduates who
posses and demonstrate skill in assessment, planning, implementation, and evaluation and
have the ability to function as a member of the discipline (Exhibit 2-C-2 (a)).

An essential component in the practical nursing program is the development of
occupational competencies, including work habits and work ethics. Course descriptions
included in the Plan of Instruction (POI) for each course provide outlined modules with
specific objectives that the faculty integrate to ensure that the student develops
occupational competencies (Exhibit 2-C-2 (b), (c)). Comprehensive examinations and
check-off examinations of skill demonstrations illustrate the development of job
knowledge, skill, and work habits training that are essential for success in the practical
nursing occupation (Exhibit 2-C-2 (d), (e)). Information obtained through business and
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industry visits, and advisory committee meetings influence the practical nursing program
content by enabling faculty to maintain contact with current workplace practices in the

practical nursing profession.

3. The sequence of instruction required for program completion (lecture, lab,
and work-based activities) is effectively organized in order to maximize the
learning of competencies essential to success in the occupation. (Objective
2-C-2)

The sequence of instruction required for completion of the practical nursing
program is effectively organized in order to maximize the learning of competencies

essential to success in the occupation (Exhibit 2-C-3 (a), (b)).

4. Occupational advisory committees appointed for each program or program
area are used to ensure that desirable, relevant, and current practices of
each occupation are being taught. Each committee (a) is composed of at
least three members, all being external to the institution and representative
of the geographical service area covered by the program area; (b) meets at
least twice annually with a majority of official members present; and (c)
keeps minutes of each meeting to document their activities and
recommendations. The occupational advisory committee may also perform
the functions of the institutional advisory committee if only one
occupational advisory committee is required for the institution. (Objectives
2-B-2 and 2-C-2)

The health careers program utilizes an occupational advisory committee to ensure
that desirable, relevant, and current practices within the practical nursing program are
taught. The practical nursing advisory committee is composed of at least three members
external to the institution, meets at least twice annually, and keeps minutes of each
meeting to document the activities and recommendations (Exhibit 2-C-4 (a), (b)). The
health careers division advisory committee includes representatives for the practical
nursing, the nursing assistant/home health aide, and health sciences programs. The
majority of the members are present for the meetings. The program’s advisory

committee follows a standard agenda, an annual program of work, meets during the
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spring and fall semesters, completes an annual checklist, and documents their activities in
minutes (Exhibit 2-C-4 (c)). The checklist provides verification and documentation that
committee members have been provided an opportunity to review and discuss program
plans, equipment, facilities, job placement, program content, and curriculum, and to make
necessary recommendations.

The health careers advisory committee is fully utilized to ensure that relevant and
current practices of the practical nursing profession are included in the instructional
program. Their recommendations for improvements or expansions are documented in the

committee minutes.

5. Occupational advisory committees review, at least annually, the
appropriateness of the type of instruction (such as lecture, laboratory,
work-based instruction, and/or mode of delivery) offered within each
program to assure that students gain competency with specific skills
required for successful completion of the program. (Objectives 2-B-7 and 2-
C-4)

The advisory committee reviews, at least annually, the appropriateness of the type
of instruction offered within the practical nursing program to assure students gain
competency with the required skills for successful completion of the program. The
committee meets twice annually to discuss current practices and makes recommendations
for improvements to the practical nursing curriculum. Minutes from each meeting are
kept on file to document the activities and recommendations of the committee. Faculty
integrates the identified changes as allowed by the Department of Postsecondary

standards (Exhibit 2-C-5 (a), (b)).

6. Job-related health, safety, and fire-prevention are an integral part of
instruction. (Objectives 2-C-2 and 2-C-3)

The practical nursing program ensures job-related health, safety, and fire-

prevention are an integral part of instruction. Developing each student’s skill as a safe
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practitioner is critically important in the practical nursing program as faculty prepare
students to enter the healthcare profession. Students are continually taught and, must
demonstrate, appropriate protocol to ensure safety for themselves and their patients.
Individual courses, for example, include information about protecting themselves from
bloodborne pathogens. Students are taught how to safely move immobile patients and to
safely administer medications. Individual course syllabi illustrate the inclusion of
instruction in safe practices within the curriculum (Exhibit 2-C-6 (a)).

A College Safety Manual is on display in every College department, and it
contains a section for each instructional program (Exhibit 2-C-6 (b)). The Safety
Manual contains specific instructions for safely operating equipment specific to the
nursing program. The program conducts frequent safety committee meetings to involve
students and to develop their awareness of a safe environment. These meetings are
documented in the program safety committee meeting minutes (Exhibit 2-C-6 (c)). The
meetings cover, among other things, emergency and evacuation information. Fire
extinguishers and building evacuation plans are located throughout the facility, and
students are oriented to them each semester (Exhibit 2-C-6 (d)).

The Practical Nursing Handbook provides job-related health and safety
information (Exhibit 2-C-6 (e)). The Handbook is distributed through the bookstore
each semester to new students and reviewed with them by faculty. Course syllabi, lesson
plans, and course descriptions illustrate emphasis on and integration of safety instructions

within the program (Exhibit 2-C-6 (f), (g)).
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7. To develop skill proficiency, sufficient practice is provided with equipment
and materials similar to those currently used in the occupation. (Objective
2-C-3)

The practical nursing program provides sufficient practice with equipment similar
to that currently in use in the healthcare professions. The curriculum includes required
skill and clinical courses in which students must practice on the equipment to develop
skill proficiency (Exhibit 2-C-7 (a)). Documentation is compiled on check-off sheets
that reflect each student’s practice time. A large proportion of nursing coursework
includes laboratory practice and clinical instruction.

The nursing lab’s are equipped with basic healthcare equipment such as beds,
sinks, wheelchairs, blood pressure machines, and mannequins to provide practice to
develop skill proficiency. Students participate in extensive clinical experiences at local
hospitals, doctors’ offices, and nursing homes to develop and refine their skills as
healthcare practitioners. These clinical experiences are provided on industry standard
equipment since they occur in the actual healthcare setting.

Lesson plans demonstrate integration of sufficient practice with equipment on a
regular basis. Assurance that lab equipment continues to meet industry standards is
maintained through regular business and industry visits and advisory committee meetings
(Exhibit 2-C-7 (b), (c)). An inventory of equipment is conducted annually, and records

are maintained in the business office (Exhibit 2-C-7 (d)).

8. Allinstruction is effectively organized as evidenced by course outlines,
lesson plans, competency tests, and other instructional materials. (Objective
2-C-4)

Practical nursing faculty effectively organize instruction in the classroom and
laboratories. A course notebook is required for each course in the curriculum. Course

notebooks contain the course syllabus, course guide, curriculum standard, course outline,
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lesson plans, sample tests, safety information, and instructional material (Exhibit 2-C-8
(a)). Course notebooks ensure consistency of instruction without regard to faculty,
location, or time of course delivery. Evidence of the organization of instruction is
provided in the detailed structure of the course outlines and lesson plans. The
examinations used within the practical nursing curriculum are of a relevant nature and
coincide with the instructional material being taught from the lesson plans. Syllabi
demonstrate course content and expectations, and are provided to students on the first
class meeting (Exhibit 2-C-8 (b)). Nursing assignments include on-line tests each
semester. The NCLEX live review class is provided onsite, main campus at the end of

fall and spring semesters.

9. The institution uses a systematic, objective, and equitable method of
evaluating student achievement based on required competencies.
(Objective 2-C-5)

Practical nursing has a published systematic, objective, and equitable method of
evaluating student achievement based on required competencies. Evaluation methods are
identified in the course syllabus that is distributed to each student at the first class
meeting (Exhibit 2-C-9 (a)). Practical nursing grading policies are program specific and
are defined and published in the College Catalog that is provided to students prior to
admission and in the Practical Nursing Handbook (Exhibit 2-C-9 (b), (c)).

Course syllabi detail course objectives, method of evaluation, and composition of
the final grade in addition to the grading scale. Evaluation in each course is based on the
course objectives, and the type of course determines the method by which student
competencies are evaluated. For example, lecture courses utilize knowledge tests
whereas laboratory classes utilize skill demonstrations to evaluate skill proficiency. The
course grade is calculated according to the identified method and is recorded on-line at
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the end of each semester by the individual instructor. The recorded grade becomes a part

of the student’s permanent transcript (Exhibit 2-C-9 (d)).

