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Site Review - Indiana County Technology Center

Name of Institution: Indiana County Technology Center

Completion Date of Evaluation: September 9, 2013

Category A — Organizational Leadership:

The Standard :
The institution’s leaders address the organization’s values, purpose, focus, and performance expectatmns as

well as its focus on students and stakeholders, including student learning, faculty/staff, orgamzatlonal learning,
regulatory requirements, and public responsibilities.

The organization develops strategic plans including the vision, mission, and values, clear objectives, designs
and implements specific action plans and performance expectations, and tracks’ 1mprovement towards the
objectives. :

Quality Initiatives

a. | Provides direction to the overall organization: o

1. | Does the administrative team set and disseminate values; dlrectlon, and performance expectations?
Is two-way communications ensured on these items? (Llst the names and job titles of the
administrative team for the applicant mstxtut!on) '

The ICTC’s administrative team is comprised of: |
Carol J. Fry — Administrative Director

Randy Thomton — Business Manager . - :
Eric D. Palmer — Adult Education, CoOi‘dinatOf
Michael McDermott — Pr1n01pal

Dr. Diana Rupert — LPN Coordmator

Doug Taylor — Mamtenance Supervisor

The ICTC also has an appomted Superintendent of Record that works close with the administrative team
when necessary

The mission of the Indiana County Technology Center, an innovative regional career development and
technology center, in partnership with our member districts and the community, is to provide all learners
an environment that includes the integration of a challenging technical and academic education with an
empha51s on the development of skills which provide the pathways to further education and employment
‘in an ever-changing world.

With the mission of the ICTC in mind, the administrative team holds regular “Admin Meetings” to
ensure that our programs in secondary education, adult education, and LPN are continuing to move
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toward satisfying the greater mission of the ICTC. Each department administrator is tasked with setting
goals each year during their annual performance evaluation. Periodically throughout the year, progress
toward each department’s goals is evaluated and a final goal assessment is conducted during the year’s
final evaluations. Acting as the negotiator for the Act 93 employees, the Adult Education Coordinator
implemented a performance pay system linked to each employee’s stated goals. '

As a small school, communication happens on a constant basis with conversations and “mini meetings”
happening almost daily.

Comments: Documentation was adequate and JOC appears to be updated regula;rly.’l= |
Strengths:
Opportunities for Improvement:

Corrective Action:

What is the organization’s official vision and mission that'clearly reflects its overall purpose of
existence and implies/includes Pennsylvama Publxc
scope? '

stseccndary Vocational Education in its

The ICTC’s mission, listed below, is inch_lsive of all learners, both adult and secondary.

The mission of the Indiana County Technology Center, an innovative regional career development and
technology center, in partnership. with our member districts and the community, is to provide all learners
an environment that includes the.';ntegratmn of a challenging technical and academic education with an

emphasis on the develOﬁm_éﬁt of skills which provide the pathways to further education and employment
in an ever-changing world. ..

Comments: ICTC v1510n and mission supports involving multiple stakeholders and regulatory
requlrements R

Strgng"tl_{:s: ‘
‘(')ppo'rtunities for Improvement:

Corrective Action:

Is the overall vision/mission and Pennsylvania Public Postsecondary Vocational Education services
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communicated to key stakeholders such as employers, public/community organizations,
faculty/staff and adult stadents? |

The ICTC has regular engagement with all of our stakeholders and communicates its mission in boj_[h
words and in actions. The mission is published on our website, in our catalogs, and on many of t 1
documents that are used by our students.

Comments: ICTC communicates their vision effectively to multiple stakeholders.

Strengths:

Opportunities for Improvement:

Corrective Action:

Establishes the future direction for Pennsylvania Public- Postsecondary Vocational Education and -
implements the plan: ' '

Is your overall vision/mission and operations. based on pubhc/commumty needs and expectations
of key customers and based on current data and mformatmn"

The ICTC is works closely with Jocal economic development agencies, government officials, and
employers to ensure we are providing careér training programs that meet local and regional workforce
needs. Each year, we review the regicjns high priority occupation list and submit all programs for review
to the Tri-County Workforce Tnvestment Board (WIB). The WIB requires the submission of current
occupational data for each pro‘g’ram-and comprehensively evaluates each submission.

Additionally, outside of our career training programs, we use short term training to help meet the

immediate needs of reglonal employers. For example, a wide array of safety training programs have
been developed to satisfy the recent influx of gas and oil companies.

Commel_its:: It is apparent that ICTC works with the local community to develop effective career training
programs, - '

Stren‘gfhs:
Opportunities for Improvement:

Corrective Action:
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Does your strategic plan establish goals and objectives that include strategies for Pennsylvania
Public Postsecondary Vocational Education are they timely and futuristic in scope?

The ICTC’s Strategic Plan covers 2009 to 2015 and so it is nearing the end of its planning horizon. At
the time the strategic plan was written, the ICTC’s Adult Accreditation had only been in effect for a few
months and much of the Adult training offered by the ICTC was in the form of short “hobby” courses.
Much has changed in the Adult Education program at the ICTC since the report was approved in 2008
and this upcoming year will bring the submission of our new strategic plan which will more prominently
feature the roll of Adult Education at the ICTC. S

The ICTC’s goals are as follows: , ‘
e Advocate the critical role of career and technical education for quahty education and workforce
development.

¢ Collaborate and partner with other education/community stakeholders to provide enhanced post-
secondary opportunities for student success.

" Expand and develop quality adult education programs. ..
Increase student achievement through the integration of academlc and occupational standards.
Integrate technology into the instruction practlces and operatlons of the ICTC.

e Utilize all resources of the school in an artful fnanner.

The goals of the ICTC specifically address our adult gducation programs.
Comments: ICTC strategic plan clearly__i_;}gllgdes adult education programming.
Strengths:

Opportunities for Improyep]eht::

Corrective Action;

What are your Pennsylvania Public Postsecondary Vocational Education key strategic objectives,
action plans, and timetables for accomplishing them? '

During t__l}é.preation of the 2008 strategic plan, ICTC’s Post-Secondary programs were in their infancy.
|-Since implementing a new Adult Education Coordinatot in March of 2009, the ICTC has moved away

from “hobby” courses and concentrated on delivering quality career training programs that meet regional

51ndustry need. The ICTC remains committed to the idea that we must be responsive to industry. As the
regions needs have changed, the ICTC has adapted its current offerings and created new programs to
address industry’s requirements. From the gas and oil industry to the medical field, the ICTC has

continually addressed the demands of regional businesses.
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Each year, the Adult Education Coordinator is tasked with developing goals for the upcoming year.
Yearly goal setting allows flexibility in the dynamic world of post-secondary career and technical
education, Goals are then evaluated at the end of each fiscal year and the coordinator is assessed on the
attainment of those goals. '

Comments: JCTC has made great strides in moving away from “hobby courses” to in‘dusfggr_y‘ supported
career training programs.

Strengths:
Opportunities for Improvement:

Corrective Action:

What are your key measurements and performance indi'cma'tb‘rs‘/targets that will identify successful
completion, and are used to track the plan execution?.

The success of the ICTC’s Post-Secondary divigiop is measured and quantified in many ways. First and
foremost, Adult Education at the ICTC is financially-self-sufficient. Administration believes strongly
that the future success of the [CTC’s adult p'i‘ogramé rests on their ability be remain self-sustaining.
Monthly financial statements are proyide’"d by the businesses office and reviewed by the AE coordinator
and the Administrative Director. Fmancml health is assessed at the program level, department level, and
as a whole.

A second performance measure deals with student achievement. Each program has aunique grading
system that assesses sisud__ent success. Students are monitored for academic progress throughout their
program and those falling behind place in probationary status and given remediation plans to encourage
success. A

Comments: ICTC effectively monitors student progress and provides remediation if necessary.
S_tféngt].is”:

-' Opportunities for Improvement:

Corrective Action:
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Reviews the organization’s performance:

Do senior leaders ensure the school is meeting its fiscal budget and other accountabilities?

The ICTC administrative team, including the JOC, constantly monitors the financial health and
programmatic performance. Understanding that fiscal self-sufficiency is critical to the long term success
of the post-secondary programs, they remain priorities of the school’s leadership. Frequent d1rect
communication occurs between the Adult Education and LPN program coordinators and the busmess
managet to ensure programs are in good financial health. '

The ICTC is audited each year according to standard school audit requirements h_é.s':"bonsistently met all

requirements. Further, the ICTC’s participation in Federal Financial Aid programs and other student
assistance programs require additional reporting and monitoring as per each entities requirement.

Comments: ICTC are in compliance with meeting 1its fiscal bud_ge:t. B
Strengths: ICTC has shown significant increases in revem'lef S:ince 2008,
Opportunities for Improvement:

Corrective Action:

Do senior leaders regularly review thé schd"(_)_l’s progress to assure it is reaching its goals, objectives
and Pennsylvania Public Postsecondary Vecational Education commitments, and to make
revisions and take corrective action_? What are some recent accomplishments?

The ICTC’s Joint Operéting Committee is updated regularly through monthly board updates.
Presentations have be@n___rﬁade to the board periodically throughout the year to address specific
objectives. Additienally, the ICTC’s Professional Advisory Committee, consisting of all the member

| districts superintendents, participates in an annual day long retreat where a review of all aspects of post-
secondary. education’occurs. ¢

Feedbackls prdvided during all presentations and suggestions are evaluated and implemented when
|.appropriate.

‘In-the past year, senior leadership was provided with an analysis of our increased staffing levels due to
increased enrollment and voted to add two new full time positions to the Adult Education staff, Programs
Supervisor and Financial Aid Coordinator. Recently, a new program has been commissioned for
development. A partnership with Central Westmoreland Career and Technology Center to develop a
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partnership in the delivery of ICTC’s Medical Assistant Program.
Comments: The ICTC Adult Education administration updates the JOC monthly.

Strengths: ICTC has an annual retreat specifically to review post-secondary education.

Opportunities for Improvement:

Corrective Action:

Meets its regulatory requirements and public responsibilities:

Do you comply with Board policies and procedures and ensure the 1nst1tut10n maintains the
public’s trust in the integrity of the institution? s

ICTC’s administration and staff work together to ensure the orgamzatlon is in compliance with
regulatory requirements. Through the JOC, policies are creafod;, updated and modified as needed to

ensure compliance with any and all regulatory or leglslatwe changes

Additionally, ICTC’s participation in Federal Fi‘r.;_ancial;Aid programs requires a host of additional
regulatory requirements. These requirements cover:both fiscal and programmatic aspects of ICTC’s
post-secondary programs. In order to increase our ability to comply with the regulations related to
Federal Financial Aid and there student assistance programs, [CTC has added a full time Financial Aid
Coordinator to aid in providing quality"service to our students and ensure the school remains in
compliance with the ever-changing regulations surrounding Federal Financial Aid.

Comments; ICTC is in com’pl_iarice with ensuring the public’s trust in the integrity of the institution.
‘Strengths: ICTC recentiy hired a full-time Federal Financial Aid Coordinator.
Opportunities for'I"i]'lprovement:

Corrective Action:

- | Is the institution conducting its operations in a fair and ethical manner and have evidence of
following the state’s ethical policies, practices, and civil rights comphance with particular attention
to those factors affecting students and employees?

Extensive efforts have been taken to ensure ethical policies, practices, and any‘and all ¢ivil rights
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compliance issues are addressed. All handbooks, including employee and student books, include
references to applicable ethics standards. Additionally, in program areas that have professional codes or
ethics statements, these are contained in the program specific handbooks.

Hiring practices are fair and provide an equal opportunity fo all applicants. Admissions policies for- E
potential students also follow all equal opportunity requirements as indicated in Title V1, Title IX, _and

Section 504. The secondary Principal serves as the school’s Civil Rights Officer.

There is also a clearly defined grievance policy to ensure that student complaints regarding ethical
matters can be addressed quickly and in a diligent manner.

For employees, applicable disclosers are made available in the faculty workroom/break area on a large
bulletin board.

Comments: ICTC follows all equal opportunity requirements.
Strengths:

Opportunities for Improvement: Grievance j[ii.r'bccdure' for Adult Education should go beyond the
Director. Grievance steps should include Chief School Administrator and JOC,

Corrective Action:

Does the school review its policiés,'directives, and practices to ensure that they reflect the
requirements of the applicable laws and regulations, and do not unfairly or negatively impact
those constituents the institution serves?

The JOC, with the ad?iéém‘ent of the superintendent of records and administrative leadership team, hold

the responsibility of ensuring that all policies are in line with applicable laws and regulations. Further,
the Financial Aid Coordinator ensures compliance with all laws surrounding Federal Financial Aid.

Comm'ep:t_s: ICTC regularly reviews its school policies and directives.

trengths:

bpportunities for Improvement:

Corrective Action:
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Category B — Student, Stakeholder, and Public/Community Focus:

The Standard

The organization determines requirements, expectations, and preferences of students, stakeholder, and markets.
[t builds relationships with students and community members and determines the key factors that attract -
students and partners to educational services and programs. It has formal methods for “listening and Iearmng
from its constituents. :

Each vocational program includes community involvement and promotes an understanding of, the program s
needs and accomplishments to the community. Each program has an active program adwsor commrctee that is
broadly representative of the business and industrial community it serves. =

The institution responds to questions and complaints in a timely and efficient manner

Quality Initiatives

a. Involves the Community: There is an effective program in\fol}éiﬁg community support and input
with business, industry, community agencies, and special prograni advisory committees:
1. | List your key advisory groups that are in place including their area of focus.

A list of each of our program’s OAC’s along with. oThg:fv'gu_idihg groups is provided as evidence.
Comments: OAC committees are in place and prgyidé' guidance to the adult programs.
Strengths:

Opportunities for Improvement:. R

Corrective Action:

2. Do you communicate _a_nd_.-publicize your vision/mission, programs, and services available to adult
students and the public?

Adult Education provides a catalog of all programs offered that is printed several times during the year
with updates and new programs noted. These catalogs are also sent to the local CareerLink, OVR
representatives, and other community groups. The ICTC attends local job and college fairs along with
visiting area high schools to promote its post-secondary programs. Further, we participate in all forms
‘of local advertising ranging from radio to newspapet.

Comments: Vision/Mission statements are in evidence on all materials distributed by ICTC.

Stren gths:
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Opportunities for Improvement:

Corrective Action:

Do you ensure that printed materials and other media for communication to the public are
presented in an accurate and ethical manner? i

It is the philosophy of Adult Education to under promote and over deliver when it comes our education
programs. Programs like our LPN program have a waiting list of admittance nearly every year. All of
our tuitions are clearly advertised and our financial aid process and dedicated personal provide students
with a clear picture of the expenses related to their training. Our career training programs are also listed
on the CWDS website for ease of comparison with other post-secondary insﬁ‘g_uti_oiis.

Comments: Materials distributed by ICTC are présented in an accurate and ethical manner.
Strengths:
Opportunities for Improvement:

Corrective Action:

Are program advisory committees used to encourage innovative teaching metheds and program
objectives/content that meet the needs of individual students for the current and future labor
market and to incorporate new technologies?

See Below

Comments: Innovative teé}ching methods are used

Strengths:

Opporfﬁhit}i@sﬁ for Improvement:

Corre’étive' Action:

B Do yf)u ensure there is an advisory committee that is formally organized, and meets at least once
“T'annually for each program that includes Pennsylvania Public Postsecondary Vocational Education

students?

See Below

10
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Comments: Advisory groups are in place and have a wide variety of members. Meetings occur twice
a year.

Strengths:

Oppeortunities for Improvement: Multiple templates are used. Suggestion to use one temp!ate for all
adult programs. ; -

Corrective Action:

Do you ensure there are adequate records of advisory committee r[_l_‘_eé't'ings?‘l)o*you track how
they have been effective and where their input has been acted upon in sustaining and improving
the quality of Pennsylvania Public Postsecondary Vocational _Ec}ucatioﬂ-?

Each program which enrolls post-secondary students is gLLided"by an oceupational advisory committee.
These committee’s meet at least twice per year and are cornpnsed of a mix of industry professionals,
fellow educators, administrators, past and current students, and ‘other pertinent individuals. Agendas are
created by the school’s program leaders in consultation with the committee chair and are reviewed by
administration. Typically, agendas will cover anumbér standard items including curriculum,
equipment, and employment while also address'issues that are current and relevant to the program. A
review of program equipment is always encouraged and recommendations for additional or upgraded
equipment are noted. Qur programs which consist solely of adult students have unique OAC’s. Those
programs that are Intergenerational often share OAC members but take time at the conclusion of the
Secondary meeting to address issues that are specific to our adult enrollees.

Minutes of the meetings are submitted-to thé Adult Education Coordinator for review. Committee
recommendations are taken forward for administrative consideration. Those items which are deemed
financially feasible and acadermcally beneficial are then prioritized for implementation.

Our OAC’s are utilized in‘many ways to ensure program and student success. For example, our
Medical Assistant OAC not only serves to guide the academic and competency components of the
program, but many members also participate in student mock interviews, facility tours, externships
sites, and guest speakers in our programs. This in depth involvement of our OAC ensures they are
vested in the success of our program and students.

Successful OAC’s are those that make an impact on the program cach meeting. Under performmg
OAC’s are analyzed and new members are recruited to ensure the composition of the group remains
dlverse and supportive. Currently, our Cosmetology OAC is undergoing restructuring due to low
membership. Our program supervisor is being sent into the community to meet other industry

| professionals and recruit a strong team of OAC members to help ensure we are offering solid program.

| Comments: Minutes are taken and retained of afl adult advisory meetings. Minutes are reviewed by
administrations and acted upon when appropriate.

Strengths:

11
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Opportunities for Improvement:

Corrective Action:

Determines student and stakeholder satisfaction to attract, satisfy, retain, and increase
Pennsylvania Public Postsecondary Vocational Education enrollment:

Do you collect, summarize, and analyze input from students and stakeholders as related to.
Pennsylvania Public Postsecondary Vocational Education? R

The ICTC utilizes a number of different methods for assessing student and stakeholder feedback. For
students currently enrolled, instructor/program evaluations are conducted periodically to ensure student
expectations are being met. These evaluations are conducted by individuals not associated with the
program and the results are not available to the program instructors until they have issued grades to the
students. The procedure has been modeled after the one used for faculty evalvations at IUP.

In some program areas, such as our Medical Assistant program;" folio.\?&;up surveys are conducted with
the student and their employer to ensure that the program prepared the student for the workforce.

Comments: Surveys are collected from students iii;éﬁ-_co'mpletion of the program. Minutes from OCA
meetings are also collected and reviewed.  ~ '

Strengths:

Opportunities for Improvement: _Né:;d_ to develop a better system for analyzing comments to help
develop programs. S

Corrective Action:

Are there easy aceess ‘methods for students and stakeholders to contact and communicate to
appropriate authorities?

The Adult Education office at the ICTC utilizes an open door policy and is in constant contact with our
students.” The office, which was recently relocated, is in the buildings main lobby for easy access by
students and stakeholders. The office hours are convenient for both our day and evening students (9am
i to 9pm M-TR, 9am to 4pm on Friday). The extensive office hours makes it easy to contact AE staff in
.| person, by phone, or by email (admissions@ictc.edu).

| The AE office maintains coverage of the office through creative staffing methods. Two full time
‘employees, the Programs Supervisor and Adult Education Coordinator, split coverage of the office.
Additionally, up to 40 hours of coverage by part-time student workers from the Indiana University of
PA have been approved by the JOC to assist in fielding inquiries and managing the office.

The ICTC’s Practical Nursing program also provides coverage for their office with a full time

12
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coordinator and full time secretary.
Further, Adult Education has recently hired a full time financial aid coordinator that is available daily to
work with current, incoming, and potential students to determine their financial assistance packages.
The recent addition of the full time positions noted above, along with the additional coverage prov1ded
by TUP student workers, and has drastically improved our communication with students and :
stakeholders.

Comments: Evidence provided shows timely telephone and electronic responses to mqumes regardmg
adult education. N

Strengths:

Opportunities for Improvement:

Corrective Action:

Do you ensure prompt feedback to its students and stakeholders? What are your internal requirements
for response time? :

The recent addition of two full time positions i Adult Education (Programs Supervisor and Financial
Aid Coordinator) along with up to 40 additional "Hoorsﬁof coverage by TUP student workers has provided
a dramatic improvement in the offices response time to students. The ICTC strives to return simple
correspondence within one working do_yfa_nd{_more complicated matters are addressed within three days.

Additionally, Adult Education ha*:‘s a gnevance policy to address student issues that cannot be resolved
within their program area.

Comments: Students and stakeholders are given prompt feedback to all inquiries. Response time is
usually between 24 to 48 hours.

Strengths:

Oppoi'tunltles for Improvement: MA survey has question of prompt feedback. This should be on all
__surveys

Corrective Action:

Do you collect and analyze complaints from stndents and stakeholders and take corrective action
as appropriate? Is there a method to aggregate this information to determine the most frequent
issues for actionable resohuetion?

13
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The ICTC has both informal and formal methods for students and stakeholders to provide feedback to
Adult Education staff. Formally, the ICTC has a well-defined grievance policy that students can follow
to address their issues. Students are encouraged to work within their program areas to resolve. Very
few formal grievances have been issued. '

Administration encourages less serious issues to be first addressed at the classroom level, then with the
program supervisor, finally the issue can referred to the AE coordinator. '

Comments: ICTC has a formal complaint and grievance policy procedure in place that allows students
and stakeholders to file appropriately. Resolutions are made in the best interest of both parties.

Strengths:
Opportunities for Improvement:

Corrective Action:

14
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Category C — Administration, Staff, Faculty and Support Services:

The Standard
The organization has quality work systems, learning and motivation practices, and well-being procedures that
support a climate conducive to performance excellence. ,

The organization has methods of selecting, developing and retaining administration, staff, faculty and sup‘port
services that meet the needs of Pennsylvania Public Postsecondary Vocational Education. T

All personnel have the appropriate education along with recent work experience that enables"(héﬁi’t’é relate
their instructional or other responsibilities to service, business or industrial methodology. -

Quality Initiatives = :
a, Enacts workforce practices that enable all employees to achiceve hlgh performance
1. Does the institution have a sufficient number of administrative, faculties, and support personnel

to provide the nécessary support for Pennsylvania Public Postsecondary Vocational Education?

First, it 1s important to note that the ICTC acts as one school. Whﬂe there is a distinction between our
adult and secondary student programs and acfivities, there i is a strong mentality that the ICTC is ONE
school promoting a unified mission. Administrators; faculty, and staff all work together to full the
ICTC’s mission on both secondary and post—secondary levels. From the business office to our
secondary faculty members, all are vested in the success of the school as a whole.

In recent years the growth in ICTC’s post-secondary programs had put increased demands on
Administrators and Staff. Due to these increased demands, the JOC has provided additional resources
to help ensure superior service to.our students and the long term success of our programs. Two full time
positions have been added, along _wl_fch 40 hours of IUP student office assistance to ensure office and
phone coverage was maintained.

In terms of structure, Adult Education at the ICTC is led by the Adult Education Coordinator, a
Programs Supervisor, 40 hours of secretarial coverage, and a Full Time Financial Aid Coordinator. The
Coordinator is fé'Sponsible for program development, evaluations, budgeting, interviewing, and other
administrative duties. The Programs Supervisor is responsible for student admissions, scheduling, and
other daily operations.

| Bach program area has a Program Supervisor or Lead Instructor that assumes responsibility of their

_ 'fespe"ctive area and instructors. They report to the Programs Supervisor. Smaller programs may be
staffed by part-time employees while larger programs such as practical nursing and cosmetology have
full time supervisors.

Comments: ICTC does appear to have a sufficient number of employees to provide support.

I5



Strengths: Added a Programs Supervisor position and hired a Financial Aid Coordinator.
Opportunities for Improvement:

Corrective Action:

2. Are adequate custodial services made available to provide care and maintenance of__b':'uil'dings and
grounds for the overall institution? ' :

The ICTC takes great pride in its facilities and groups. A full time mainténance supervisor is available
during the day and two full time custodians are available each evening until 10pm. I would hope that

upon a tour of our facility, it will become evident that the ICTC provides a superior setting for career
and technical education. S

Comments: ICTC provides adequate custodial services.
Strengths:
Opportunities for Improvement:

Corrective Action:

3. | Are the duties and responsibiljtié'g for each administrative, faculty and support staff employee
clearly defined? e

A sampling of Job Deséﬁﬁtioﬁs is provided for reference. The addition of two new full time positions
in Adult Education brought about the revision of several key positions which are included for reference.

Comments: TCTC'cleaﬂy defines the duties and responsibilities for staff. Job descriptions are very
detailed.. - =

. %fg,f;engths:
“ "f'()pportunities for Improvement:

Corrective Action:

16
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Builds a quality workforce:

Are the requirements and skills needed by potential faculty and staff to prOVIde quality
Pennsylvania Public Postsecondary Vocational Education identified?

The ICTC seeks the recommendation of our current staff and instructors, OAC’s, and industry and.
education professionals when assembling a job description for our Adult Education instructors. Galmng
multiple perspectives when compiling the necessary skills of our instructors and staff allows the ICTC
to create robust job descriptions and qualifications.

Comments: ICTC has a thorough hiring process for its potential adult educatlon mstructors and staff.
ICTC includes their adult education instructors with many of the day to day operatlons of the school.
AE instructors are invited to attend school events, included in staff emails, and are encouraged to attend
secondary instructor meetings. :

Strengths;

Opportunities for Improvement:

Corrective Action:

Do you ensure an effective system for recruiting, hiring, and retaining faculty and staff that are
capable of delivering quality Pennsylvania Public Postsecondary Vocational Education?

Recruiting — When recruiting new instructors and staff, multiple methods are used to ensure an adequate
candidate pool is identified.. Ads-are run in local newspapers, online forums, with the local CareerLink.
We also contact cur QAC _méinbers to help broaden our search.

Hiring — The ICIC':hircs faculty and staft for various job tasks and durations. Many instructors and part
time temporary staff members are engaged {o teach specialized subjects or provided routine service to
the AE ofﬁce. These employees are interviewed by the AE Coordinator and a subject matter expert to
ensure t;pmpétency in the area needed and recommended to the Director and JOC for approval.

1" Other faculty and staff positions that will be with the ICTC for a substantial duration or on a full time

| basis are subjected to a more stringent inferview process. Typically, the AE Coordinator,

Administrative Director, and a subject matter expert are involved in structured interviews. Often times
multiple rounds of interviews are conducted and a demonstration of skills that are necessary before a
recommendation is sent to the JOC. The JOC, which is ultimately responsible for all hiring decisions,
has shown respect to the interview process by approving candidate recommendations,
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Retaining — The ICTC prides itself on being a true community of learning where our instructors and
staff feel supported and empowered to do their best. Once hired employees are evaluated to ensure they
are performing at an acceptable level. They are also evaluated to ensure that any areas of concern can
be addressed through targeted processional development. Full time employees are evaluated by the AE
Coordinator each year and are expected to submit individual goals that they hope to accomplish in the
coming year. S

Instructors and staff at the ICTC are competitively compensated at rates that are often times similar to
what an industry professional would make. In the past, instructor employment was contingent upon
sufficient enroliment in our program areas. Recently, the ICTC has been moving toward ensuring

program consistency by maintaining instructors during low enrollment periods. Our full time
employees are provided a competitive salary, benefits, and vacation time. '

Comments: ICTC appears to have a strong interest in hiring cfféétive knowledgeable instructors. Full-
time instructors are put through a more stringent hiring progess than part-time employees.

Strengths:
Opportunities for Improvement:

Corrective Action:

Are procedures for regular performance evaluation and effectiveness of all administrative, faculty
and support employees including a feedback process for each employee accomplished?

As a small school, p_érfogmﬁnce feedback is often given on a daily basis in an informal way to ensure
small problems donot “snowball”. Close contact is maintained with all instructors and staff and weekly
meetings are ,held’f‘wi»fh staff and program leads to ensure open communication is occurring between all
programs.” . -

Fognal:'s_taff and administrative evaluations are conducted annually. Additional evaluation meetings are
o i;l}_lelﬂﬂpcriodically when required to address specific issues. Each year, employees are also required to
- » | submit goal statements to ensure a forward looking perspective.

A more comprehensive AE instructor evaluation system has recently been developed to ensure proper
appraisal of our instructional staff. Instructor observations occur in either a prompted or unprompted
circumstances. The observations can be conducted by a number of individuals including the
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Administrative Director, AE Coordinator, Programs Supervisor, and Program Supervisor. The new
method aims to better help identify where our instructors are in need of professional development
opportunities.

Comments: AE instructors are evaluated regularly to ensure they are providing effective teachi‘:ﬁg'
practices. Instructors create their own program goals and are evaluated based on how well they'meet
those goals. e

Strengths:

Opportunities for Improvement:

Corrective Action:

Builds knowledge and skills, career development, for the k{dmiiiistration, staff, and faculty:

Does the institution have appropriate procedures for -f)éi-fq_l‘liiance evaluation that identifies
professional growth needs of all administration; fil_gi_llfy, staff and other key employees delivering
or involved jn Pennsylvania Public Postsecondary Vocational Education?

As stated in the previous section, evaluation procedures are in place for administration, faculty, and
staff. These performance evaluations are used as a base for recommending professional development
opportunities. All AR personnel are encouraged to bring professional development opportunities to the
attention of administration. -

Comments: Procedur’es_:afé-'in ﬁlace for performance evaluations and professional growth of all adult
education staff. " -

Strengths:
Opportunities for Improvement:

" Corrective Action:

‘Are development opportunities determined and made available to meet the goals and objectives of
the programs taught by the respective teachers?

The identification of development opportunities is a two way street at the ICTC. Administration
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identifies board opportunities that support the mission of the organization. These opportunities are
designed for all faculties and help to reinforce the common goals of the ICTC.