10. Each work-based activity has a written instructional plan for students
specifying the particular objectives, experiences, competencies, and
evaluations that are required. (Objective 2-C-6)

11. The instructional plan designates the on-site employer representative
responsible for guiding and overseeing the students’ learning experiences
and participating in the students’ written evaluations. (Objective 2-C-6)

12. All work-based activities conducted by the institution are supervised by a
designated employee possessing appropriate qualifications. (Objective 2-C-
6)

The practical nursing program does not require a work-based activity.
CHALLENGES AND PROPOSED SOLUTIONS

The Alabama Board of Nursing requires that programs maintain an eighty percent
or higher passage rate for first-time takers of the NCLEX-PN. The importance of
maintaining the NCLEX-PN passage rates at eighty percent for first-time takers of
NCLEX continues to be an ongoing issue that faculty must remain cognizant of in order
to ensure the program remains viable.

Although the program continues to have approval for an evening program,
evening classes have not been viable due to limited student interest. However, the
enrollment in day classes for both the Evergreen and Atmore sites has increased. This
increase in enrollment provides the challenge of finding adequate space to accommodate
the growing number of students on both campuses.

Retention remains a challenge for the practical nursing program. Since the
college has an open enrollment, students enroll in the nursing program, which may not be
committed or prepared to handle the rigorous nursing curriculum. Faculty continues to

implement strategies aimed at improving retention.
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Present economic issues have led to proration in the two-year college system. As
a result, the number of scholarships available to nursing students has decreased. This
decrease in scholarships impedes some students from completing the practical nursing
program.

The future challenge for the nursing program will be with the implementation of
the TEAS exam as the standardized nurse entrance test beginning in fall 2010. Even
though the TEAS will be piloted in fall 2010, cut-off scores have not yet been
determined. Once cut-off scores are established, the faculty believes that the number of
students eligible for admission will decrease. Another deterrent with the TEAS is that

students will have to pay $30 before the exam can be administered.

SUMMARY

The practical nursing committee determined that the program complies with
standard two criteria. The practical nursing program is designed to meet the requirements
of the Alabama State Board of Education, Reid State Technical College, Alabama State
Board of Nursing, and industry standards. The program is approved by the Alabama
State Board of Nursing. Upon satisfactory completion of the program, the student is
eligible to apply to the Alabama State Board of Nursing, or the board of nursing in
another state, to take the National Council of Licensure Examination - Practical Nursing
(NCLEX-PN).

Detailed program information including program mission, curriculum, entrance
and graduation requirement policies, and program objectives are published in the College
Catalog, which is widely distributed and publicly available online. Students are informed

of program cost and requirements prior to entry.
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The curriculum is designed to prepare the beginning practical nurse with the skills
to provide safe and effective nursing care to individuals and/or groups. The program is
effectively organized and meets the documented needs of the healthcare industry.
Program faculty enjoy strong relationships with resource personnel who provide valuable
information on which faculty rely to ensure the practical nursing program includes
relevant and current practices of the healthcare profession. Program length and cost are
reasonable in relation to the graduate’s anticipated entry-level earnings.

The practical nursing program has an active advisory committee that documents
activities and recommendations of semi-annual meetings in minutes. Faculty actively
solicit advice and recommendations from resource personnel through regular business
and industry visits, professional associations, Employer Verification Forms, and advisory
committees.

Program outcomes substantiate a strong program that emphasizes attainment of
entry-level skills, including academic and occupational skill development. Program
faculty continually avail themselves of professional development opportunities to

maintain and update their professional and teaching skills.
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Standard Two

Practical Nursing Exhibits

Admissions

2-A-1(a)
2-A-1(b)
2-A-1(c)
2-A-1(d)

2-A-2

2-A-3(a)
2-A-3(b)
2-A-3(c)
2-A-3(d)

2-A-4(a)
2-A-4(b)

2-A-5(a)
2-A-5(b)
2-A-5(C)

2-A-6
2-A-7

2-A-8(a)
2-A-8(b)
2-A-8(c)
2-A-8(d)
2-A-8(e)
2-A-8(f)
2-A-8(9)

2-A-9(a)
2-A-9(b)
2-A-9(c)
2-A-9(d)

Programs
2-B-1(a)
2-B-1(b)
2-B-1(c)
2-B-1(d)

College Admission Policy, College Catalog, pp. 21-33
College Admission Policy, Student Handbook, pp. 67-77
Program Brochure

College Website

Non-Applicable

College Transfer Policy, College Catalog, p.26
College Transfer Policy, Student Handbook, pp. 74-76
State Board of Education Policy 801.01

State Board of Education Policy 714.03

College Transfer of Credits Policy, College Catalog, p. 27
College Transfer of Credits Policy, Student Handbook, p. 76

College Admission Policy, College Catalog, pp. 21-33
College Admission Policy, Student Handbook, pp. 67-77
Placement Testing Policy, College Catalog, p. 32

Non-Applicable
Non- Applicable

Recruitment Plan

College Catalog, p. 115-124

Brochure

Admission Packet

Schedule

Advertising Scrapbook

Reid State Technical College website www.rstc.edu

College Catalog, p. 115-125

Brochure

Tuition Rates, College Catalog and Student Handbook, p. 64
Program Cost Sheet

Alabama Occupational Trends for 2016
Occupational Outlook Handbook
Business and Industry Visits

Advisory Committee Minutes
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2-B-2(a)
2-B-2(h)
2-B-2(c)

2-B-3(a)
2-B-3(b)
2-B-3(c)
2-B-3(d)
2-B-3(e)

2-B-4(a)
2-B-4(b)
2-B-4(c)
2-B-5

2-B-6(a)
2-B-6()

2-B-7(a)
2-B-7(h)
2-B-7(c)
2-B-7(d)
2-B-7(e)
2-B-8

2-B-9(a)
2-B-9(h)

2-B-9(c)
2-B-9(d)

2-B-9(e)

Advisory Committee Minutes
Employer Verification Forms
Business and Industry Visits

Program Obijectives, College Catalog, p. 117-118
Syllabi

Business and Industry Visits

Tests

Course Notebook

Advisory Committee Annual Checklist
Business & Industry Visits
Employer Verification Forms

Employer Verification Forms

Employer Verification Forms
State Board of Education Tuition Table

Student Transcript

Degree Plan

Program Curriculum

Schedule

Program Sequence, Practical Nursing Handbook

Non-Applicable

Organizational Chart

Organizational Policy, College Policy Manual, p. 11-14
Faculty Evaluation Policy, College Policy Manual, p. 21
Organizational Policy, College Policy Manual, p. 11-14
Student Handbook, p. 14

Program, College Catalog p. 115-125

Brochure

College Tuition Policy, College Catalog, pp. 43-44
College Tuition Policy, Student Handbook, p. 62-64
College Refund Policy, College Catalog, pp. 44-45
College Refund Policy, Student Handbook, p. 64-65
College Admission Policy, College Catalog, pp. 21-32
College Admission Policy, Student Handbook, pp. 67-77
Reid State Technical College Website — www.rstc.edu
Office Schedule

Syllabus

College Assembly Minutes

Division Minutes

College Activities Flyers
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2-B-10(a)
2-B-10(b)
2-B-10(c)

Instruction
2-C-1(a)
2-C-1(b)

2-C-1(c)

2-C-2(a)
2-C-2(b)
2-C-2(c)
2-C-2(d)
2-C-2(e)

2-C-3(a)
2-C-3(b)

2-C-4(a)
2-C-4(b)
2-C-4(c)

2-C-5(a)
2-C-5(b)

2-C-6(a)
2-C-6(b)
2-C-6(c)
2-C-6(d)
2-C-6(e)
2-C-6(f)
2-C-6(9)

2-C-7(a)
2-C-7(h)
2-C-7(c)
2-C-7(d)

2-C-8(a)
2-C-8(h)

2-C-9(a)
2-C-9(b)

State Board of Education Policy 705.01
Credit Clock Hour Chart
Program Degree Requirements, College Catalog, p. 125

Program Curriculum, College Catalog, p. 125
ENG101 English

MTH116 Mathematical Applications

B10201 Human Anatomy & Physiology |
B10202 Human Anatomy & Physiology 1l
Syllabus

Program Objectives, College Catalog, p. 117
Lab Course Syllabus

Theory Course Syllabus

Tests

Lab and Clinical Grading Tools

Degree Plan
Program Curriculum, College Catalog, p. 125

Advisory Committee Membership List
Advisory Committee Minutes
Advisory Committee Guidelines Annual Checklist

Employer Verification Forms
Advisory Committee Guidelines Annual Checklist

Syllabus

Emergency Procedures
Safety Committee Minutes
Safety Manual

Practical Nursing Handbook
Course Notebook (See 2-B-3)
Safety Pictures

Syllabus

Business and Industry Visits

Advisory Committee Guideline Annual Checklist
Equipment Inventory

Course Notebook (See 2-B-3)
Syllabus

Syllabus
College Grading Policy, Student Handbook, p. 86

315



2-C-9(c)
2-C-9(d)

2-C-10
2-C-11

2-C-12

Practical Nursing Handbook
Student Transcript

Non-Applicable
Non-Applicable

Non-Applicable
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CLOCK HOUR/CREDIT HOUR CHART

Program Name

Practical Nursing (Diploma)

CIP Code

51.

3901

Instructions: Refer to the Commission’s definition of clock/credit hour measurement in the latest edition of the Handbook of Accreditation. For
programs measured in credit hours, provide both clock and credit hour information. List all courses offered within the program. Make additional

copies of this page as needed.

Provide total program length in all categories that apply
(be sure that these numbers agree with the grand total):

TOTAL CLOCK TOTAL SEMESTER TOTAL QUARTER
HOURS: 990 CREDIT HOURS: | 50 CREDIT HOURS: | N/A
INSTRUCTION
COURSE NAME DELIVERY METHOD WORK-
(Use one line for each course (Check One or More) CLASSROOM/ LECTURE BASED TOTALS
within the program.) Audio/ Correspon- Clock SHOP/LAB ACTIVITIES
Classroom | Online | VideoTape dence Classroom Distance Ed. | Credit | Clock Credit [ Clock Credit [ Clock | Credit

ENG101- English Composition X X X 15 30 3 0 0 0 0 45 3
ORT 100 - Orientation X 15 0 1 0 0 0 0 15 1
MTH116 — Mathematical Applications X 45 0 3 0 0 0 0 45 3
BIO 201 — Human Anatomy and X 45 0 3 30 1 0 0 75 4
Physiology |
BIO 202 — Human Anatomy and X 45 0 3 30 1 0 0 75 4
Physiology I
NUR102 — Fundamentals of Nursing X X 45 0 3 90 3 0 0 135 6
NUR103 — Health Assessment X (Lab) X 0 0 0 30 1 0 0 30 1
NURZ104 — Introduction to Pharmacology X (Lab) X 0 0 0 30 1 0 0 30 1
NURZ105 — Adult Nursing X X 75 0 5 90 3 0 0 135 8
NUR106 — Maternal and Child Nursing X X 60 0 4 30 1 0 0 90 5
NUR107 — Adult/Child Nursing X X 75 0 5 90 3 0 0 165 8
NUR108 — Psychosocial Nursing X X 30 0 2 30 1 0 0 60 3
NURZ109 Role Transition for the Practical X X 30 0 2 30 1 0 0 60 3
Nurse

TOTAL ALL COLUMNS X X X 480 30 34 480 16 0 0 990 50

GRAND TOTALS
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Commission of the Council on Occupational Education
EMPLOYER FROGRAM VERIFICATION FORM
for Postsecondary Programs

INSTRUCTIONS:
- Complete this form for each service area served by the program*

- This form must be signed by an employee who is in position to make hiring decisions on
behalf of the employer,

Name of Institution |
Reid State Technical College

Address City/State/Zip

P O Box 588 Evergreen, AL 36401
Name of Program

Practical Nursing (Diploma})
Model(s) of Delivery of Program

‘ D 100% Traditional D’brid ]J:ane Education

This program is (check one):

X An Existing Program A New Program A Substantially Revised Program

The length of program in:

Clock Hours 530 Semester Credit Hours Quarter Credit Hours _

The amount of tuition and fees charged for the total program is: $ 7,862.36

Excerpt from the Handbook of Accreditation, Standard 2 — Educational Programs:

5. At least every two years, three bonafide potential employers review each educational program and
recommmend admission reguirements, program content, program length, program objectives,
competeney tests, instructional materials, equipment, method of evaluation, and level of skills

and'or proficiency required for completion, and appropriateness of the delivery mode for the
program. (Objectives 2-B-2 and 2-B-4)

6. The institution considers the length and the wition of each program in relation (o the documented
entry level earnings of completers.  (Objective 2-B-2)

NOTE: Job Corps Centers may use the Vocational Evaluation System (VES) Report in place of
the COE Employer Program Verification Form.

*Far programs that include a distance education mode of delivery that recruit students outside the
service area(s) of an institution’s physical location(s), a market needs analysis or other demographic
data which demonstrates demand for the program may be submitted.
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EMPLOYERS' VERIFICATION STATEMENT:

We have reviewed the Practical Nursing program and recommended requirements for:
admissions, program content, program length, program objectives, competency tests, instructional
materials, equipment, method of evaluation, and the skills and/or proficiency required for completion
and appropriateness of the [] 100% Traditional [ JHybrid [ ] Distance Education

the delivery made(s) for the program.

EMPLOYER #1:

Name;, Title:
S E;{ C UL Do
Company Name: : Phone Number:
DM~ Moot forphd | U 6|

"B oA e W27

Verified range of remuneration (based on year-round, full-time employment) that can reasonably be
expected by completers wha enter this field upon completion of the program is from § ZZ7%¥%
annuallyto §  , 20¢ 7 annually.

Signature: KIM?{ Q/i Date: % ) -0 |

EMPLOYER #2 _
jame: z Title:
ﬁﬂ]\ﬂm@i@goo\W\ ER Nunde, Margr.
Compawd Name: | Phone Number: J
ress | City/State/Zi
(BT reshiery Ave Evoragn Al AUO|

Verified range of remuneration (based on year-round, full-tinte employment) that can reasonably be

annually to § annually.
lSignamreraxcdmﬁ Hodur pueq | 16110
EMPLOYER #3
Name: : Title: ) |
E Nl e \XC Q /Lﬁﬁ Q&(\.' AN DS Cerdina hoy
mpany Name; Phope Number:

weone Mgl %‘Bx‘aaﬁﬁ

Address ~ City/State/Zip
L SPe Aiva YN oy b |1 O

Verified range of remuneration (based on year-round, full-time employment) that can reasonably be
expected by completers who enter this field upon completion of the program is from §
annually to § annually.

| Signatyre AV Q/@\I\Q puel 16 [ O

expected by completers who enter this field upon completion of the program is from § | a ¥e) N i\@'-ﬂ\.)
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STANDARD TWO
WELDING TECHNOLOGY

INTRODUCTION
The welding technology program committee was responsible for evaluating all

aspects of the instructional program to determine compliance with standard two criteria.
In order to complete its task, the committee reviewed program files, minutes, outcomes,
curriculum, and other documentation. The welding technology program is a 55 semester
credit hour program. A student enrolled on a full-time basis can earn a diploma for pipe
welding in four semesters.

The welding technology program at Reid State Technical College provides
excellent training that enables graduates of the program to obtain and successfully perform
the tasks of entry-level positions in this field. The welding technology program’s
comprehensive mission is stated in the College Catalog as follows:

The purpose of the welding technology program is to provide accessible,
quality educational opportunities that will provide individuals with the
knowledge, technical skills, and attitudes necessary to obtain entry-level
employment in the welding profession.

The diploma program is intended to produce graduates who are prepared
for employment as entry-level structural and/or pipe welders. Program graduates
are to be competent in the academic areas of communications, mathematics,
computer literacy, and human relations and in the technical areas of cutting
processes, blueprint, SMAW and GMAW/FCAW structural welding and SMAW
and GTAW/FCAW pipe welding to applicable standards.