On a program level, the AE Coordinator and Programs Supervisor pass along development
opportunities to faculty to let them evaluate the merit of different trainings. Further, instructors are .
encouraged to bring opportunities to the attention of the Administration. The use of professional
memberships is encouraged in all program areas as well as attendance at regional and natidnal ‘
conferences. Professional memberships often provide a consolidated source for current trammg topics
and interest areas.

As administration, faculty, and staff complete their yearly evaluation and submit their goals, they are
also asked to identify what resources will be necessary to successfully implement their goals. If
additional skills are required, faculty is encouraged to indicate thelr trammg rieeds alongside their
respective goals. L

Comments: There is evidence of both professional development and professional memberships among
staff.

Strengths:
Opportunities for Improvement:

Corrective Action:

Are the institution’s employees mformed about Pennsylvania Public Postsecondary Vocational
Education and the process used by the accreditation site-evaluation team, as well as how to
conduct the self-study?

Employees have a keen understanding of the importance of ICTC’s Adult Accreditation. Each program
supervis’dr'.has' been given a copy of all the accreditation material, especially the self-study material, and
is tasked with going over the material with their teaching staff. Each area was actively involved in the
preparaf_ioﬁ of the material contained in this self-study and has been made aware of the importance of
='-11';?:-jg_Hé‘::p§_11ding site visit.

i Everyone understands that the core of the ICTC’s success in delivering our Adult Education programs is
our ability to offer students competitive financial aid packages for our accredited programs.

Comments: The ICTC staff has been informed of the importance of accreditation.
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Strengths:

Opportunities for Improvement:

Corrective Action:

Are competent and knowledgeable administration, staff and faculty selected, hcensed and
qualified in their specific field? :

As outlined in the previous section, ICTC’s hiring procedure ensures that quahﬁed faculty are hired,
evaluated, and retained. In fields were specific credentialed are reqmr@d the ICTC ensures that all
requirements are met by individual faculty members.

Comments: ICTC is compliant with hiring qualified individuals_;-. | 5
Strengths:
Opportunities for Improvement;

Corrective Action:

Are employees trained to part1c1pate as key individuals in Pennsylvania Public Postsecondary
Vocational Education programs and to fully understand the prerequisites, objectives,
competencies, dutles/tasks and standards of their job assignment?

Beyond employee’s job descriptions, which were discussed in the previous section, each program area
at the ICTC has a program specific handbook that aids faculty in becoming familiar with the program
area’s requirements. Additionally, the Program Supervisor is assigned to work with new faculty to
assimilate them to their position and expectations.

Commeht_s: ICTC is compliant in this area. The specific program handbooks are a good idea.

:. | ‘Strengths:

Opportunities for Improvement:

Corrective Action:
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Are adequate records available identifying the professional development experiences of its
employees? (Examples: conferences, conventions, college courses, professional organization
membership, in-services training, etc.)

Attached are examples of some of the professional develop opportunities that our faculty and staff have
participated in. :
Comments: Examples of professional development are evident and ICTC is compliant. o
Strengths:

Opportunities for Improvement:

Corrective Action:

Maintains a work environment conducive to the well-being of all employees and students:

Does the institution maintain and improve workplace health, safety, security, and ergonomies that
involve employees and students? ' '

The ICTC takes workplace health, safety, security, and ergonomics seriously. The ICTC has a standing
safety committee that meets to address HSE concerns. The committee presents all recommendations to
administration for consideration. Just this year, the ICTC has engaged outside contractors to assess the
security of the facility and implement enhanced security measures.

Additionally, the ICTC is member of the National Safety Council, a training center for Medic First Aid,
and employs instructors qualified to teach various OSHA certification programs.

Further, our OAC _mééti_n'gslinclude a program area walk through where safety issues are noted by
members al}d fqrﬁ?vard_:ed" to the administration for review.

Commggfé’i::.l_(ﬂ“(l is compliant — there is evidence of safety committee meetings and qualified and
certified staff in the areas of health and safety.

* | Strengths:
Opportunities for Improvement:

Corrective Action:
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Is the level of employee and student well-being and satisfaction assessed? How are necessary
improvements determined and made that will improve the work environment and effectiveness of
Pennsylvania Public Postsecondary Vocational Education?

The AE Coordmator is always available and receptive to recommendations for 1mprovements that wﬂl
increase employee satisfaction and learning effectiveness. During the Coordinator’s first 3 year at the
ICTC, many suggestions were made on ways to increase the effectiveness and satisfaction of the AE
faculty and staff. In direct response to these requests, many dramatic changes have occurted to increase
the employee satisfaction. S

First and foremost, the building has been reconfigured to provide more visibility and accessibility to
adult education offices. Additional offices were built to accommodate the growth of AE’s staff and
instructors. Permanent office space has been dedicated to growmg programs, such as our Medical
Assistant program and Gas & Oil training programs. Classrooms, have been upgraded with new
computers, new projectors, TV’s, and instructional eqmpment‘*=- These improvements, while they benefit
the entire school, have been funded by Adult Educatlon revenue

In each office area, new future, computers, and ,'Q_fﬁce maﬁagemem equipment was purchased to ensure
staff and instructor satisfaction. A tour of the build__ing will demonstrate that the Program Supervisors
and instructors have well-furnished offices-appointed with up to date computers, and office equipment.

All faculty and staff members are W@lliawaré_that suggestions for improvements are taken seriously.

Comments: Surveys are c_ollectcﬁ from students upon completion of the program. Evaluations of staff
allow for the discussion of 'imp‘rtﬁfements in the programs and school as a whole.

Strengths: Building.upgrédes have been funded by Adult Ed.

Opportunitiés for Improvement: Need to work on formalizing student surveys for all adult education
programs using the PN program as an example.

| Corrective Action:

Does workplace preparedness ensured for emergencies or disasters?

The ICTC has a detailed plan for responding to emergencies of various types. Drills are conducted to
ensure that they procedures will be successfully carried out in the advent of an emergency.
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Additionally, with the renewed thread to school shootings, all employees, including AE faculty and staff
have participated in specific active shooter training.

Comments: An emergency plan is evident.
Strengths:
Opportunities for Improvement:

Corrective Action:

Does the institution determine the factors that affect employee and student well-being and
satisfaction and do they account for a diverse workforce? B

As mentioned above, open lines of communication between adminisffation faculty, staff, and students
ensure that issues effecting student well-being and satisfaction are addressed promptly. Many of our
programs also support a “student club” that often addresses the. faculty and administration with student
concerns. ' '

The ICTC encourages diversity welcomes all commumty residents to participate in its programs and
activities. The ICTC does not discriminate'in its activities, programs, or employment practices on the
basis of race, color, national origin, sex, handicap, age, or religion. This statement is prominently
displayed in nearly all recruiting and:p_romot_iOnal materials.

Comments: There is evidence to "sup"port a student club.

Strengths:

Opportunities fi improvement:

Corrective Action:

o

__,_]_);ggs the institution adequately support the need of its employees in the areas of services, benefits,
“and policies?

':Every effort is made to ensure all ICTC employees are supported. Full time employees are offered a
competitive benefits package which includes health, vision, dental programs. For some instructors, this
negotiation of salary and benefits is conducted through the collective bargaining agreement. For
ICTC’s hourly employees, individual wage rates are set based on the position and experience of the
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candidate. An employee handbook has been developed which outlines many of the services, benefits,
and polices that have been enacted to support our employees.

Comments: Employee handbook is evident and covers employee benefits.
Strengths:

Opportunities for Improvement:

Corrective Action:
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Category D — Learning-centered Program Design and Delivery:

The Standard

The institution has defined programs that impart knowledge and develop skills that are essential for success in
meeting the students’ pre-determined learning objectives and relate to vocational knowledge and skill -
requirements. Each program is properly planned and structured and is being implemented in an effective-
manner.

When needed work-site learning and employability skills training are made available to students. All programs
are appropriately supervised, aligned with regular classroom instruction, have a plan outlining the training
activities, and meet the legal requirements. In addition, each program has a monitoring system that is fair and
based upon identified criteria.

The teaching load varies with the program and is based upon the number and kmds of students the specific
skills to be taught, the size of the facility, and the method of instruction used. "Reasonable enroliment limits are
maintained in order to ensure that program objectives are met in an efficient and efféctive manner.

Quality Initiatives "

a. | Establishes methods and epportunities for student learning:

1. Is an occupational analysis done to determine the need for a program and to identify specific
program objectives, content and duty/task lists for each program?

As part of the Adult Accreditation process, the ICTC must submit each program for approval. The
approval form requires that the need for the program be established by demonstrating a strong
‘demand for the skills the program delivers. Further the following items must be addressed for each
submitted program: L

Labor Market Needs.

Planning

Program Content and Industry Standards
Student Teacher Ratio -

Material Utilization

Equipment and Supphes

o Safety ] Pracuces

. Accountabﬂlty Standards

¢ Certification

e ;_Instructor Credentials

. Comments: County, Region and state labor market data are addressed. Program content and industry
‘standards are acceptable (POS task lists/ or State Board of Nursing, or State Board of Cosmetology).
Student to Teacher Ratio there is only 8-10 intergenerational students in the entire school/ 450
secondary students. Materials utilized are program specific. Equipment and supplies are listed specific
to the POS. Safety Practices were observed on the facility safety tour. Student accountability standards
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are addressed in the Practical Nursing Handbook. Policies and Procedures Handbook for Cosmetology
also addresses the student accountability. Certifications appropriate, and identified in the ICTC
Programs and Courses catalogue. Instructor Credentials (minimum three years’ experience in their
respective field) in their profession, plus formal training in their field of expertise. Interviews reyvealed
that the programs are meeting the needs in the labor market. Equipment parallels that which is bemg
used in industry. ’

Strengths:

| Opportunities for Improvement: Identify ICTC Programs and Courses Booklet Wlth Adult Education
on front cover., .

Corrective Action:

Is instruction directed toward appropriate and clearly forniulatéd objectives with input from
students, faculty, staff, public, community, employers advnsory groups and business and industry
partnerships? :

Each program area at the [CTC has a clearly defined cijgrriéulum that follows either the state mandated
program of study, industry protocol, or a combiﬁétion of both. All program areas have an Occupational
Advisory Committee that is comprised of faculty, staff, industry professionals, current and past
students, and other interested parties. The advisory committees provide feedback on the programs
objectives two times per year to ensure that the most current information is being delivered to our
students. -

aware of the programs GOI_}ESHt The program handbooks contain a plethora of information about the
student’s course of study. -

Comments: Machining Technology POS has an OAC committee comprised of faculty, staff, industry
professionals, and a current student. Minutes include new items discussed with respect to changes in
curriculum, new curriculum and program content information.

' Sfréngths: OAC member surveys OAC Participant Survey is a great source for feedback from OAC

| members and giving input into the Cosmetology and Allied Health Program. Can this model be adapted

school-wide?

Opportunities for Improvement: Standardize the format for OAC commitiee meeting minutes to
include the name of the Program and CIP Code in the heading. Standardize the template for meeting
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minutes to reflect Adult Education issues and discussions. Interviews also revealed that Business and
Industry Representative from Indian Haven also sits on the ICTC OAC Advisory Board for Medical
Assistant program.

Corrective Action:

As a function of the specific program, are students assessed, inclading the necessary core
academic skills? Are they given appropriate support or remediation, if applicable, to assure their
success in the program they select? '

In the initial weeks of most programs, student’s basic academic skills are assessed. ICTC’s student
population is very diverse and our instructors have experience in dealing with students at all levels of
learning abilities.

Some of our program areas, such as the Practical Nursing progi‘a}m, féquire entrance testing to ensure
that a student’s basic skills are at the minimum level necessary. to ensure they can be successful in the
program. S

For other programs, we utilize our Satisfactor_yf_‘?xcadéiﬁic Pro gress policy. Students who are not
making academic progress are identified and offergd_a' remediation plan to help encourage their success.
Individual remediation plans are developed by the Programs Supervisor in conjunction with the students
instructors. Areas of concern are indicated and a plan of action is put in place to assure the student
receives help in their weak subjects. .~

Due to our relatively small class sizes, individual attention is often able to be afforded to our students
which dramatically increase t_heir"chances for success. If the student is sponsored by CareerTrack or the
Office of Vocational Rehabilitation, these agencies are often willing to offer assistance also.

Comments: E)galhple__ shown was in Practical Nursing program and was acceptable, Student interview
shows that rernediation is available and encouraged.

Strengths:

'5'-;‘0(p(13'9rtunities for Improvement: Suggest administration of a leaming styles survey to help guide

"% 'instruction and methodology.

Corrective Action:

Does the program design support the state-approved duty/task list and/or guidelines for the
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instructional program?

All accredited programs have gone through the PDE approval process for each year they are offered,
thus they follow the state approved guidelines.

Comments: Cosmetology and LPN Programs are regulated by curriculum delivery under PA state
regulations. All other adult education programs have developed task/duty lists ahgned Wlth mdustry
standards. :

Strengths:

Opportunities for Improvement:

Corrective Action:

Does instructional planning provide sufficient opportuni& for students to experience vocational
fearning leading to knowledge, skills and competenc,;es needed for employment and meeting the
pre-determined needs of individual students?.~

Each program is designed to provide students with the skills necessary to practice (at minimum) at.the
entry level for their intended occupation. Courses are designed in such a way that students will gain
foundational competencies and then build upon those skills to acquire more advanced abilities.
Ultimately, if the student is successfol in the program, they will have progressed in skill level to the
point needed for employment in his/her chosen field.

Comments: Task lists are ahgned to industry standards, allowing students the skills, knowledge and
competencies needed for the workplace.

Strengths:

Opportuniﬁes for Improvement: Include OAC approval of curriculum utilizing a standardized
template with 2 motion to approve the program’s curriculum annually.

. | Corrective Action:

Ts each student given the opportunity and encouragement to become actively involved in leadership,
personal development, and positive concept of self and others, and to attain problem solving and
communication skills as part of their learning experience?
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At the core of ICTC’s programs is a curriculum designed to aid our students in becoming competent in
their chosen field. Beyond that, the ICTC’s instructors and staft believe that we arc not only teaching
skills, but helping our students to become well rounded individuals. To support this mission, each of
our programs has a student club where students can sharpen their leadership skills and increase their
sense of positive self-image. Through club activities, students raise money to go on fieldtrips and to
industry conferences and participate in volunteer activities. These club activities let the s’;udénts grow
as individuals in way that pure classroom learning may not allow for. '

While student clubs are assigned a faculty advisor, it is the students who are responsible'fer the
activities and events that it engages in. This autonomy forces students outside of thelr comfort zone and
helps them to develop better problem solving and communication skillsz.

Comments: Opportunity for students to participate is provided;__,_-' '

Strengths: From the samples reviewed, the ICTC does a great _]Ob in student leadership activities/field
trips. :

Opportunities for Improvement: Suggest inclusion of leadership organizations/ student clubs, such as
HOSA or Skills USA in the ICTC Adult Programs and Courses Handbook. Suggest involving adult

students enrolled in intergenerational programs in CTSO.

Corrective Action:

Is a planning and delivery system documented and in place that allows all students to be engaged
in effective learning :‘ind 'ﬂoipg?