Reid State Technical College will accomplish program objectives by
providing students with a comprehensive general education and technical
training in the core area of welding technology. The occupational skill
preparation should meet the American Welding Society recognized skill
standards. The college will ensure program quality through internal certification
of graduate competencies and external certification of graduates by the American
Welding Society.
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The philosophy and purpose of the welding technology program is
consistent with that of the governing institution.

The admission policies for the program are relevant to a student’s ability to complete the
academic and occupational requirements. The program is offered during day and evening
hours only on the main campus.

Two full-time faculty are employed to provide quality instruction and educational
experiences for Reid State students. Program faculty enjoy strong and productive
relationships with area business and industry representatives. Program outcomes
emphasize the success of this program in preparing graduates for entry-level employment
in the welding profession.

The program mission, length, objectives, course requirements, equipment and
academic courses integrated into the occupational area are congruent with the
institution’s mission, labor job market demands, business and industry needs, the
requirements of the Alabama State Board of Education, and the mission of the Alabama

Community College System.

ANALYSIS

A.  Admissions/Recruiting

1. The institution’s admissions policies are clearly stated, published, and
made available to students prior to enrollment. (Objective 2-A-1)

The institution’s admission policies are printed in the College Catalog, Student
Handbook, website, and program brochures. Copies of the College Catalog are
distributed to high schools in the service area and many other locations where prospective
students may frequent. Additionally, the College Catalog, program brochures, and other

informational material are on display at all times in the administration and student
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services buildings. All students are provided a copy of the College Catalog during
orientation, at which time College policies and procedures are reviewed in detail (Exhibit

2-A-1 (a), (b), (c), (d)).

2. For all students admitted to a Vocational English-As-A-Second-
Language Program, the institution utilizes written admission procedures
that comply with policies established by the Commission. (Objective 2-A-
1) (See “Vocational English-As-A-Second-Language Programs” in the
current edition of the Policies and Rules of the Commission.)

Reid State Technical College does not offer Vocational English-As-A-Second

Language Program.

3. The institution clearly defines and publishes a policy on the transfer of
students between programs within the institution and the transfer of
students from other institutions. (Objective 2-A-1)

The institution clearly defines and publishes a policy on the transfer of students
between programs within the institution and the transfer of students from other
institutions. The College transfer policy is promulgated by the Alabama State Board of
Education and is printed in the College Catalog and Student Handbook (Exhibit 2-A-3
(@), (b).(c), (d)).

An applicant who has previously attended another accredited postsecondary
institution is considered a transfer student and is required to furnish official transcripts of
all work attempted at all said institutions. The college also requires the transfer of
student documents required of first-time college students.

A transfer student who meets requirements for admission to a course creditable
toward an associate degree is classified as a degree-eligible student. A transfer student
who does not meet these requirements is classified as a non-degree-eligible student. A

transfer student must have submitted to the college an application for admission and
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official transcripts from all accredited postsecondary institutions attended and an official
high school transcript or GED.

A transfer student whose cumulative grade point average at the transfer
institution(s) is 2.0 or above on a 4.0 scale is admitted on clear academic status. A
transfer student whose cumulative grade point average at the transfer institution(s) is less
than 2.0 on a 4.0 scale is admitted only on academic probation. An applicant who has
been academically suspended from another accredited postsecondary institution may be
admitted as a transfer student only after following the appeal process established at the
College for native students who have been academically suspended. If the transfer
student is admitted upon appeal, the student will enter the institution on academic
probation.

Students may transfer to different programs within the institution provided they
meet the admission requirements for the desired program. Full credit is granted for those
courses that have similar course descriptions and theory/laboratory/clinical credit hour

requirements.

4. The institution clearly defines and publishes a policy on the transfer of
credits that includes a statement of the criteria established by the
institution regarding the transfer of credit earned at another institution.
(Objective 2-A-1)

Transfer credit is awarded for internal and external transfers based on the
published “General Principles for Transfer of Credit.” A course completed at other
accredited postsecondary institutions with a passing grade will be accepted for transfer as
potentially creditable toward graduation requirements. Credit may be extended based on
a comprehensive evaluation of demonstrated and documented competencies and previous

formal training. For students admitted on academic probation, only courses in which they
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have earned a course grade of “C” or better will be accepted for transfer. Awarding of
transfer credit to fulfill graduation requirements will be based on applicability of the

credits to the requirements of the degree sought (Exhibit 2-A-4 (a), (b)).

5. Admission requirements offer reasonable expectations for successful
completion of the occupational programs offered by the institution regardless
of the delivery mode. (Objective 2-A-2)

Admission requirements for welding technology offer reasonable expectations for
successful completion of the occupational program. Students must have a high school
diploma or GED or have documented ability-to-benefit and earn the GED prior to
graduation.

Placement exams are additional measures used to determine a student’s readiness
for college-level academic and occupational course work. The placement tests measure
proficiency in reading, writing, and numerical skills. Students who score below requisite
cut scores on each subtest are required to enroll in developmental courses in order to
develop academic competencies necessary for success in college-level courses. Students
whose assessment scores indicate they would benefit from developmental math, reading,
or writing must complete the courses prior to enrolling in college-level math and English.
Students needing developmental reading must enroll in it within the first two semesters.
Students are advised to enroll during their first term for any required developmental
course work and to take follow-up college courses in sequence. These policies and
procedures are designed to ensure that students can be successful in completing all

program requirements (Exhibit 2-A-5 (a), (b). (c)).
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6. Students admitted into Associate Degree programs have a high school diploma
or its equivalent. (Objective 2-A-2)

The welding technology program does not award an associate in applied

technology degree.

7. An institution that admits students on an ““ability to benefit” basis has
written admissions procedures, applies these uniformly, provides
documented evidence on how they are used, maintains records on student
progress, and regularly evaluates the effectiveness of the procedures used in
admitting these students. (Objective 2-A2)

For all students admitted on an ability to benefit basis, the institution has written
admissions procedures, applies these uniformly, and provides documented evidence on
how they are used, maintains records on student progress, and regularly evaluates the
effectiveness of the procedures used in admitting these students. Students without a high
school diploma or GED may be admitted on the ability-to-benefit basis to the welding
technology program. The admissions procedures are published in the College Catalog
and Student Handbook (Exhibit 2-A-7 (a), (b)). This policy is applied uniformly and
documentation is maintained in all permanent student files for verification of its
application.

Upon student completion of the independently administered standardized test
(COMPASYS), the students’ scores are compared to the federally-approved cut scores for
Title 1V eligibility. In order for a student to qualify for admission and Title IV funds the
following scores are required: COMPASS  Pre-algebra /Numerical (25), Reading (62),
Writing (32)

The results of the test are recorded by the independent test administrator and
forwarded to the admissions office, which then makes a determination of acceptance to

the College and notifies the student of the results. An Ability-to-Benefit Test
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Certification form is completed by the test administrator and becomes part of the
student’s permanent record along with the actual test form completed by the student
(Exhibit 2-A-7 (c)).

The registration services coordinator is responsible for maintaining permanent
records of student progress. Computerized transcripts reflect the student’s grades in
developmental and college courses and subsequent program completion status (Exhibit

2-A-7 (d)).

8. The institution ensures that recruiting activities are ethical and that all
materials used in recruiting accurately describe the mission, instructional
outcomes, student performance expectations, and completion requirements
of each program. (Objective 2-A-3)

Reid State Technical College’s recruiting activities are ethical and are conducted
according to standard marketing and recruiting practices. The associate dean of
workforce development/public relations is directly responsibility for developing and
implementing the Marketing/Recruitment Plan. Responsibility for recruiting activities is
shared throughout the College. All personnel are responsible for distributing materials to
locations in their communities and making presentations to local high schools, churches,
and vocational centers.