Each of our post-seacondary programs has a defined curriculum and delivery system that is conducive fo
student learning and domg All of our programs include a mix of classroom theory learning and hands
on compet_ency. tr_ammg Exposure to industry is also an important component of our programs and
measures are, tjc_lkén to ensure all students have learning opportunities outside of our routine instruction.

.‘_Cohl_‘:r__nents: A mix of clinical and theory learning is evident from the Program task lists and LPN lesson
T plans reviewed by the team, and lesson plans from medical assisting.

‘ “Strengths:

Opportunities for Improvement:
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Corrective Action:

Are the courses, as well as the faculty, harmoniously integrated with other instructional programs and/or
subject areas? Vo

The ICTC is a unified school. The ICTC is also a small school which allows for frequent, and
meaningful communication between administration, faculty, and staff, The ablhty to communlcate
between programs has brought about many opportunities for multiple program areas to pam(npate in
events and trainings as a group. For example, our secondary and adult cosmetology students have come
together on many occasions for trainings, product demonstrations, and guést speakers. Our post-
secondary medical assistant students and our secondary health ocoupatio_r_ls- stidents have taken joint
field trips. Students in our construction cluster have worked jointly on maiiy projects.

Comments: Due to the few number of intergenerational studc_nfé currently enrolled in the ICTC
programs, this is an area that can be further developed as _iﬁtorgenérational enrollment increases.

Strengths: i Ry

Opportunities for Improvement:

Corrective Action:

Are resources other than school féculty,".such as employers and community partners, used to support
and/or teach knowledge and skllls to the Pennsylvania Public Postsecondary Vocational Education
students? :

ICTC’s programs are all driven by industry demand. With that in mind, all of our programs work
closely with industry to provide our students with exposure to the “real world”. In some areas, such as
our Medical Assistant program, frequent guest speakers are brought in to engage the students in real
world scenari:_os.' In other areas, such a Cosmetology, product representatives and practicing stylists give
demonstrations to ensure students have exposure to the latest trends in the profession,

1 n 26'13, the ICTC was recognized by the PA Department of Education when it received the Education

| Workforce Leadership Award for its partnership with Clark Metal Products. This year, the Clark Metal

and H&W Global hosted secondary and post-secondary students from the ICTC for a tour of their
facilities and a lecture on changing workforce demands in the manufacturing field.
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The ICTC continually seeks opportunities to further our students’ exposure to employers and
community partners to support and teach skills to our students.

Comments: The ICTC does a great job in bringing outside speakers into the program areas.
Strengths: Clark Metal Products Company Partnership with ICTC was recognized by the PDE as an
Education Workforce Leadership Award in 2013, Externships at ICTC are well-rounded interviews
reflect that externships meet industry expectations. '

Opportunities for Improvement:

Corrective Action:

10.

Does the institution incorporate current and new technology in the desxgn and delivery of its
programs in a timely manner? . S

The ICTC provides up to date technology in all of its pre’_gfams both inside and outside of the
classroom. Adult students at the ICTC all receive an‘ictc.edu email account that is based on the Google
gmail system. This provides students with not-only a professmnal email address, but also the ability to
take advantage of the same services available to other college students. The .edu web address allows
our students to purchase software and electromcs and discounted student rates from many vendors.

Further, the ICTC provides additional technology services, such as cloud based file storage, a calendar
system, and peer to peer chat capabﬂltles which are all coupled with our email service. For students
who cannot afford pricey word processing software, the Google Docs feature ailows for the creation of
spreadsheets, text documernts, and presentations at no cost.

Our Practical Nursing program is utilizing “Moodle” to deliver students online content and course
management. Furtherj we are using a Polycom system to deliver instruction through a live video and
aud1o feed to our Steel Center satellite location in Pittsburgh.

Currerrtly, the ICTC is investigating the use of IPADS in our Medical Assisting program. The IPADS
would be pre-loaded with the courses text books and medical software for incoming students. The use

pf IPADS would reduce the costs of textbooks to our students, expose them to technology that will be
. used in the medical field, and allow them to take ownership of the device itself for their own use.

Comments: Evidence provided supports that programs use current technology.

Strengths:
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Opportunities for Improvement:

Corrective Action:

Provides oppertunities for work-site learning:

Does each student have the opportunity to participate in work-site learning when approprlate to the
program?

Post-Secondary students in many program areas have both structured and unstructured ways to
participate in work-site learning experiences. For example, our Medical Assmtant students have a
mandatory externship experience that is an integral component of their curriculm. Students will spend
160 hours at an extemn facility under the direct supervision of an on-site n’iédiéal professional. Students
must document exposure to a number of different aspects of the profession and fulfill other

| requirements outlined in their “Externship Handbook™. The ICTC. has dramatically grown in the
number of partnering externship sites that are available to otr sﬁqdénts (list provided).

Our Practical Nursing students also have a required curriculum component that takes them on
“rotations™ at medical facilities where they practice what they have learned in a real world setting.

Comments: Yes, documentation provided shows over 20 sites listed for MA externships.
Strengths:
Opportunities for Improvement: -

Corrective Action: .

Are there 31gned records 1ndicat1ng the condition of the student/employer relationship during the work-
site learning expenence including the student, teacher, employer and others as necessary?

The ICTC_ maintains contracts will all our Post-Secondary externship sites. Students are also provided
| guidance on their expectations through classrooms lessons, site supervision, and/or a detailed handbook.

"Comments: Contracts reviewed with ekternship sites are signed and appropriate.

Strengths:
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Opportunities for Improvement:

a; 3 3
Corrective Action:

Are the work-site learning objectives documented and a plan outlining the training activities maiﬁtained
that is based on validated industry standards and approved/authorized by the provider and the school?

See Contracts and Externship Handbook

Comments: Documentation from the MA program externship COSM Center for” Orthopedlc and Sports
Medicine mid-point student assessment and final evaluation. Interviews conﬁrm the validation of work-
site objectives being met.

Strengths:

Opportunities for Improvement:

Corrective Action:

Is the work-site learning process properly monitored by the instructor? Is there involvement of
the instructor with the employer and a_re there written evaluations?

All worksite learning opportunities are closely monitored by our instructors. For example, in our
Medical Assistant program a detailed and systematic approach has been developed to assure feedback at

various points during the student’s experience. Written evaluations are mandatory and become a graded
component of the student’s work-site experience.

Comments: Doquhiegté‘ti’on shows that work-site learning process is properly monitored. Interview at
the Cornrmihiﬁ_és ‘at Indian Haven support that work-site learning process is properly monitored by the
ICTC instructor

Strengths:

L :Opportunities for Improvement:

‘Corrective Action:

Uses methods for monitoring and tracking student learning:
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Is an efficient and effective student learning tracking system for monitoring and documenting
individual student progress in place? Does it accurately reflect student achievement during and at
the end of the course? '

Each program at the ICTC utilizes a unique competency based assessment structure that is desigi%d;_tg
assess the students’ abilities in their respective career area. Instructors document student skﬂl"
attainment and progress through various methods depending on the program area. '

Assessment methods are designed to assure student competency of both theoretical-and héinds on skill
portions of a program areas curricelum. In many programs, industries certiﬁcatfd'r”is are 'jcarned that
demonstrate through third party testing that students are competent in their area. Further, in areas such
as Cosmetology and Practical Nursing, students are assessed by taking a State Board examination that
certifies their skill level upon completion. '

Comments: Documents reviewed show compliance of an efficient and effective student learning
tracking system for monitoring and documenting individual studerit progress in place.

Strengths:
Opportunities for Improvement:

Corrective Action:

Is a well-defined and written gradlng system in use and shared with each student at the initial
startup of the course‘?

Student expectations aré "c":lear'i'_\“/ noted during program orientation. Examples of detailed program

handbooks are attached which demonstrate the level of detail in which the students are informed of their
expectations during the program.

Comments: An Academic Progress Policy is in place and is program specific and meets the
requirements,

Strengths:
Opportunities for Improvement:

Corrective Action:
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Are clear measures used such as grades, tasks completed, competencies reached, objectives met,
occupational skills achieved, knowledge learned, etc. What measures or combination of measures
are used and do they accurately reflect student results?

Various evaluation methods are used in each program area to assess the students’ attainment of both

theoretical and hands on portions of their curriculum. A sampling of assessment documents is included
demonstrating the various evaluation methods and the grading structure behind those methods.

Comments: A combination of measures is used. Site is currently investigating the purchase of student
management software:

Strengths:
Opportunities for Improvement:

Corrective Action:

Is there evidence that the students’ attainment of objectives is measured by an evaluation system
that includes both school based and, when appropriate, work-site based performance?

The ICTC’s Medical Assistant program is a good example of a problem that utilizes both school

assessment methods and work-site evaluétior'l_s of student skills. Documentation of this is provided in
Self Study Section D.b ‘ :

Comments: Documentation shows that the students’ attainment of objectives is measured by an
evaluation system that includes both school based and, when appropriate, work-site based performance
interviews. L

Strengths:

Opportunities for Improvement:

‘Corrective Action:

| Are students effectively assessed using oral, written and other performance methods?

In order to assess our students understanding of all curriculum items, various assessment methods are
utilized. These methods include tests, presentations, projects, demonstration of skills, and research
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reports. The use of a number of different assess methods assures that students truly comprehend their
subject matter.

Comments: A variety of assessments and surveys are used These methods include fests, presentatlons
and projects, demonstration of skills, journals, and externship evaluation log sheets. B

Strengths:

Opportunities for Improvement:

Corrective Action:

Maintains processes for providing student support:

Are well-defined course descriptions reviewed with each student at the beginning of the course
that reflect the overall objectives of the course and, is it explamed how the course content relates
to occupational skills? ' '

Orientation sessions occur in each program area. ‘"Aéiﬁro{f:i’ded in section D.a, handbooks are reviewed
to ensure students understand the overall obj ectlves of the program and how they related to their future
oceupations.

Comments: Student interview and ex“férnship counselor orientation support evidence that the student is
fully informed well-defined course descriptions reviewed with each student at the beginning of the
course that reflect the overall obj eét_iirés of the course and, is it explained how the course content relates
to occupational skills P

Strengths:

Opportunii:ies 'f(")r,__Improvement:

Corrective Action:

‘Do recruitment materials offer a broad range of career opportunities and are students provided
. requal opportunities to participate an all activities regardless of race, color, national origin, age
gender, or disability?

A copy of the most recent catalog of programs is attached. It demonstrates the many opportunities
available at the ICTC for post-secondary learning. All our materials include a statement of non-
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discrinmination.

Comments: Recruitment materials offer a broad range of career opportunities and a statement of non-
discrimination appears in the ICTC Programs and Courses booklet.

Strengths:

Opportunities for Improvement: Single Flyers marketing Adult programs such as MA or
Cosmetology also require the non-discrimination statement. L

Corrective Action:

Are admissions policies and guidelines clearly stated, published, and made available to all
Pennsylvania Public Postsecondary Vocational Education stwdents prior to enrollment that
include such items as: prerequisites for enrollment, expectationsfor successful completion of a
course, the type of report/feedback or grading system used; individual help/coaching available
during the course, ethical responsibilities of the student and the type of certificate, certification,
diploma, degree, received, etc. Tl

The ICTC has developed an enrollment agreement that outlines many of the above mentioned topics.
Students are also provided with a copy of the program specific handbook to review in order to become
familiar with the expectations of the individual programs. Many students tour our facility and meet
with our instructors to assure that the ICTC is the rite fit for them prior to enrolling.

Comments: Admissions p_olici'es_aﬁd guidelines clearly stated, published, and made available to all
Pennsylvania Public Posis_gco'}%rdary Vocational Education students prior to enrollment.

Strengths:

Opportumties for Improvement

Corrective Action:

.. |-'Where applicable, are enrollment and class sizes in compliance with state standards?

';The ICTC complies with all guidelines pertaining to enrollment capacities in our programs. As a small

school, enrollment capacity is rarely an issue we face.
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Comments: Enrollment and class sizes are in compliance with state standards
Strengths:
Opportunities for Improvement:

Corrective Action:

Does the institution inform students of the cost of the program and of any requlred equlpment
and supplies? L

ICTC’s enrollment agreement clearly states the full cost of our programs S‘rudents must sign the
enrollment agreement before they are considered officially enrolled in the ICTC.

Comments: ICTC’s enrollment agreement clearly states the ﬁﬂl cost of the programs any required
equipment and supplies. Do,

Strengths:
Opportunities for Improvement:

Corrective Action:

If financial aid is available, is iilffiiimation about it provided to each individual?

The addition of a Full Tlme Fmanczal Aid Coordinator has dramatically increased the ability of the
ICTC to communicate wﬂ;h our potential and enrolled students regarding the cost of the ICTC’s
programs. Students are presented with detailed financial aid award letters which clearly show the costs
of the program, the estimated financial aid award package, and any other aid the student may be
receiving. Students always have the ability to meet with our FA Coordinator to discuss payment
options, aw’a];d levels, and special circumstances related to financial situation.

Comments Financial Aid information is provided to each 1nd1v1dual in the ICTC Programs and

e Courses Catalog and other program marketing materials.

.S trengths:

Opportunities for Improvement:
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Corrective Action:

7. Does the institution ensure that qualified advisers counsel Pennsylvania Public Postsecondary
Vocational Education students on how and where to find jobs and assist in placement in
occupations related to the students’ training and life experience?

At the program level, our Program Supervisors and instructors work with our students to aid them in
obtaining employment. The Adult Education Office is often sent job postings and open positions which

are forwarded to our program leaders to disseminate to students. Our OAC’s are often involved in
student placement through their specific program area. R

Comments: A job opening email system is in place and job postings and oijen positions which are
emailed and forwarded to our program leaders to students. Student interview confirmed that students
are notified of job openings by email. ’

Strengths:

Opportunities for Improvement:

Corrective Action:

e. Credit Hour Policies
1. How does the institution define a eredit hour based on the credit/hour conversion?
See Attachment

Comments: Credit hour is defined as 37.5 clock hours, with a minimum of 30 hours per classroom
instruction.

Strengths:
Opportunities for Improvement:

Corrective Action:

2. How does the institution approximate the amount of work for a credit hour based on learning
outcomes and verifiable achievement?
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See Attachment

Comments: The ICTC does approximate the amount of work for a credit hour based on learning
outcomes and verifiable achievement across all programs having adult students.

Strengths:
Opportunities for Improvement;

Corrective Action:

How does the instifution separate the number of hours for direct instruction, lab, and out-of-class
work?

See Attachment

Comments: One semester/trimester credit hour is equal to at least 37.5 Clock hours of instructions,
including a minimum of 30 clock hours of classroom instruction or direct faculty instruction.

Strengths:
Opportunities for Improvement:

Corrective Action:
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Category E — Learning-centered Facilities and Equipment:

The Standard

The availability and proper use of instructional equipment is evident in conducting quality occupational
training. Adequate equipment, materials, supplies, reference texts, teaching resources, audiovisual aids, -
automation, etc. are made available for instructional purposes. Teachers use a variety of instructional materials
and methods in accordance with student needs and the objectives of the program. ‘

Physical facilities provide adequate space and utilities in classroom and laboratory areas that are safe and
promote quality instruction as related to the program’s objectives. Both instructional and non-instructional areas

“such as storage, restrooms, and offices are adequate for the number of students and staff. Special consideration
is given to meeting the needs of students with disabilities as well as providing for the special needs of co-
educational classes. o .