Published materials depict the mission, instructional outcomes, student
performance expectations, and completion requirements of each program. The College
uses a variety of materials to market programs and services. Colorful brochures, the
College Catalog, Student Handbook, newspaper advertisements, and website are utilized
to inform the student body and community of program offerings (Exhibit 2-A-8 (a), (b),
(©), (d), (e), (P, (g)). The associate dean of workforce development/public relations

maintains a permanent scrapbook of newspaper advertisements for a historical record,
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and the College has greatly improved its marketing and public relations campaigns over

time.

9. Prior to admission, students are informed of the costs of the program
and any equipment and services required. (Objective 2-A-3)

Students are informed of welding technology program costs prior to admission.
Information about the program in the College Catalog includes the program philosophy,
mission statement, program objectives, program costs, tuition rates, admission criteria,
certification information, curriculum outline, course descriptions, and any other pertinent
information. The College Catalog is distributed at all recruiting activities. It is on
display at all times in administration and student services buildings, and all incoming
students are provided a copy at the orientation/advising session prior to their first
registration (Exhibit 2-A-9(a)).

College brochures list the credit hours required for completion of each program
(Exhibit 2-A-9 (b)). A program cost sheet is available in the student services building
(Exhibit 2-A-9 (c)). The total tuition/fee cost for the Welding technology program

follows (Exhibit 2-A-9 (d) :

Tuition $4,950
Fees 1,210
Books 465
Supplies 125

The College’s tuition rate per semester hour is $90, plus a $9 per hour facility fee,

$9 per hour technology fee, $1 per hour bond fee, and $3 per hour special building fee.
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B. Programs

1. Occupational education programs offered by the institution are congruent
with the mission of the institution and with the occupational needs of the people
served by the institution. (Objectives 2-A-2 and 2-B-1)

Occupational education programs offered by the institution are congruent with the
mission of the institution and with the occupational needs of the people served by the

institution. Reid State Technical College’s mission is as follows:

... to provide postsecondary occupational education on a nondiscriminatory
basis for individuals who desire to prepare for entry-level employment,
advancement, or retraining in a career field. The training should meet the needs
and standards of business, industry, and the professions, and also, afford
reasonable expectation of gainful employment.
Welding technology is congruent with the institutional mission and with the occupational
needs of the people served by Reid State Technical College.

Occupational needs of the service area are evaluated through annual reviews of
labor market information in order to gauge the continuing necessity and level of demand
for each program (Exhibit 2-B-1 (a), (b)). Business and industry visits and the program
advisory committee provide valuable information that assists the institution in ensuring

that the welding technology program continues to be congruent with the institutional

mission and the needs of the community (Exhibit 2-B-1 (c), (d)).

2. The objectives for each educational program are evaluated annually.
(Objective 2-B1)

The welding technology program objectives are evaluated continuously. The
welding technology advisory committee review and evaluate program objectives. The
welding technology advisory committee meets twice annually. The advisory committee
has had the responsibility for conducting an annual review of the program'’s mission and

content and recommending improvements in the curriculum, instructional methods,
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equipment, and supplies. Minutes are available to document advisory committee
activities (Exhibit 2-B-2 (a)).

Employers periodically review program objectives. Employer verification forms
are completed every year to ensure that bona fide potential employers have the
opportunity to evaluate the program content, objectives, range of remuneration,
admission criteria, and curriculum to ensure that desirable, relevant, and current practices
are included in the program of study (Exhibit 2-B-2 (b)). The faculty reviews and
adjusts program objectives as a result of feedback received through business and industry

visits (Exhibit 2-B-2 (c)).

3. Each occupational education program has clearly stated objectives, defined
content relevant to these objectives and the current needs of business and
industry, and student evaluation based on the program objectives and
content. (Objective 2-B-2)

The welding technology program at Reid State Technical College has clearly
stated objectives, defined content relevant to these objectives and the current needs of
business and industry, and student evaluation based on the program objectives and
content.

Program outcome objectives are (Exhibit 2-B-3 (a)):

1. Program graduates will be proficient in communication, computation, and
interpersonal skills.

2. Program graduates will be technically proficient.

3. Program graduates will be able to obtain certification by the American
Welding Society.

4. Program graduates will be successfully employed in the field.

Employers of program graduates will be satisfied with their education and
training.
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Course objectives are listed in the individual course syllabi, course guides and
curriculum standards and support attainment of program outcome objectives (Exhibit 2-
B-3 (b)). Business and Industry visits are regularly conducted to ensure that current needs
of business and industry are considered when defining program content (Exhibit 2-B-3
(c)). Faculty also utilizes information gained from their participation in professional
associations to review and adjust program objectives.

Students’ attainment of learning objectives in the welding technology program is
determined through regular evaluation methods. Knowledge tests are given in theory
classes, and demonstration or proficiency exams are utilized to document competency
attainment in laboratory courses (Exhibit 2-B-3 (d)).

Industry standard curriculum developed by the National Center for Construction
Education and Research (NCCER) was adopted for the welding technology program.
The welding department maintains a course notebook for each course in the curriculum.
Each course notebook includes the course guide, curriculum standard, syllabus, course
outline, handouts and audiovisual materials, sample tests, safety information, student
information sheets, and other instructional material. This ensures the standardization of

content for each course (Exhibit 2-B-3 (e)).

4. A systematic process has been implemented to document that the objectives
and content of programs are current. (Objective 2-B-2)

A systematic process is established to document that the welding technology
program objectives and content are regularly updated. Information is obtained from
advisory committee meetings, informal contact with alumni, Employer Verification

Forms, business and industry visits and participation in professional organizations
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(Exhibit 2-B-4 (a), (b), (c)). The information gained through these resources enables

faculty to stay abreast of industry trends.

5. At least every two years, three bona fide potential employers review each
educational program and recommend admission requirements, program
content, program length, program objectives, competency tests, instructional
materials, equipment, method of evaluation, and level of skills and/or
proficiency required for completion, and appropriateness of the delivery
mode for the program. (Objectives 2-B-2 and 2-B-4)

At least every two years, the welding technology program is reviewed by three
bona fide potential employers who recommend admission requirements, program content,
program length, program objectives, competency tests, instructional materials, method
evaluation, and level of skills and/or proficiency required for completion. Employer
verification forms are filed in the office of the human resources/instructional services

coordinator and maintained by program faculty (Exhibit 2-B-5).

6. The institution considers the length and the tuition of each program in relation
to the documented entry level earnings of completers. (Objective 2-B-2)

Reid State Technical College considers the length and tuition of the welding
technology program in relation to the documented entry-level earnings of completers.
Employer verification forms are collected every year in order to document the range of
earnings a student can expect to earn upon graduation (Exhibit 2-B-6 (a)). According to
the employer verification form completed in 2010 graduates can reasonably expect to
earn from $54,000 to $74,000 at entry to the profession.

The tuition is set according to the guidelines from the Alabama State Board of
Education. The College’s tuition rate is $90 per semester credit hour (Exhibit 2-B-6 (b).

Total tuition for the 55 credit hour, four semester diploma program is $6,025.48.

331



7. Courses required for each program are offered with sufficient frequency
for the student to complete the program within the publicized time frame.
(Objective 2-B-3)

Courses required for each program are offered with sufficient frequency for
the student to complete the program within the publicized time frame. As specified in
the College Catalog, the welding technology program can be completed in four
semesters by full-time students. Classes are offered at least once during the specified
time frame. All students are provided with a degree plan upon entry, and advisors use
these degree plans to plan their schedules of classes each semester (Exhibit 2-B-7 (a),
(b)). Evening classes are offered less frequently, and the student is advised that the
program takes longer to complete based on the student’s semester course load.
Generally, students can complete courses within 2.5 times the time frame specified
for full-time students. Courses are offered based on demand, and evening enrollment
must be sufficient or the class is subject to cancellation. Transcripts provide evidence
that students’ progress through the program in an orderly and timely manner (Exhibit

2-B-7 (c), (d)).