Quality Initiatives

a. Acquires proper equipment, materials and adequate supplies and malkes them available to
support the instructional program objectives and to meet the needs of individual students:

1. Are adequate funds made available for purchasing and replacing equipment, tools, materials and
supplies in accordance with the institution’s planning objectives and acceptable business and
industry practices to ensure safe, quality and effective Pennsylvania Public Postsecondary
Vocational Education?

The ICTC prides itself on providing curtent equipment, tools, materials, and supplies for all of its
program areas. The equipment in each is maintained in good working order. Requests for new
equipment, supplies, or resources can be made in several ways. First, faculty is always welcome to
bring their needs to the attention of administration. Second, equipment and supply recommendations
made by each progranrarea '_(_)AC"are forwarded to administration for consideration.

Fach year during the'lf;'lid_get process these items are considered and placed into the context of the all of
ICTC’s needs. The AE Coordinator, Administrative Director, and Business manager work together to
prioritize the rcqué;sts and decide which requests will be fulfilled. Fortunately, the additionally revenue
provided to thé ICTC by the Adult Education programs have allowed for many equipment purchases
and upgrades over the past three years.

" A tour of our program areas will demonstrate that our program areas arc well stocked with equipment,
+| supplies, and other amenities. It will also show that equipment is in good repair and our classrooms are
well equipped. This demonstrates adequate resources are budgeted to these areas.

Comments: Equipment viewed in program areas on the facility tour is generally sufficient to meet the
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training needs. Equipment inventory listings are consistent with equipment needs in the various
program of study offered as viewed by industry.

Strengths:
Opportunities for Improvement;

Corrective Action:

Do the equipment, tools, materials and supplies meet the competency based mstructlonal needs of
the curriculum (e.g. hand tools, computers, computer software, audwwsual eqmpment reference
materials, and consumable materials). :

[tems required to deliver a program area’s prescribed cumculum are always regarded as priorities and
are the first to be purchased. Any changes in our curriculum are carefully weighed against our ability to
provide the necessary equipment, tools, materials, and supphes 7

Comments: Equipment, tools, materials and supphes generally meet the competency based
instructional needs of the curriculum. :

Strengths:
Opportunities for Improvement; N

1 Corrective Action:

Are the quality and quantlty of training stations appropriate for the number of students being
served? LT

Enrollment in each of our program areas is governed by the amount of available working stations.
Enrollment capacity is predetermined and not exceeded to ensure that the instructor to student ratio and
eqmpment available are within any and all prescribed guldehnes

o Comments: The quality and quantity of training stations appropriate for the number of students being

l'served.

Strengths:
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Opportunities for Improvement:

Corrective Action:

Is there an instructional equipment inventory management plan for maintaining equipment and
replacing or disposing of obsolete equipment in place? -

Program Supervisors are responsible for the inventory of equipment in their respective area. Continual
assessment of equipment is necessary to ensure it is in good working condition and is meeting the
program’s needs. If equipment is expected to become obsolete, is in poor workirig condition, or it is
recommended for upgrade, the above process desqribed for replacement is followed.

The ICTC also uses fixed asset tagging system to ensure all fixed assets are accounted for and removed
from the list when taken out of service. '

Comments: Fixed Tagging system is used for equipment kmeaﬁagezﬁent. Machine shop was very well
equipped, adult student in the machine tool pro gram agreed that this program was very well equipped.

Strengths:
Opportunities for Improvement:

Corrective Action:

Does the institution acquire ‘equipment, materials and supplies within a reasonable period of time
to provide safe and quahty educatwn"

As a small school; the ICTC has implemented relatively efficient purchasing system that ensures that
items are ordered in a timely fashion. Basis supply items for AE program areas are requested by the
Program’ Super\(_l__sors by utilizing the supplies request form. This form is sent to the AE office for

{ approval and pr&éessing. Items are then placed on a purchase order and sent to the Administrative
Director for final approval. Once the approved purchase order returns, items are ordered. Often times
| the entire process takes less than three days.

"| ‘Comments: There is an adequate timeframe for supply acquisitions.

Strengths:
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Opportunities for Improvement:

Corrective Action:

Does the institution ensure that equipment and supplies meet approprlate safety requlrements,
that safety features are in place and that safety instruction is planned, presented, demonstrated
and practiced by the instructor? a

Safe practices are at the forefront of each program area’s curriculum. Often times ‘rhe safety training
component is a tested portion of the student’s curriculum to assure the training i$ both ‘delivered and
comprehended. Before utilizing any potentially hazardous equipment or activities; students are trained
in the appropriate safety practices. Safety policies are also included i ‘each student’s program specific
handbook. Students found to have violated safety polices are provided addjtiOnal training, those found
to frequently ignore safety precautions can be removed from t]:_i_e'i‘r_fprq gram.

Comments: Equipment and supplies meet the appropriate: safety requlrements Safety task are
included in the instruction of the programs. z

Strengths:
Opportunities for Improvement: I'ire ex'tinguishers examined were in current dates of operation.
Suggest that fire extinguisher 51gnage be placed in the hallways, and classrooms having a fire

extinguisher.

Corrective Action:

Develops physical f_zgeﬂiﬁes, i;zcluding instructional and non-instructional areas, that are adequate
and provide for safe and quality instruction to meet the program objective:

Are physical facilities established that include adequate space and utilities in classrooms and
laboratories, and provide for safe and quality instruction to meet the program objectives?

Adult Education’s accredited career training programs along with its short term certification and
 industry training courses continue to expand. Presently, the ICTC has physical facilities and utilities
‘that are adequate for our current program offerings.

Temporarily, the ICTC has expanded its capacity by two classrooms with the addition of a modular
facility that has been placed near the building. This addition has allowed us to continue to pursue
training opportunities with the gas and oil industry while not committing to a long term expansion
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project. Further, we have developed an excellent working relationship with the local Convention
Center and have frequently rented space to provide training at reduced rates.

Looking forward, the administration and JOC understands that space constraints will limit the expansion
new programs. With this in mind, the ICTC contracted to have a feasibility study conducted to propose
possibilities for future building expansion.

Comments: ICTC makes excellent use of the facilities with collapsible walls and classroom annex. Site
has contacted a firm to complete a feasrbrhty study for future expansion.

Strengths:
Opportunities for Improvement:

Corrective Action:

Does the institution ensure that instructional and non-instructional areas, including storage areas,
restrooms, and offices are adequate for the number of students and staff? Is space adequate for
storing projects, student materials, cleanup, computers, telephones, and office equipment?

A tour of our facility will demonstrate that all areas are well maintained and adequate for our current
programs and enrollment. While we have had to become creative in our use of space due to recent
growth, we have also become more efficient in our use of space.

Recently, the building was reconfigured to provide more visibility and accessibility to adult education
offices. Additional ofﬁces 'Weré'buﬂt to accommodate the growth of AE’s staff and instructors.
Permanent office space has been dedicated to growing programs, such as our Medical Assistant program
and Gas & 0Oil tralnrng programs

Commé:r:i:'ts_:__‘fﬁe Siﬁace adequate for storing projects, student materials, cleanup, computers, telephones, |
and office equipment.

_St"r'ength's:
‘Opportunities for Improvement:

Corrective Action:
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Does the institution ensure that facilities are adequate to meet the needs of students with
disabilities as well as providing for the special needs of co-educational classes?

Our facility underwent a major renovation in 2004 at which time many modifications were made to
meet the standards of the Americans with Disabilities Act. The AE office works closely with the Ofﬁce
of Vocational Rehabilitation o and the local Intermediate Unit to ensure that accommodations for
individual students are addressed as needed. cE

Comments: ICTC is adequate to meet the needs of students with disabilities as Well as prov1d1ng for the
special needs of co-educational classes, if needed. o4 ¥

Strengths:

Opportunities for Improvement:

Corrective Action:

Does the institution ensure that physical facﬂlt:es are adequately mamtamed as required for
providing safe and quality instruetion?

Full time maintenance and custodial staff are responsible for routine building maintenance. In each
instructional area, instructors are responéiﬁle for the routine maintenance of their area and equipment.

The ICTC has also implemented a di.gitél “ticket” system that allows all employees to submit work
tickets for maintenance items. Thi's allows the maintenance staff to prioritize their workload and to

identify equipment or areas ‘that 1 is in frequent maintenance, which may be a leadmg indicator of items
in need of replacement o

Comments: Physical facilities are adequately maintained as required for providing safe and quality
instruction.

Strengths:
Opportunities for Improvement:

Corrective Action:
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Category F — Organizational Performance Resuits:

The Standard

The overall performance of the organization and student learning results are tracked using key measures that
lead to clear results for Pennsylvania Public Postsecondary Vocational Education. The results show that the
organization is successful in meeting its mission/vision, goals, and objectives.

Quality Results

a. Student learning and satisfaction results:

1. What is the institation’s current data that shows results in the areas of student learnmg such as
grades, satisfactory completion, competencies completed, or improvement in- knowledge and skill
for Pennsylvania Public Postsecondary Vocational Education studelts‘?

The ICTC uses best practices in student assessment methods to report on student performance.

Comments: Evidence provided shows enrollment, grades and .c-ompletion for adults enrolled in adult
education programs. An additional site was opened for the Med1ca1 Assisting programs showing
growth. '

Strengths:
Opportunities for Improvement:

Corrective Action:

2. What is the institution’s current information about attendance, dropout, and completion for the
Pennsylvania Public Postsecondary Vocational Education programs?

The ICTC uses var-ieus':’t-"racking methods for attendance. Current, the AE office is exploring the use of
a fingerprint ‘gim'e'“qloék system to track student attendance. All financial aid guidelines are being met
with respect to clock hour tracking of student attendance.

Cqmni'ient’g: ICTC keeps adequate records of attendance, dropout and completion of its adult edutation
“| students. |

‘Strengths:

Opportunities for Improvement: Suggestion to keep the records for each on one document.
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Corrective Action:

What is the institution’s current information on the number of diplomas, certificates, degrees, etc,
issued to stuadents?

Comments: ICTC keeps adequate records on the number of completers and certificates. :

Strengths:

Opportunities for Improvement: Suggestion to keep the records for eatHion 6ﬁe*&ocﬁment.

Corrective Action:

What is the institution’s current information on awards or réc:ggi'lition of special student

achievement?

ICTC has implemented a Post-Secondary graduation qéfémony that takes place at the newly build
Convention Center on the IUP Campus. Students are recognized for special honors during that

ceremony.

Comments: Special recognition is giv-en't’oladult education students.
Strengths:
Opportunities for Improi}'émgﬂf:

Corrective Action:.

What are the institution’s results from tracking the Adult Affidavit Program Registration and
CARs?

The ICTC utilizes the Adult Affidavit Program Registration system each year to submit its program for
approval. '

Comments: TCTC uses the enrollment data from CATS to help determine if a program in viable fo the
institution.
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Strengths:
Opportunities for Improvement:

Corrective Action:

Publie, community and employer satisfaction results:

What is the institution’s current data and information showing the levels of satlsfactlon or
dissatisfaction? : :

The ICTC’s Administration and staff members are active members of the local community. The school
is engaged in various economic develop groups, trade organizations, consortlums etc. Our involvement
with these different groups allows us to gage current levels of satisfaction Wlth our programs and

graduates. Further, our OAC provide structured feedback on our programs and outcomes at least twice
per year. '

Comments: Surveys from students shows levels of Lsatisfact"ion in their programs.
Strengths:
Opportunities for Improvement:

Corrective Action:

What is the institution’s current data and information on enroliment, retention, student
placement, and employer feedback?

Comments: [CTC _k_eéps adequate records of information.
Strengths: ° =
Oppok}"tu‘n__itiés for Improvement: Suggestion to keep data on one spreadsheet.

<. | Corrective Action:

.What is the institution’s current data and information on student, faculty, and staff satisfaction
and dissatisfaction?
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A low number of complaints from students, faculty, and staff would indicate that there is a positive
climate at the ICTC.

Comments: ICTC keeps adequate records of information.

Strengths:

Opportunities for Improvement: Need to work on better assessment of data.

Corrective Action:

Budgetary and operational results:

What is the institution’s current data and information about fundmg to the organization and
grants to students?

Over the past three years the ICTC’s Post-Secondary pro graf_ﬂS'_ha'\}e dramatically improved in financial
health. Aggregate financial information is provided as an attachment along with summary information

presented at our Superintendents Retreat and to our J OC Information pertaining Federal Financial Aid
is also included as an attachment. '

Comments: Budget shows increase in funding to the organization and grants to students.
Strengths:
Opportunities for Improveiﬁénf:"” |

Corrective Action: -

What is the in_sfit’ution’s current information about staying within budget and budget growth?

Year-end financial statements are attached demonstrating financial improvement each year since 2009.
A summary of this information was provided to the JOC and Superintendents is also provided.

Comments: ICTC has shown a significant increase in their budget for adult education.
Strengths:

Opportunities for Improvement:
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Corrective Action:

What is the institution’s current information about new programs and program improvement?

Attached are various updates provided to our JOC signifying new programs and program improvements.

Comments: ICTC has opened a satellite location for their Medical Assisting prograr. - .
Strengths:
Opportunities for Improvement:

Corrective Action:

What is the institution’s information on net cost per student?

The net cost per student is included on the enrollmenf@gre'emem and in our course catalog.

Comments: Course catalog shows students the cost to include “extras” of all programs.
Strengths:
Opportunities for Improve’l_ril_eﬁt::_ '

Corrective Action:

Administration,'facu!ty‘, and staff satisfaction results.

What is the institution’s data and information showing the levels of satisfaction or dissatisfaction?

The ICTC administration recognizes the importance of providing a work environment that meets
ergplo’jgg_s? expectations. The ICTC receives very few of formal grievances form faculty and staff
I }Nﬁi"c];;;,indicates that the workforce at the ICTC is satisfied. As a small school, we work hard to ensure

& “ -that administration, faculty, and staff work harmoniously together toward common goals. The ICTC

“experiences relatively low employee turnover signifying a content workforce.

Comments: Surveys taken from students’ shows levels of satisfaction.
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Strengths:

Opportunities for Improvement: Need consistent forms. Need to work on a better system for
analyzing the data.

Corrective Action:

What is the institution’s data and information related to safety and overall well-bei

The ICTC maintains a safety committee to address all pressing safety concerns.:’ 'I;"t':éms.?brought to the
attention of the safety committee are dealt with by administration prompﬂy to ensufe the ICTC
maintains a safe environment for its students and employees. L

Comments: A safety committee is in place.

Strengths:
Opportunities for Improvement:

Corrective Action:

What is the institution’s data on individual employee training and development?

The ICTC values the professiona"l' ;dev__el'opment as a method to keep our instructors up to date in their
profession and ensure that _@y-.iqehtiﬁed issues can be remedied through additional education.

Comments: Great pfb.fséé:'idﬁal development opportunities.
Strengths:
Opportuniﬁes for Improvement:

{"Corrective Action:
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CAREER AND TECHNICAL EDUCATION INFORMATION SYSTEM
PENNSYLVANIA DEPARTMENT OF EDUCATION

PDE-286
FOR SCHOOL YEAR 2014-2015 DATE : 1/22/2015
School Number School Name, Address and Phone
5276 Clearfield County CTC , 1620 River Road Clearfield, PA 16830-9702 Phone: (814) 765-5308
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CAREER AND TECHNICAL EDUCATION INFORMATION SYSTEM
PENNSYLVANIA DEPARTMENT OF EDUCATION
PDE-286

DATE : 1/22/2015

FOR SCHOOL YEAR 2014-2015

‘CIP Code - |CIP Title- R - |Program Hours |Program Type Program Start Year
11.0801 © |Web Page, Digital/Multimedia and 900|Occupational- Adult 2010-2011
. information Resources Design Accreditation
12.0401 Cosmetology/Cosmetologist, General 1250|Occupational- Adult 2010-2011
Accreditation

12.0410 Nail Technician/Specialist and Manicurist 300{Occupational- Adult 2012-2013
: Accreditation

12.0413 Cosmetology, Barber/Styiing, and Nail 600|Occupational- Adult 2012-2013
Instructor Accreditation

12.0508 Institutional Food Workers 900|Occupational- Adult 2010-2011
Accreditation

15.0201 Civil Engineering Technology/Technician 375|Occupational- Adult 2010-2011
Accreditation

15.0303 Electrical, Electronic and 900 | Occupational- Adult 2010-2G11
Cemmunications Engineering Accreditation

Technology/Technician

15.1202 Computer Technology/Computer 900 |Occupational- Adult 2014-2015
Systems Technology Accreditation

15.1303  |Architectural Drafting and Architectural 9004 Occupational- Adult 2010-2011
CAD/CADD Accreditation

46.0101 Mason/Masonry 800 Occupational- Adult 2010-2011
‘ Accreditation

46.0201 Carpentry/Carpenter 200]Occupational- Adult 2010-2011
Accreditation

46.0399 Electrical and Power Transmission 900|Occupational- Adult 2010-2011
Instaliers, Other Accreditation

47.0803 Autobody/Caollision and Repair 900|Occupational- Adult 2010-2011
Technology/Technician Accreditation

47.0604 Automobile/Autometive Mechanics 900 Occupational- Adult 2010-2011
Technology/Technician Accreditaticn

47.0605 Diesel Mechanics Technology/Technician 900|Occupational- Adult 2010-2011
) Accreditation

47.0613 Medium/Heavy Vehicle and Truck 900|Occupational- Adult 2014-2015
Technology/Technician Accreditation

48.0501 Machine Tool Technology/Machinist 900|Occupational- Adult 20122013
Agccreditation

48.0508 Welding Technology/Welder 900|Occupational- Adult 2010-2011
Accreditation

51.089% Health/Medical Assisting Services, Other 900|Oceupational- Adult 2010-2011
Accreditation

51.3901 Licensed Practical/Vocational Nurse 1500} Occupational- Adult 2010-2011
Training Accreditation

52.0401 Administrative Assistant and Secretarial 200 |Occupational- Adult 2014-2015
~ |Science, General Accreditation

52.1201 Management Information Systems, 900} Occupational- Adult - 2010-2011
General Accreditation

52,1801  |Sales, Distribution and Marketing 900|Occupational- Adult 2010-2011
Operations, General ' Accreditation
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Annual Review Checklist

INSTITUTION NAME: Lehigh Career and Technical Institute

COMPLETION DATE: 02/03/15

Category A - Organizational Leadership Meets Standard Does Not Meet
: Standard

The administration provides direction to the overall X

organization

There is future direction or implementation of plan for k4

Pennsylvania Public Postsecandary Vocational Education

There is review of the organization’s performance X

Institution meets the regulatory requirements and public X

responsibilities

Evidence provided did not show administrative review of the budget or overall PPPVE operations.

Category B: Student Stakeholder and Public/Community Meets Standard Does Not Meet
Focus Standard
[nstitution involves the community B

Institution uses student and stakeholder satisfaction to ¥4

improve Pennsylvania Public Postsecondary Vacational
Education

The institution meets the standards for this category.




Annual Review Checklist

INSTITUTION NAME: Lehigh Career and Technical Institute COMPLETION DATE: 02/03/15
Category C: Administration, Staff, Faculty, and Support Meets Standard Does Not Meet
Services Standard
institution enacts practices to achieve high performance ¥

Institution builds a guality workforce

Institution identifies professional growth for administration, b4

staff, and faculty

Institution maintains a conductive environment for all
employees

Evidence provided did not show professional development opportunities for the administration,
faculty and staff. '

Category D: Learning-Centered Program Design and Delivery Meets Standard Does Not Meet
Standard

Institution establishes methods and opportunities for student ¥

learning

Institution provides oppartunities for work-site learning 3

Institution uses methods for monitoring and tracking student £

learning

Institution maintains a process for providing student support b4

institution defines/institutes credit hours X

Evidence provided did not show monitoring documentation (tasks completed), grades or pass rates.
Also no documentation on remediation opportunities.




Annual Review Checklist

INSTITUTION NAME: Lehigh Career and Technical Institute

COMPLETION DATE: 02/03/15

Category E: Learning Centered Facilities and Equipment

Meets Standard

Does Not Meet
Standard

Institution acquires equipment, tools, and instructional
resources to support the program

Institution provides a safe environment

The institution meets the standards for this category.

Category F: Organizational Performance Resuits

Meets Standard

Does Not Meet

Standard
Institution tracks/utilizes student evaluations k4
Institution tracks/utilizes employer evaluations b4

Institution tracks/utilizes administration, faculty, and staff
evaluations

Budget shows growth

&

Although student satisfaction surveys are completed, evidence did not show that the information is
used for PPPVE improvement. No evidence was provided of employer satisfaction/dissatisfaction or
how the information is used to improve PPPVE. Safe School Survey does not show the teachers input
in the satisfaction/dissatisfaction of their programs. Need to see previous and current budget to

determine growth.
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pennsylvania

DEPARTMENT OF EDUCATION

February 3, 2015

Jan Klevis

Director of Postsecondary & Workforce Education
Lehigh Carcer and Technical Institute

4500 Education Park Drive

Schnecksville, PA 18078-2501

Dear Ms. Klevis,
Enclosed is your Annual Report Review. The following areas did not meet the standards:

Category A — Review of the organization’s performance. Evidence must show how the administration
reviews PPPVE.

Category C — Professional Growth. Evidence must show professional development opportunities for
administration, faculty and staff.

Category D — Monitoring and tracking student learning. Evidence must show how student learning is
tracked through grades and pass rates. Must also see remediation opportunities for students.

Category F — Student, Staff and Employer Satisfaction/Dissatisfaction and Budget Growth.
Evidence must show how the student evaluation is used for PPPVE improvement. Evidence must show
employer satisfaction/dissatisfaction evaluations and how the information is used to improve PPPVE.
Evidence must show teacher satisfaction/dissatisfaction evaluations and how the information is used to
improve PPPVE. Must sce previous and current budget to determine growth.

You must provide a written response with supporting documentation by March 6, 2015. Failure to
response may result in your Institution being placed on probationary status.

If you have any questions, please contact me at (717) 783-6860 or betmarshal@pa.gov.

Sincerely,

Beth Marshall
Division of Adult and Postsecondary Education

File

Bureau of Career and Technical Education
333 Market Street | Harrisburg, PA 17126 | 717.783.6860 | F 717.783.6672 | www.education.state.pa.us
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Conflict of Interest Form

Ethics for the individual accreditation program team member...

£

Has personal and professional integrity and will conduct self accordingly

Wiil respect the confidentiality of all written, oral, discussed, written
notes, and obhservations -

-3

Has not previcusly been empleyed by or lived/iives in the schoo! district

L3

Will in no way be bias {o personalities, race, color, national origin, sex
and disability and any form of discrimination.

L-J

Wl not accept any gifts, items of value that may appear to sway cnes
thinking

)

Understands the Accreditation System of Institutions for Adult Education
Guidelines and the Self-study Guidelines and the Orgamzatxonal
Profite of the institution being evaluated

L]

s willing to speak to the State Accreditation Coordinator and express
self about petentially conflicting or sensitive issues

&

Personally feels confident and qualified in performing this responsibility

Signed by the Sitt%\m!/atim&qﬁ Member...
Name: /’% Date: ﬁp/}h‘// <

Please Print Name: - STU{, e Saw A

Name of Instiiution to be accredited:

C- L{CK-CH\ ;
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INSTITUTIONAL ACCREDITATION ADVISORY GROUT (IAAG)
: TRAINING

Objective:

To understand the Pennsylvania Department of Bducation — Post Secondarﬂr
Acereditation of Career and Technical Schools and the role that an JAAG member has in
developing standards, operational procedures and policies. o

| Topics:

Role of an JAAG Member
Objective of Accreditation

Role of Organizations

Process for requesting accreditation
Assistance o applicant institation
Program approval

Self-study

Site visits

Written and exif reports .
Approval/probationary with stipulations/disapproval status process
Report of findings :
Complaint procedure

Appeal procedure

Annuel operational report
Re-acereditation process
Professional staff development
Selection of site evaluators
Training of site evalnators
Evaluation of ASTIAE system
Communication to public

YYVVVYVYVVYVVYVYVYYVYYVVY

Outcome:

Upon completion of this training, participants will have a full comprehension of the role
of an IAAG member, the accreditation process and the expectation of contribution to the
group. Certificates will be given upon completion of training. '




ATTACHMENT 02
See Attachment G4 - JAAG Meeting Minutes
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Marshall, Beth

From:
Sent:
To:

Garcla, Marilyn (PDE) on behalf of Burket, Lea

Tuesday, March 19, 2013 7:42 AM

Alan Slobajan - Center for Arts and Technology; Alde Jackson - Erie County Technical
Schock; Alice Davis - Susquehanna County CTC; Andrew Tommelleo - Lawrence County
AVTS; B. Keityh Yohn - Franklin County CTC; Bernard Wagenseller - Upper Bucks County
AVTS; Bill Forsythe - Columbia-Montour AVTS; Brad Elwood - Central Westmoreland
CTC Bradley Dei Cas - Mon Valley CTC, Brian Williams - Bethlehem AVTS; Carcl Fry -
Indiana County Technology Center; David Bacher - Columbia-Montour AVTS; David
DiPasquale - Bedford County Technical Center; David Kipphut - Swenson Arts and
Technology High School; David Lapinsky - Lehigh Career and Technical Institute; David
Reinbold - Carbon County AVTS; David Warren - Lancaster County CTC; Dawn Kocher-
Taylor - Lenape AVTS (kechdaw@lenape k12 paus); Denise Kempa - Beaver County
Career and Technology Center; Dennis Hain - SUN Area CTC; Diane Franklin -
Cumberland Perry AVTS; Donald 1. Burd - Fulton County Area Vocational Technical .
School; Dr. Rarby Copelan - Parkway West CTC; Dr. David Thomas - York County School
of Technclogy; Dr. Diane Niederriter - Schuykdll County Technology Centers; Dr. Michael
Lewis - Miffiin-Juniata CTC; Dr. Richard Makin - Central PA Inst for Science and
Technology; Dr. Thomas Rushton - Monroe Career & Technica] Institute; Edward Jeffreys
- Fayette County AVTS; Elizabeth Frankhouser - Northern Tier Career Center; Eric Butler -
Lycoming County CTC; Eric Heasley - AW, Beattie Career Center; Gary Weber - Warren
County AVTS; George Custer - Lebanon County CTC; George Ebert; Gerald Witmer -
Reading-Muhlenberg CTC; Jackie Cullen - PACTA; James Monaghan - Northumberland
County CTC; James Young - Seneca Highlands; Jim Miller - Principal - Warren County
CTC; John Augustine ~ Greater Johnstown AVTS; Joseph Cunningham - Butler County
AVTS; Joseph Greb - Western Montgomery CTC (Formerly Western Center for Technical
Studies); Joseph lannatti - Western Area CTC; Judy Sharer - Sun Area Technical Institute;
Justin Bruhn - Cumberland Perry AVTS; Karen Remick - Somerset County Technology
Center; Kathryn Strouse - Midd|e Bucks Institute of Technology; Ken Jubas - Admiral
Peary AVTS; Kevin Lacey - Dauphin County Technical Schocl; Kevin Rice - Steef Center;
Kurt Kiefer - Northern Westmoreland CTC; Kurt Lynch - Schuykill County Technology
Centers; Lanny Ross - Greater Altoona CTC; Leon Poeske - Bucks County Technicai High
School; Linda Wolfgang-CTE Supervisor-Pitisburgh; Lois Richards - Clearfield County
CTC: Lori Herman - Hazleton Area Career Center; Marie Bowers - Eastern Westmoreland
CTC; Mario Fontanazza Jr - Venange Technology Center; Marsha Welsh - Jefferson
County-Dubois AVTS; Mary Lou Lebo - Huntingdon County CTC; Mathew Pundt - City of
Erie Career and Tech School; Michael Lucas - North Montco Technical Career Center;
Michelle Armstrong - Philadelphia SD; Mr. Peter M. Halesey- Wilkes-Barre AVTS; Mrs,
Linda Murphy - Conneilsville CTC; Ms. Angela Mike - Pittsburgh City Schools; Nancy
Tkatch - West Side AVTS (ntkatch@wsctc.net); Neil Donovan - Crawford County CTG
Patricia Scales - McKeesport AVTS; Pzul Balant - Forbes Road CTC; Phillip Lachimia -
Delaware County Technical Schools; Rachel Martin - Mercer County Career Center;
Robert Belerschmitt - Northumberland County AVTS; Robert Lees - Berks County CTC,
Sandra Himes - Lehigh Career and Technical Institute; Thelma Szarell - Greene Co AVTS;
Carolyn Clark AA for Dr, Thomas - York County School of Technalogy
(cclark@ytech.edu); Daniel Potutschnig; John Pulver (johnpulver21@gmail.com); Karen
Pfiugh - Greene County CTC; Randy Leadbetter - Clarion County Career Center; Ronald
Roth - Career Institute of Technology; Scott Owens - Keystone Central AVTS; Scott
Rogers - York Co Technical Schook Thomas Allen - Eastern Center for Arts and
Technology; Toni Arnold - Dauphin County AVTS Assistant Director; Vincent Nallo - CTC
of Lackawanna County; Walter Stauch - Central Mecntce Technical High School

1



Cc: . Marshall, Beth
Subject: : Accreditation Guidelines

Cear CTC Diractor:

The Pennsylvania State Board for Vocational Education continues to be recognized by the US Department of Education as
a reliable authority for accrediting career and technicai centers that offer aduit career and technical education, The US
Department of Education requested that we provide additional clarity to Chapters 8 and S of the Accreditation

Guidelines. The guidelines have been revised and are now available for public corment.