Developmental courses in writing, mathematics, and reading are offered every
semester to assist under prepared students in developing basic skills to ensure success in
college-level courses. Students who require developmental coursework are informed by
their advisors that they may take longer to complete the program requirements depending

upon their developmental needs.
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8. Associate Degree programs offered must meet the following requirements:

a. The appropriate applied degree title, such as Associate of
Applied Technology, Associate of Applied Science, Associate
of Occupational Studies, Associate of Science, or Associate of
Occupational Technology, is used.

b. The program has a minimum of 60 semester hours or 90
quarter hours.

c. The program includes a minimum of 15 semester hours or 23
quarter hours of general education courses, with a minimum of
one course from each of the following areas: humanities,
behavioral sciences, natural or applied sciences, and
mathematics. (Objective 2-B-5)

The welding technology program does not award the associate in applied
technology degree. The college awards the associate in occupational technology degree.
Students may elect to enroll in the associate in occupational technology degree program
with a major in occupational studies. The associate in occupational technology degree
program is structured according to the guidelines set forth by the Alabama State Board of
Education (Exhibit 2-B-8 (a)). The student will be required to complete at least 18
semester hours in general education, with at least 3 hours in written composition, 3 hours
in humanities and fine arts, 9 hours in natural science and mathematics, and 3 hours in
history, social, or behavioral sciences (Exhibit 2-B-8 (b)). Students must complete at
least 30 hours in a primary technical specialty and 12 hours in a secondary technical
specialty, for a total of at least 60 semester hours for the associate in occupational

technology degree in occupational studies (Exhibit 2-B-8(c)).
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9. All programs, regardless of location or time or mode of delivery, are
qualitatively consistent with those offered on the main campus, and must:

a. Be approved and administered under established institutional
policies and procedures and supervised by an administrator who
is part of the institutional organization.

b. Have appropriate involvement of on-campus
administrators and faculty in planning, approval, and on-
going evaluation.

¢. Have individual student records, including period of enrollment,
financial, and educational program records, permanently
maintained by the institution at the main campus.

d. Be described in appropriate catalogs, brochures, and/or other
promotional materials and include tuition/fee charges, refund
policies, admissions and academic requirements, and
information technology requirements.

e. Provide for timely and meaningful interaction among faculty
and students. (Objectives 2-B-6 and 2-B-8)

The welding technology program offers day and evening classes only on the main

campus.

10. A credit hour is equivalent to a minimum of each of the following: one
semester credit for 15 clock hours of lecture, 30 clock hours of laboratory, or
45 clock hours of work-based activities; or one quarter credit for 10 clock
hours of lecture, 20 clock hours of laboratory, or 30 clock hours of work-
based activities. (Objective 2-B-7)

The semester credit hours assigned to each course in the welding technology
program are awarded according to the policies of the Alabama State Board of Education
(Exhibit 2-B-10 (a)). A semester hour of theory contains 15 clock hours of lecture, a
semester hour of demonstration lab contains 30 clock hours of laboratory, a semester

hour of manipulative lab contains 45 clock hours of laboratory (Exhibit 2-B-10 (b), (c)).

C. Instruction

1. Academic competencies and occupational skills are integrated into the
instructional program for each occupational area. (Objective 2-C-1)

Documentation is available to demonstrate the integration of academic

competencies and occupational skills into the welding technology program (Exhibit 2-C-
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1 (a)). The program curriculum includes nine semester hours of required courses in
mathematics, English, and computer literacy as well as technical concentration theory
and laboratory courses (Exhibit 2-C-1 (b)).

Academic competencies are developed and applied in work based learning in the
core technical courses. For example, students must demonstrate application in basic
measurements, calculate gas flow rates, and estimate job costs. Communication
competencies are developed and applied in both theory and laboratory instruction. This
includes application of communication skills to developing resumes, interpreting
handouts and lessons on job applications, preparing for job interviews, completing safety
reports, writing project specifications, and participating in customer/student interactions.
Computer skills are learned and practiced for blueprint drawing, outlines of
specifications, and computing of measurements. Syllabi detail the applications of

workplace academic competencies in work-based learning activities (Exhibit 2-C-1 (c)).

2. The instructional programs provide instruction in the competencies
essential to success in the occupation, including job knowledge, job skills,
work habits, and attitudes. (Objective 2-C-2)

The welding technology program includes extensive theory and laboratory
instruction designed to develop and refine job knowledge, job skills, work habits and
attitudes. Course descriptions and accompanying objectives illustrate the emphasis on
developing occupational competencies (Exhibit 2-C-2 (a), (b)). Employability skills
such as work habits, attitudes, safety and job orientation are integrated throughout the
curriculum. Students’ work habits are evaluated and a work habit grade is calculated as a
percentage of the final grade. Criteria for scoring include punctuality, attendance, proper

use of tools, safety, attitude, and other related skills. Work habits check sheets are
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utilized to ensure objectivity and consistency in grading, and students are informed of the

composition of the final grade on the course syllabi (Exhibit 2-C-2 (c)).

3. The sequence of instruction required for program completion (lecture, lab,
and work-based activities) is effectively organized in order to maximize the
learning of competencies essential to success in the occupation. (Objective
2-C-2)

The sequence of instruction required for completion of the welding technology
program is effectively organized in order to maximize the learning of competencies

essential to success in the occupation (Exhibit 2-C-3 (a), (b)).

4. Occupational advisory committees appointed for each program or program
area are used to ensure that desirable, relevant, and current practices of
each occupation are being taught. Each committee (a) is composed of at
least three members, all being external to the institution and representative
of the geographical service area covered by the program area; (b) meets at
least twice annually with a majority of official members present; and (c)
keeps minutes of each meeting to document their activities and
recommendations. The occupational advisory committee may also perform
the functions of the institutional advisory committee if only one
occupational advisory committee is required for the institution. (Objectives
2-B-2 and 2-C-2)

Program advisory committees are used to ensure that desirable, relevant, and
current practices of the occupation are being taught. Committee membership is comprised
of at least three business or industry representatives. The advisory committee is organized
according to established guidelines. Advisory committee meetings are scheduled
throughout the campus during the fall and spring. The welding program advisory
committee follows a standard agenda, plan of work, and completes an annual checklist to
ensure consistent and detailed documentation of activities. The annual checklist provides
documentation and verification that committee members have been provided an
opportunity to review and discuss program plans, equipment, job placement, facilities,

program content, curriculum, and to make necessary recommendations. Information
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obtained from employer verification forms is utilized to ensure that relevant and current
practices are addressed in the instructional program (Exhibit 2-C-4 (a), (b)).

Regular visits to business and industry are another critical means of obtaining
recommendations from resource personnel. Faculty are required by college policy to
complete six visits annually and document their activities on business and industry forms
that are forwarded to the human resources/instructional services coordinator. A copy is

maintained by the faculty (Exhibit 2-C-4 (c)). .

5. Occupational advisory committees review, at least annually, the
appropriateness of the type of instruction (such as lecture, laboratory,
work-based instruction, and/or mode of delivery) offered within each
program to assure that students gain competency with specific skills
required for successful completion of the program. (Objectives 2-B-7 and 2-
C-4)

The welding program advisory committee reviews the appropriateness of the type
of instruction to ensure that students have sufficient opportunities to practice
and gain competencies with specific skills required for successful completion of the

program. This review is documented in the committee's minutes (Exhibit 2-C-5 (a),

(b)).

6. Job-related health, safety, and fire-prevention are an integral part of
instruction. (Objectives 2-C-2 and 2-C-3)

Job-related health, safety, and fire prevention are an integral part of instruction.
Safety is stressed throughout the welding technology program. Each course notebook
includes a section on safety (Exhibit 2-C-6 (a)). At the beginning of each semester, the
students cover a safety module in the text, and safety videos are shown and discussed
with the students. Textbooks and application of safety practices in the laboratory are also

used. Students are shown fire exits and escape routes, which are clearly marked at each
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door (Exhibit 2-C-6 (b)). These procedures are continuously discussed in class and lab
instruction (Exhibit 2-C-6 (c)).

A safety committee comprised of welding technology students meets each
semester. A safety report is completed by this committee and signed by each student
(Exhibit 2-C-6 (d)). A copy of this report is provided to the Reid State safety committee
chairperson who is charged with following up on services to address campus safety
concerns. A copy of the Safety Manual is available in the department and contains a

section for safely operating equipment in the welding technology program (Exhibit 2-C-

6 (¢)).