Please take some time to review the guidelines which can be found at:

http://www.portal.state.na.us/nortaIlserver.pt/'commun%tv/accreditation/7351
The 30 day public comment period is from March 18, 2013 through April 16, 2013,

Please contact Beth Marshall if you have comments.

betmarshal@pa.gov

Sincerely,
Lee

Lee Burket | Director

Department of Education | Career and Technical Education
333 Market Street | Hbg PA 17145

Phone: 717.787.5530 | Fax: 717.783.6672

www education.state, pa.us

PRIVILEGED AND CONFIDENTIAL COMMUNICATION

This message Is intended only for the use of the individuat or entity to which It is addressed and may contaln information that is confidential.
1 the reader of this message is not the intended reciplent, or the employse or agent responsihie for dellvering the message to the Intended
recipient, you are hereby notified that any dissemination, distribution or copying. of this communication is strictly prohibited, If you have
received this cormmunication in error, please immediatefy netify the sander and then delete the communication from your electronic mall
system,

i
i
i
3
i
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2 pennsylvania

" DEPARTMENT OF EDUCATION

September 5, 2012

John Augustine

Director

Greater Johnstown Career.and Technology Center
445 Schoolhouse Road '
Johnstown, PA 15904-2927

Dear Mr. Augustine,
This letter is to inform you thét due to neCéssary ASIAE Guideline revisions, your
Pennsylvanla State Board for Vocational Education Accreditation has been extended
for a year Your new explratlon date will be March 31, 2014

" Due to these changes, PDE will not be conductmg the site visit on November'5, 6 &
7, 2012 as scheduled. We would like to reschedule the site visit for May, 2013.
Please contact me with available dates.

You will not need to prepare a new binder, however; we may request updated
docu mentatlon i.e. budgets closer to the site VISIt

Thank you for your support in th!s matter. We look forward to WOfking with you in
the sprmg ' _

Sincerely,
" % 'vx, I C{,(.:/er/b/

Beth Marshall : '
Division of Adult and Postsecondary Educatlon

Ce: Tricia Rummel
File

Bureau of Cateer znd Technical Education’ '
333 Market Street | Harrisburg, PA 17126 | 717.783.6880 | F 717.783.6672 | www.aducation. state, pa us



ATTACHMENT Q1
See Attachment B1 — Chapter 5
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Accreditation Self-Study

Name of Institution: Greater Johnstown Career & Technology Center

Category A — Organizational Leadership:

The Standard...

The institution’s leaders address the organization’s values, purpose, focus, and performance
expectations, as well as its focus on students and stakeholders, including student learning,
faculty/staff, organizational learning, regulatory requirements, and public responsibilities.

The organization develops strategic plans including the vision, mission, and values, clear objectives,
designs and implements specific action plans and performance expectations, and tracks improvement
towards the objectives.

No. Quality Initiatives

a. | Provides direction to the overall organization:

1. Does the administrative team set and disseminate values, direction, and performance
expectations? Is two-way communications ensured on these iterns? (List the names and job
titles of the administrative team for the applicant institution)

The Administrative team of the Greater Johnstown Career and Technology Center (GJCTC)
develops and disseminates the values, direction and performance expectations for Adult
Education students and staff through written policies and verbal and written communications.
Administrative staff serves as an example for students and instructors by displaying the values
and behaviors consistent with the philosophy of the school.

Policies and guidelines for instructors that reflect the organizational philosophy are in the Adult
Education Instructor Handbook and the Practical Nursing Faculty Handbook. Student
handbooks are given to each student and are reviewed at an orientation session to ensure that
students are apprised of school policies. All handbooks are reviewed annually and approved
by the Joint Operating Committee (JOC).

Communication is achieved through formal meetings and informal weekly discussions with
program supervisors and course insiructors. Information is presented and program
progression and student performance is discussed. Each member of the administrative staff
has.a one-to-one meeting with the Administrative Director weekly, and administrative team
meetings are held monthly.

The Supervisor of Aduit Education regularly visits program areas to meet with students and
instructors. She also holds meetings at the beginning of each school year and throughout the
year with instructors. The Practical Nursing Faculty Organization, which includes student
representatives, meets formally regarding student and faculty performance.

JOC meetings are held monthly. The Supervisor of Adult Education attends every meeting to
obtain up-to-date information and give monthly reports on Adult Education matters to the JOC.
Information on JOC meetings is distributed in monthly JOC Highlights sent via email to all
GJCTC staff members.

Open channels of communication are ensured through advisory board meetings, student and
instructor evaluations, student exit interviews, faculty meetings, participation in community




organizations focusing on business and education needs, and frequent communication with
employers and local businesses.

The GJCTC Organizational Chart clearly defines the relationship of Adult Education to the
overall organization of the school. The administrative team members that are responsible for
the adult education programs are:

John S. Augustine il Administrative Director

Tricia Rummel Supervisor of Adult Education
Tricia Monahan Practical Nursing Coordinator
Exhibits:

Articles of Agreement

Administrative Team Meeting Agenda

Adult Education Exit Interview Form

Beginning of School Instructor Meeting Letter

Instructor Meeting Sign-In Sheet

JOC Highlights and Attached Adult Education Monthly Newsletter
GJCTC Organizational Chart

Exhibits at Site Visit:
Adult Education Instructor Handbook
Practical Nursing Faculty Handbook
Administrative Team Member list
Cambria County Business and Education Consortia Meeting Minutes
Cambria/Somerset County Manufacturing Consortia Meeting Minutes
Adult Education PACTA Meeting Minutes
Adult Education Monthly Reports

What is the organization’s official vision and mission that clearly reflects its overall purpose of
existence and implies/includes PPVE in its scope?

The mission statement of the GJCTC is “Ensure student achievement in career and technical
education.” The vision statement is “Be a model for Career Pathways and Business Education
Partnerships.” Both of these statements clearly reflect the purpose and mission of the school
and direct the overall operations of the secondary and postsecondary programs. The mission
and vision of GJCTC address vocational instruction and community invoivement for all school
programs and includes the scope of PPVE.

Exhibit: ‘
Mission Statement/Vision Statement from GJCTC Adult Education Program Catalog

Exhibit at Site Visit: ‘
Mission Statement/Vision Statement from GJCTC Website

Is the overall vision/mission and PPVE services communicated to key stakeholders such as
employers, public/community organizations, faculty/staff and adult students?

The mission and vision statements are communicated to stakeholders via program catalogs
and brochures, facuity and student handbooks, discussion at occupational advisory committee
meetings, open houses, and advertisements. The school website (gjctc.org) includes the




mission statement for stakeholders to review. The mission and vision statements are included
in PowerPoint presentations used in recruitment at open houses, career fairs, and the annual
Showcase for Commerce. Mission and vision statements are reviewed at faculty meetings
during the school year. The mission of the school is communicated to prospective students via
conversations, interviews and program orientation sessions. The statements are also covered
in orientation sessions with admitted students at the beginning of each program. The adult
education department works closely with the CareerLink and the mission and vision of the
GJCTC is familiar to that agency.

The mission and vision statements are displayed in the Adult Education office and other
locations in the building.

Exhibits:
Mission Statement/Vision Statement from GJCTC Website

Exhibit at Site Visit:
Aduit Education Program Catalog
Adult Education Student Handbook .
Practical Nursing Program Student Handbook

Establishes the future direction for PPVE and implements the plan:

Is your overall vision/mission and operations based on public/community needs and
expectations of key customers and based on current data and information?

Programs offered at GJICTC are geared to meet the needs of the community surrounding
Johnstown and the satellite campuses. Input from the community is obtained through a Local
Advisory Committee (LAC) which meets annually. At these meetings, business leaders,
community agencies, and school representatives meet to discuss program offerings,
community needs, employment trends, and educational practices. Additionally, each program
area has an occupational advisory committee (OAC) that is comprised of members specific to
that occupational area. The OACs meet two times per year and discuss educational and
employment issues related to their respective programs.

The Adult Education Career Counselor is a member of the Business and Education Consortium
for Cambria County. This consortium is comprised of representatives from area businesses
and schools who meet to discuss community needs, foster relationships, and encourage a
collaborative approach to meeting employment and education needs.

The Supervisor of Adult Education is an active member of the Cambria/Somerset Counties
Manufacturing Consortium and the Cambria/Somerset Counties Safety Consortium. The
consortia are directed by the Johnstown Area Regional Industries (JARI), the area economic
development agency, and comprised of local manufacturing companies. This group meets bi-
monthly to discuss topics related to manufacturing, employment needs, training needs, etc.

The Practical Nursing Coordinator is a member of the Cambria/Somerset Counties Healthcare
Consortium, also directed by JARI. This group meets regularly to discuss topics related to the
needs of local healthcare agencies.

All of the programs at GJCTC that prepare students for high priority occupations are registered
on the Commonwealth Workforce Development System (CWDS) and are eligible for funding
through the Workforce Investment Act and Trade Adjustment Act. These same programs are
on the most current High Priority Occupations List developed by the Department of Labor.




Annually, these programs must be registered and meet or exceed the thresholds set for
completion and job placement rates to be re-approved for funding.

New program offerings are developed after a need from the community has been established
and meetings are held to determine the feasibility of implementing a new program. For
example, in 2008, representatives from JARI approached GJCTC about offering machinist
training for local businesses. A needs assessment was completed and meetings were held to
determine the need in the area and what was needed in terms of equipment, supplies, etc.
Classes started operating in GJCTC’s machine shop in February 2009.

Exhibits:
Local Occupational Advisory Committee Member List and Agenda
Business and Education Consortia Meeting Minutes
CWDS Approved Program List
Employer Support Letter-Machinist Training Program

Exhibits at Site Visit:
_High Priority Occupation List
Needs Assessment Materials for Machinist Program
Cambria/Somerset County Manufacturing Consortia Meeting Minutes
Cambria/Somerset County Healihcare Consortia Meeting Minutes

Does your strategic plan establish goals and objectives that include strategies for PPVE, are
they timely and futuristic in scope?

The goals and objectives in the Strategic Plan identify competencies for all vocational students.
Adult Education is included in the scope of the Strategic Plan.

Exhibits at Site Visif:
Strategic Plan

What are your PPVE key strategic objectives, acticn plans, and timetables for accomplishing
them?

GJCTC’s goal is to continue to provide adult education students with Title IV funding. This goal
is made possible through the schoo!'s full accreditation for public postsecondary vocational
education (PPVE) under the authority of the Pennsylvania State Board for Vocational
Education (PSBVE). GJCTC was initially accredited in 2008. Prior to accreditation through
PPVE, GJCTC was accredited through the Council on Occupational Education (COE).

The goals and objectives in the Strategic Plan identify competencies for all vocational students.
Adult Education is included in the scope of the Strategic Plan.

Exhibits:
PPVE Approval Letter (May 30, 2008)
Copy of Certificate of Accreditation

Exhibits at Site Visit:
Strategic Plan




What are your key measurements and performance indicators/targets that will identify
successful completion, and are used to track the plan execution?

Successful completion of the student performance and overall program success is tracked and
evaluated using many different methods.

Completion of theory components of the adult education programs are maintained through
written and computerized grade records. Students are informed of theory progress at regular
intervals during the programs. Laboratory activities are observed and graded by the program
instructor.

Competence based student performance evaluations are used to record student progress in
the program areas for industry training and in the clinical settings for practical nursing. For
example, in the mobile equipment operations program, student competency is evaluated after
training is completed on each piece of equipment.

Students in‘the Practical Nursing Program receive formative and summative clinical evaluation
during and after completion of each level in the program. Verbal feedback is given to students
by the clinical instructors on an ongoing basis.

Many programs at GJCTC have been using the National Center for Construction and Education
Research (NCCER) curriculum. This curriculum includes both a core curriculum and a
program-specific curriculum and provides a nationally recognized lndustry credential to all
students who successfully complete each module.

Students in the Municipal Police Academy must successfully pass regular examinations written
by the Municipal Police Officers Education and Training Commission as a MPOETC
requirement.

All Adult Education Students are provided with either a trimester or semester based grade
report during the school year.

Other performance indicators are completion and graduation rates, placement statistics, and
licensure rates as applicable for all adult programs. These statistics are collected, compiled
and recorded by the Adult Education Career Counselor.

All programs at GJCTC provide students the opportunity to attain a National Skill Standard and
Credential.

All students in the Mobile Equipment Operations program are provided the opportunity to test
for their Class A CDL license. Students, with few exceptions, are successful in obtaining CDL

licensure.

Graduates of the Practical Nursing Program are qualified to fake the NCLEX-PN licensure
examination. The current pass rate for the Practical Nursing Program as listed on the
Pennsylvania State Board of Nursing website is 89.33%.

Students in the Welding & Metal Fabrication Program are qualified to test for multiple American
Welding Society (AWS}) certifications. Students in the Heating and Air Conditioning Program
are eligible to take the EPA certification test. The Machinist Technology Program is approved to
offer the NIMS certification exams.




Exhibits:
Mobile Equipment Operations Program Performance Evaluations
Practical Nursing Program Clinical Evaluation - Level |
List of National Skill Standards for Each Program Area
Student Completion Rates

Exhibits at Site Visit:
NIMS On-Site Evaluation Agenda
Student Follow up phone log
List of Students who Received a National Skill Standard

Reviews the organization’s performance:

Do senior leaders ensure the school is meeting its fiscal budget and other accountabilities?

Every fiscal year, a budget for each of the adult education programs is developed by the
Super\nsor of Adult Education, Practical Nursing Coordinator and the Director of the Policy
Academy in correlation to the instructional/supportive and administrative needs of the
programs. Budgets are reviewed with each supervisor by the Administrative Director for a final
Workforce Development/Adult Education Projected Budget to be presented to the Joint
Operating Committee for tentative adoption and forwarded to the seven participating districts
for final adoption. The adopted General Fund Budget, which includes the Adult
EducationMorkforce Development Program Budget, is submitted to the PA Department of
Education, as required. Monthly general ledger and financial reports are produced through a
computerized accounting system, and reviewed by the Administrative Assistant of Fiscal
Operations and areas of concern are reviewed with the Administrative Director and, if
necessary, with senior leader of the program area. '

All reports are detailed according to the PA Department of Education Governmental and
Financial Reporting Principles, to GAAP (Generally Accepted Accounting Principles) and to the
adopted budget. Each program is assigned a specific account code to identify its revenues and
expenditures. An Annual Financial Report is filed with the PA Depariment of Education. The
Adult Education programs maintain a fund balance to be used in the continuation of future
programs when needed. Annually, an independent audit is performed auditing all the fiscal
operations of the Greater Johnstown Career and Technology Center.

Exhibits:
Workforce Development/Adult Education Budget 2012-2013 Fiscal Year
Statement of Revenues and Expenditures by Operational Unit Monthly Financial
Report
Summary of Auditor's Results - Auditor’s Report for Fiscal Year Ending
June 30, 2011

Exhibits at Site Visit:
Auditor's Report for Fiscal Year Ending June.30, 2011

Do senior leaders regularly review the school's progress to assure it is reaching its goals,
objectives and PPVE commitments, and to make revisions and take corrective action? What




are some recent accomplishments?