7. To develop skill proficiency, sufficient practice is provided with equipment
and materials similar to those currently used in the occupation. (Objective
2-C-3)

To develop skill proficiency, sufficient practice is provided with equipment
similar to that currently in use in the occupation. The Welding technology curriculum
provides appropriate laboratory practice to develop skill proficiency (Exhibit 2-C-7 (a)).
The majority of courses offered are taught in the lab environment on industry standard
equipment.

Assurance that equipment continues to meet industry standards is acquired
through business and industry visits and advisory committee meetings (Exhibit 2-C-7
(b), (c)). Aninventory of equipment is conducted annually, and records are maintained

in the business office (Exhibit 2-C-7 (d)).

8. Allinstruction is effectively organized as evidenced by course outlines,
lesson plans, competency tests, and other instructional materials. (Objective
2-C-4)

Instruction in classrooms, shops, and laboratories is effectively organized as

evidenced by course outlines, lesson plans, competency tests, and/or other instructional
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materials. The standard curriculum from the National Center for Construction Education
and Research (NCCER) are used which includes standard lesson plans, performance and
knowledge tests, and instructional materials.

Course notebooks for each course in the welding technology program are
maintained by the faculty. The course notebooks contain course outlines, lesson plans,
course standards, curriculum guides, course syllabi, instructional materials, tests, safety
handouts, student information sheets and other information needed to teach each class.
The course notebooks are useful to faculty and ensure consistency of instruction between

day and evening classes (Exhibit 2-C-8).

9. The institution uses a systematic, objective, and equitable method of
evaluating student achievement based on required competencies.
(Objective 2-C-5)

The welding technology program uses a systematic, objective, and equitable
method for evaluating student achievements based on required competencies. Course
syllabi detail the course objectives and evaluation methods. The course syllabi are
distributed and explained to every student on the first class meeting (Exhibit 2-C-9 (a)).
Knowledge tests are used to evaluate theoretical knowledge acquired in lecture classes,
and skill demonstrations or proficiency exams are used to evaluate skill proficiency in lab
classes (Exhibit 2-C-9 (b)). Evaluative tools were developed by NCCER and are used
by faculty to measure student achievement and also to ensure students have obtained the
knowledge required for certification in the National Registry.

The College grading policy is published in the Student Handbook and course
syllabi (Exhibit 2-C-9 (c)). The course grade is calculated according to the identified

method and posted on the online grade reporting module (Exhibit 2-C-9 (d)).
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10. Each work-based activity has a written instructional plan for students
specifying the particular objectives, experiences, competencies, and
evaluations that are required. (Objective 2-C-6)

11. The instructional plan designates the on-site employer representative
responsible for guiding and overseeing the students’ learning experiences
and participating in the students’ written evaluations. (Objective 2-C-6)

12. All work-based activities conducted by the institution are supervised by a
designated employee possessing appropriate qualifications. (Objective 2-C-
6)

The welding technology program does not require a work-based activity.
CHALLENGES AND PROPOSED SOLUTIONS

The welding technology program provides opportunities for students to obtain
exposure to and appreciation of the dynamics of the industry. The program is designed to
meet Alabama State Board of Education, Reid State Technical College, and industry
standards. The welding technology program committee finds the program to be well
organized, and all activities are documented.

The National Center for Construction Education and Research (NCCER)
curriculum is being utilized in the welding program. The Alabama Department of
Postsecondary Education has made revisions to the curriculum in the attempt to make all
welding programs uniform across the state. Reid State Technical College’s welding
program has undergone some changes to meet these requirements. A major challenge is
the consistent attendance of the advisory committee members.

SUMMARY

The welding technology program provides opportunities for students to obtain
exposure to and appreciation of the dynamics of the industry. The program is designed to
meet the requirements of the State Board of Education and Reid State Technical College

and industry standards.
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The welding technology program has a published purpose statement and program
objectives that are evaluated continuously and publicly available. The instructional
program is effectively organized as evidenced by course notebooks, course outlines,
lesson plans, syllabi, instructional materials, tests, course standards, and curriculum
guides.

The welding technology program has an active advisory committee that
documents activities and recommendations of semi-annual meetings in minutes. Faculty
actively solicit advice and recommendations from resource personnel through regular
business and industry visits, professional associations, employer verifications forms,
employer surveys, and advisory committees.

Program outcomes substantiate a strong program that emphasizes the attainment
of entry-level skills, including academic and occupational skill development. Program
faculty continually avail themselves of professional development opportunities to

maintain and update their professional and teaching skills.

341



Standard Two
Welding Technology Exhibits
Admissions

2-A-1(a) College Admission Policy, College Catalog, pp. 21-33
2-A-1(b) College Admission Policy, Student Handbook, pp. 67-77
2-A-1(c) Program Brochure

2-A-1(d) College Website

2-A-2 Non-Applicable

2-A-3(a) College Transfer Policy, College Catalog, p.26
2-A-3(b) College Transfer Policy, Student Handbook, pp. 74-76
2-A-3(c) State Board of Education Policy 801.01

2-A-3(d) State Board of Education Policy 714.03

2-A-4(a) College Transfer of Credits Policy, College Catalog, p. 27
2-A-4(b) College Transfer of Credits Policy, Student Handbook, p. 76

2-A-5(a) College Admission Policy, College Catalog, pp. 21-33
2-A-5(b) College Admission Policy, Student Handbook, pp. 67-77
2-A-5(c) Placement Testing Policy, College Catalog, p. 32

2-A-6 Non-Applicable

2-A-7(a) Ability-to-Benefit Policy, College Catalog, pp. 23, 26, 33
2-A-7(b) Ability-to-Benefit Policy, Student Handbook, pp. 74
2-A-7(c) Assessment Results for Ability-to-Benefit

2-A-7(d) Student Transcript for Ability-to-Benefit

2-A-8(a) Recruitment Plan

2-A-8(b) College Catalog, p. 126-127

2-A-8(c) Brochure

2-A-8(d) Admission Packet

2-A-8(e) Schedule

2-A-8(f) Advertising Scrapbook

2-A-8(9) Reid State Technical College website www.rstc.edu

2-A-9(a) College Catalog, p. 126-127

2-A-9(b) Brochure

2-A-9(c) Tuition Rates, College Catalog and Student Handbook, p. 64
2-A-9(d) Program Cost Sheet

Programs
2-B-1(a) Alabama Occupational Trends for 2016
2-B-1(b) Occupational Outlook Handbook
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http://www.rstc.edu/

2-B-1(c)
2-B-1(d)

2-B-2(a)
2-B-2(h)
2-B-2(c)

2-B-3(a)
2-B-3(b)
2-B-3(c)
2-B-3(d)
2-B-3(e)

2-B-4(a)
2-B-4(b)
2-B-4(c)

2-B-5

2-B-6(a)
2-B-6()

2-B-7(a)
2-B-7(h)
2-B-7(c)
2-B-7(d)

2-B-8(a)
2-B-8(h)
2-B-8(c)

2-B-9

2-B-10(a)
2-B-10(b)
2-B-10(c)

Instruction
2-C-1(a)
2-C-1(b)

2-C-1(c)

2-C-2(a)
2-C-2(b)
2-C-2(c)

Business and Industry Visits
Advisory Committee Minutes

Advisory Committee Minutes
Employer Verification Forms
Business and Industry Visits

Program Objectives, College Catalog, p. 126
Syllabi

Business and Industry Visits

Tests

Course Notebook

Advisory Committee Annual Checklist
Business & Industry Visits
Employer Verification Forms

Employer Verification Forms

Employer Verification Forms
State Board of Education Tuition Table

Student Transcript

Degree Plan

Program Curriculum, College Catalog, p. 127
Schedule

Degree Requirement, College Catalog, p. 76
Degree Requirement, College Catalog, p. 76
Degree Requirement, College Catalog, p. 76

Non-Applicable

State Board of Education Policy 705.01
Credit Clock Hour Chart
Program Curriculum, College Catalog, p. 127

Program Curriculum, College Catalog, p. 127
ENG100 Vocational Technical English
ENG101 English Composition

MAH101 Vocational Technical Mathematics
CIS149 Introduction to Computers

Syllabus

Lab Course Syllabus
Theory Course Syllabus
Work Habits Check Sheets
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2-C-3(a)
2-C-3(h)

2-C-4(a)
2-C-4(b)
2-C-4(c)

2-C-5(a)
2-C-5(b)

2-C-6(a)
2-C-6(h)
2-C-6(c)
2-C-6(d)
2-C-6(e)
2-C-6(f)

2-C-7(a)
2-C-7(b)
2-C-7(c)
2-C-7(d)
2-C-8
2-C-9(a)
2-C-9(h)
2-C-9(c)
2-C-9(d)
2-C-10
2-C-11

2-C-12

Degree Plan
Program Curriculum, College Catalog, p. 127

Advisory Committee Membership List
Advisory Committee Minutes
Advisory Committee Guidelines Annual Checklist

Employer Verification Forms
Advisory Committee Guidelines Annual Checklist

Course Notebook
Emergency Procedures
Syllabus

Safety Committee Minutes
Safety Manual

Safety Pictures

Lab Syllabus

Business and Industry Visits

Advisory Committee Guideline Annual Checklist
Equipment Inventory

Course Notebook

Syllabus

Lab & Theory Tests

College Grading Policy, Student Handbook, p. 86
Student Transcript

Non-Applicable

Non-Applicable

Non-Applicable
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CLOCK HOUR/CREDIT HOUR CHART

Program Name

Welding Technology (Diploma)

CIP Code

48.0508

Instructions: Refer to the Commission’s definition of clock/credit hour measurement in the latest edition of the Handbook of Accreditation. For
programs measured in credit hours, provide both clock and credit hour information. List all courses offered within the program. Make additional

copies of this page as needed.

Provide total program length in all categories that apply
(be sure that these numbers agree with the grand total):

TOTAL CLOCK TOTAL SEMESTER TOTAL QUARTER
HOURS: 1290 CREDIT HOURS: 55 CREDIT HOURS: N/A
INSTRUCTION
COURSE NAME DELIVERY METHOD WORK-
(Use one line for each course (Check One or More) CLASSROOM/ LECTURE BASED TOTALS
within the program.) Audio/ Correspon- Clock SHOP/LAB ACTIVITIES
Classroom Online VideoTape dence Classroom Distance Ed. Credit Clock Credit | Clock Credit | Clock Credit

ORT 100 - Orientation X 15 0 1 0 0 0 0 15 1
ENG100 - Introductory Technical English X 45 0 3 0 0 0 0 45 3
or ENG101- English Composition
CIS 149 — Introduction to Computers X X 15 30 3 0 0 0 0 45 3
MAH 101 - Vocational Technical X 45 0 3 0 0 0 0 45 3
Mathematics |
WDT108 - SMAW Fillet/ OFC X X 30 0 2 30 1 0 0 60 3
3WDT122 — SMAW Fillet/OFC Lab X (Lab) 0 0 0 90 3 0 0 90 3
WDT109 - SMAW Fillet/PAC/CAC X X 30 0 2 30 1 0 0 60 3
WDT123 - SMAW Fillet/PAC/CAC Lab X (Lab) 0 0 0 90 3 0 0 90 3
WDT120 - Shielded Metal Arc Grooves X X 30 0 2 30 1 0 0 60 3
Welding
WDT125 -Shielded Metal Arc Grooves X (Lab) 0 0 0 90 3 0 0 90 3
Welding Lab
WDT119 - Gas Metal Arc/Flux Cored Arc X X 30 0 2 30 1 0 0 60 3
Welding Theory
WDT124 - Gas Metal Arc/Flux Cored Arc X (Lab) 0 0 0 90 3 0 0 90 3
Welding Lab
WDT 217 — SMAW Carbon Pipe X X 15 0 1 60 2 0 0 75 3
WDT257 - SMAW Carbon Pipe Lab X (Lab) 0 0 0 90 3 0 0 90 3
WDT110 — Industrial Blueprint Reading X X 45 0 3 0 0 0 0 45 3
WDT115 - GTAW Carbon Pipe X X 15 0 1 60 2 0 0 75 3
WDT155 - GTAW Carbon Pipe Lab X (Lab) 0 0 0 90 3 0 0 90 3
WDT116 — STAW Stainless Pipe X X 15 0 1 60 2 0 0 75 3
WDT 156 — GTAW Stainless Pipe Lab X (Lab) 0 0 0 90 3 0 0 90 3

TOTAL ALL COLUMNS X X 330 30 24 930 31 0 0 1290 55

GRAND TOTALS
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Commission of the Council on Occupational Education
EMPLOYER PROGRAM VERIFICATION FORM
for Postsecondary Programs

INSTRUCTIONS:
Complete this form for each service area served by the program®
- This form must be signed by an employce who is in position to make hiring decisions on
behalf of the emplover.

| Name of Institution
| Reid State Technical College i . .
Address City/State/Zip
| PO Box 588 Evergreen, AL 36401
Name of Program ]

Welding Technology (Diploma)

Maodel(s) of Delivery of Program

_E 100% Traditional [,Lbrid [Dnm__-e Education

This program is (check one):

X An Existing Program A New Program A Substantially Revised Program
The length of program in:
Clock Hours 55 Semester Credit Hours Quarter Credit Hours _

The amount of tuition and fees charged for the total program is: $ 6.845,48

Excerpt from the Handbook of Accreditation, Standard 2 — Educational Programs:

8. At least every two years, three bonafide potential emplovers review cach edvcational program and
recommend admission regquirements, program centen, program length, program objectives,
competency tests, nstructional materials, equipment, method of evaluation, and level of skills
and'or proficiency required for completion, and appropriateness af the delivery mode for the
program. (Cbjectives 2-B-2 and 7-B-4)

6. The institution considers the length and the tuition of cach pragram in relaiion (v the documented
enfry level earnings of caompleters. (Chjective 2-B-2)

NOTE: Job Corps Centers may use the Vocational Evaluation System (VES) Report in place of
the COE Employer Program Verification Form.

*For programs that include a disiance education mode of delivery thal recruit students outside the
service area(s) of an institution’s physical location(s). a market needs analysis or other demographic
data which demonstrates demand for the program may be submitted.
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EMPLOYERS' VERIFICATION STATEMENT:

We have reviewed the Welding Technoloay ___program and recommended requirements for:
admissions, program content, program length, program objectives, competency tests, instructional
materials, equipment, method of evaluation, and the skills and/or proficiency required for completion
and appropriateness of the [] 100% Traditional [] Hybrid [T] Distance Education

the delivery mode(s) for the program.

_EMPLOYER #1;

Name |Titl@ )
,_Qééﬁh , T #Q-& : el = B _§
f wone Number:

v N
ayLo 13M- 41%- L340
Address | City/State/Zip
imtg\\ﬂﬁ_ﬁ L Setl. ﬁmﬂm |

Verified range of remuncration (based on year-round, full-time employment) that can reasonably be
expected by completers who enter this field upon completion of the program is from $48 000
| annually 10 $ 53660 annually,

| Signature: H_‘,U,‘ th Date: / L-17 - 10

EMPLOYER #2

mrt\g‘_eg\)\j _ e er _

Company Name: Phone N ber:

o aB\- 21- 5155

_ﬁ;ldedgié Sq ‘:A.L B\q J fe -'J"Stale;-“?'.i;:\ | p\L 3‘42{’

Verified range of remuneration (based on vear-round, full-time employment) that can rcasunabk‘ be
expected by completers who enter this field upon completion of the program is from $ 48 60
_annually 1o $"Sﬁ_0§ﬂ annually.

Signmure:\dl\\] m ) - Date: | 2-17-10

EMPLOYER #3

Name Title: y 4
l_wamﬁn\l %‘s{un'\' | [cMum

[ Phone Nimber:

Company Name:
il . o | 2851- 861-2900

A Sedl Rl [BE AL s |

Verified range of remuneration (based on year-round, full-time employment) that can reasonably be
expected by completers who enter this field upon completion of the program is from § 48 000
| annually 10 § 52 408 annually, r

-‘-‘riiﬂmml‘eE %:«%ﬁ( Date: f%fz;y/fﬁ _ ]

2 Salary based on 40 \ars weel
Pec Dn:}e.m nek ncluded e

Com
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