Senior leaders review the school's progress frequently throughout each school year. Students
regularly evaluate courses during the program and in exit interviews following program
completion. Results are compiled and reviewed by the Supervisor of Adult Education, the
Director of the Police Academy and the Practical Nursing Coordinator. Evaluations are
reviewed by the Administrative Director as needed.

Personal phone calls are made to graduates approximately six months after program
completion to determine what progress the individual has made in obtfaining employment. All of
these phone calls are logged and the results are recorded.

Evaluations are also sent to employers to ascertain the quality of GJCTCs programs, and
provide an opportunity for local employers to give feedback and offer suggestions for
improvement.

Program instructors and supervisors read and discuss student evaluations on an ongoing basis
at staff meetings. If changes or interventions need to occur immediately, the matter is
discussed personally with appropriate individuals. Program evaluations are used fo revise and
improve curriculum and instructional delivery continuatly.

Practical Nursing Graduates performance is measured by completion rates, job placement
rates and licensure rates (NCLEX-PN) and are reported to approval and accrediting agencies
| annually as a means of monitoring the program success.

Annual reports are completed for PPVE and the Pennsylvania State Board of Nursing.

Program review has led to the following recent accomplishments:

Continued Approval of Programs on CWDS

Veteran’s Administration Re-Approval of Programs

Continuation of Customized Job Training Programs

High Pass Rates for CDL Operators and NCLEX-PN Licensure

Awarding of a $200,000 Grant for Tuition Assistance for Adult Students in Practical
Nursing and Machining Technology from the Pennsylvania Department of Labor
and Industry

Status as One of Only Three Approved Weatherization Training Centers in
Pennsylvania

Successful Accreditation through PPVE

Exhibits: :
Adult Education Mid-Point Confidential Interview Survey
Adult Education Exit Interview (Pre-Graduation) Form
Commonwealth Workforce Development System Approved Program List
Veterans Education Approval Letter
PPVE Approval Letter (May 30, 2008)
Copy of Certificate of Accredifation
Student Completion Rates
Employer Survey

Exhibits at Site Visit:
Summaries of Mid Point Interview Surveys — From Postsecondary Programs
Award Letter for Pennsylvania Department of Labor & Industry Grant
Tuition Assistance Grant
Award Letter for Pennsylvania Depariment of Labor & Industry Grant




Weatherization Program

Meets its regulatory requirements and public responsibilities:

Do you comply with Board policies and procedures and ensure the institution maintains the
public’s trust in the integrity of the institution?

All personnel are required to follow the GJCTC policies and procedures as approved by the
Joint Operating Committee (JOC) and defined in the GJCTC Policy Handbook. The
administrative team regularly attends JOC monthly meetings and keeps abreast of any policy
or procedure changes. JOC meetings are advertised and open to the publlc

All program brochures and handbooks are regularly reviewed by program supervisors and
instructors for accuracy, consistency and clarity. The institution adheres to the information
presented in the written publications and applies the policies and procedures in an equitable
and nondiscriminatory manner.

Exhibit:
JOC Meeting Minutes
JOC Highlights

Exhibit at Site Visit:
GJCTC Policy Handbook

s the institution conducting its operations in a fair and ethical manner and have evidence of
following the state’s ethical policies, practices, and civil rights compliance with particular
attention to those factors affecting students and employees?

The non-discrimination policy statement is in the GJCTC Policy Manual, program brochures
and student handbooks. The policy is also on the School website. The policy is followed in
‘recruiting, admitting and educating students in all programs. Complaints are directed to the
Administrator Director.

All staff members are required to attend on-site training sessions on unlawful harassment and
its implications.

A grievance policy is in place and published in all handbooks given to students and staff.

Exhibits:
Non-Discrimination Policy as Printed in GJCTC Program Catalogs and
Student Handbooks
Non-Discrimination Information — GJCTC Website
Adult Education Grievance Policy
Practical Nursing Program Grievance Policy

Exhibits at Site Visit:
GJCTC Policy Manual No. 103 — Non-Discrimination In School and Classroom
Practices and Report form for Complaints of Discrimination
GJCTC Policy Manuai No. 104 - Non-Discrimination in Employment/Contract
Practices and Report form
Handouts from October 2011 Inservice Training




Handouts from August 2010 inservice Training

3. ' Does the school review its policies, directives, and practices to ensure that théy reflect the
requirements of the applicable laws and regulations, and do not unfairly or negatively impact
those constituents the institution serves?

The School is a member of PSBA which notifies the School on recent legislation and policy
changes. :

Regular, formal review of policies, procedures, directives and practices is accomplished
through the Strategic Plan, Student Handbook review and regular administrative team
meetings. Program instructors have input into new policies that are adopted.

Student handbooks are annually approved by the JOC. Major program revisions are taken to
the JOC for input and approval.

Exhibit: , ‘
JOC Meeting Minutes — Adoption of Postsecondary Student Handbook

Category B — Student, Stakeholder, and Public/Community Focus:

The Standard...
The organization determines requirements, expectations, and preferences of students, stakeholder,

and markets. It builds relationships with students and community members and determines the key
factors that atfract students and partners to educational services and programs. It has formal
methods for “listening and learmning” from its constituents.

Each vocational program includes community involvement and promotes an understanding of the
program’s needs and accomplishments to the community. Each program has an active program
advisory committee that is broadly representative of the business and industrial community it serves.

The institution responds to questions and complaints in a timely and efficient manner.

No . Quality Initiatives
a. Involves the Community: There is an effective program involving community support
and input with business, industry, community agencies, and special program advisory
commitiees:
1. List your key advisory groups that are in place including their area of focus.

GJCTC has several key advisory groups: the Local Advisory Committee (LAC), the
Occupational Advisory Committees (OAC), the Municipal Police Officers Education & Training
Commission (MPOETC), and the Professional Advisory Committee (PAC).

The Local Advisory Committee (LAC) meets annually with the goal of obtaining input from the
community. At these meetings, business leaders, community agencies, and school
representatives meet o discuss program offerings, community needs, employment trends,
and educational practices.




All postsecondary programs and secondary programs with intergenerational students have
Occupational Advisory Committees (OAC) that are comprised of business and industry
representatives, administrators, former students, and instructors. These committees meet
regularly to maintain communication between industry and education. Administrators,
instructors, faculty and counselors remain current with the new practices in business and the
area’s occupational needs. Educators provide industry members with program updates,
curriculum development and equipment upgrades.

The Municipal Police Academy meets quarterly with the MPOETC to discuss curriculum
updates, current legislative issues, and program concerns. The Municipal Police Academy
does not have an Occupational Advisory Committee as MPOETC acts in that capacity.

The Professional Advisory Committee (PAC) is comprised of the seven sending school
superintendents and the GJCTC Administrative Director. The PAC meets monthly to advise
the JOC and GJCTC Administrative Director concerning the educational programming,
operational details, and policies of the school.

Exhibits:
Local Occupational Advisory Committee Member List and Agenda
Mobile Equipment Operations Program OAC Minutes
Health Assistant Program OAC Minutes
PAC Minutes
the Municipal Police Officers Education & Training Commission Quarterly
Commission Meeting Minutes

Exhibit at Site Visit:
Additional Meeting Minutes

Do you communicate and publicize your vision/mission, programs, and services available to
adult students and the public?

The schoofl's mission statement is published in the program brochures, flyers and catalogs.
Advertisements in local newspapers, radio stations, and television stations focus on the quality
career and technical education at GJCTC. A budget specifically for advertising and public
relations is managed by the Supervisor of Adult Education and used to promote the adult
education programs. :

The school's website contains the mission and vision statements and addresses the services
available for adult students. The school reaches out to the public via open houses (held twice
per year) and has had live coverage from local radio stations. School personnel attend job
and career fairs and maintain contact with local WIB boards and community agencies to
promote the programs and services available to adulf students. Personnel also participate in
community activities, such as the Chamber of Commerce events, Business and Education
Consortia meetings, etc.

Exhibits:
Mission Statement/Vision Statement from GJCTC Adult Education Program Catalog
Newspaper Advertisement
Newspaper Advertisement for Open House
Television Advertising Proposal
GJCTC Website Homepage




Exhibits at Site Visit:
Registrations for Career Fairs
Showcase for Commerce Registration
Radio commercial Script
Billboard Proof
Newspaper Ads

Do you ensure that printed materials and other media for communication to the public are
presented in an accurate and ethical manner?

The individual program instructors, the career counselor, the program supervisors, and the
Administrative Director review all printed materials on a regular, ongoing basis for currency
and accuracy. Revisions are made as necessary and program materials are printed with the
date of the revision indicated. New student handbooks are printed at the beginning of every
program year reflecting any program changes, policy additions, or changes in tuition and fees.

1| Each program has a Tuition, Fees, and Expenses Sheet (TFES) which is updated annually.
The TFES is given to prospective students at the time of the registration interview and outlines
all of the costs that will be incurred when enrolling in a program.

The Joint Operating Committee reviews and approves the postsecondary and Practical
Nursing student handbook annually. '

Exhibits: '
Individuai Program Advertising Flyer-Heating & Air Conditioning Technology
TFES Sheet-Electrical Technology
JOC Meeting Minutes — Approval of Student Handbook

Are program advisory committees used to encourage innovative teaching methods and
program objectives/content that meet the needs of individual students for the current and
future labor market and to incorporate new technologies?

Occupational Advisory Committee members act in an advisory capacity in the review of
curriculum, methods of instruction, and program equipment at each regularly scheduled
meeting. A graduate or current student from each program is a member of most advisory
committees and gives input from a student’s perspective. Equipment used in program
instruction is reviewed and suggestions for additional equipment and supplies that-would
augment the curriculum are discussed. Feedback on graduate performance is obtained and
the current labor needs of the community are addressed. Industry committee members
provide information on new methods and technologies used in industry, current job openings
and wages, and upcoming trends in the field.

Exhibit: .
Construction Technology Program OAC Minutes

Exhibits at Site Visit:
OAC Minutes from all Programs




Do you ensure there is an advisory committee that is formally organized, and meets at least
once annually for each program that includes PPVE students?

OAC Meetings are held regularly for secondary and postsecondary programs. Every year a
dinner meeting is held for every program and its members. Additionally, each program
instructor holds one meeting separately during the year. Rules and regulations for advisory
committees are formulated and presented for review at committee meetings. Bylaws for the
Practical Nursing Advisory Committee define purpose, membership and functions. The
Municipal Police Academy is governed by Municipal Police Officers Education and Training
Commission (MPOETC).

Exhibits:
OAC Invitation Letter
Practical Nursing Program Advisory Committee Bylaws

Exhibits at Site Visit:
OAC Member Commendation Letter

Do you ensure there are adequate records of advisory committee meetings? Do you track how

they have been effective and where their input has been acted upon in sustaining and
improving the quality of PPVE ?

Minutes for advisory committee meetings are on file with the program supervisors and are
reviewed by advisory committee members at the next meeting. Each program supervisor
reviews the minutes and meets with his/her instructors to discuss and possibly implement
suggested changes. Recommendations, actions, and any follow-ups from each meeting are
noted at the next meeting or before as needed.

Exhibit:
Child Development & Education Program OAC Minutes
Mobile Equipment Operations OAC Agenda

Exhibit at Site Visit:
Welding Program OAC Meeting Summary

Determines student and stakeholder satisfaction to attract, satisfy, retain, and increase
PPVE enrollment:

Do you collect, summarize, and analyze input from students and stakehoiders as related to
PPVE? :

Input from both students ahd community members is both collected and reviewed regularly by
GJCTC staff.

Students in adult education programs complete evaluations after they complete the first half of
their respective training program. They also have an exit interview with the Education Career
Counselor prior to graduation. During the exit interview, the student completes a written
evaluation and also has the opportunity to offer comments and suggestions to the counselor.
Both the mid-term evaluations and the exit interview evaluations are reviewed by the program
supervisor and typed in a summary form for review by the instructors. Students are
encouraged to bring any concerns or suggestions to the Career Counselor or program




supérvisor during their program.

Exhibits:
Practical Nursing Program Student Evaluation Form
Adult Education Program Student Mid-Point Interview Summary Form
Adult Education Exit Interview Summary Form

Exhibit at Site Visit:
Examples of the Summarized Student Evaluations

Are there easy access methods for students and stakeholders to contact and communicate to
appropriate authorities?

Enrolled or prospective students can contact the Adult Education Office from 7:30 AM

to 8:00 PM Monday through Thursday and 7:30 AM — 4:00 PM on Friday throughout the
academic year. Summer hours are 8:00 AM — 3:00 PM Monday through Friday. Several
direct outside telephone lines are available for individuals who want to call the school. Contact
can also be made via voice mail, email and fax to program supervisors, instructors and
secretaries. Contact numbers and the school website are listed on program publications as

“| appropriate.

Interested individuals can also send an email request to staff members through the website.
These requests are responded to immediately.

| A specific phone number has also been designated as the “advertisement line” and is printed
on all newspaper ads and included on all radio commercials. An 800 number is available for
individuals outside the local area code. These phone numbers ring directly to an individual
who can answer any questions a person may have regarding the programs offered at GJCTC.

Students have contact with program instructors and access to program supervisors during
school hours. An open door policy exists for students to contact the Career Counselor and

program supervisors.

Exhibits: '
Contact Information in the Adult Education Program Catalog
Contact [nformation on the GJCTC Website
Newspaper Advertisement

Do you ensure prompt feedback to its students and stakeholders? What are your internal
requirements for response time?

Adult education staff (instructors, program supervisors, career counselor, and secretaries)
address program inquiries and concerns daily. Current, former, and prospective students
receive prompt, immediate attention to any questions, requests or concerns. Typical response
time is less than 24 hours to most requests and questions.

The secretarial staff mails program catalogs and flyers to interested students and responds to
. telephone or email inquiries in a timely fashion. Calls and walk-in inquiries are logged on the
Information Inquiry Request Sheet.




Exhibits:
Information Inquiry Request Sheet
Email Inquiries

Exhibit at Site Visit:
Binder of Email Inquiries

4. Do you collect and analyze complaints from students and stakeholders and take corrective
action as appropriate? Is there a method to aggregate this information to determine the most
frequent issues for actionable resolution?

Program evaluations are summarized and reviewed by each program supervisor, the career
counselor, and the program instructors. Changes are implemented based on the evaluations.

When necessary, the program supervisor meets with students who have problems or
complaints. However, most issues are quickly resolved at the instructor level. Although
written complaints are infrequent, the Student Grievance Procedure, located in the Student
Handbooks, provides students with a formal procedure for addressing grievances. Any
grievances filed are kept in the appropriate program supervisor's office.

Exhibit;
Adult Education Student Grievance Procedure

Category C — Administration, Staff, Faculty and Support Services:

The Standard...
The organization has quality work systems, learning and motivation practices, and well-being
procedures that support a climate c_onducive to performance excellence.

The organization has methods of selecting, developing and retaining administration, staff, faculty and
support services that meet the needs of PPVE.

All personnel have the appropriate education along with recent work experience that enables them to
relate their instructional or other responsibilities to service, business or industrial methodology. '

No Quality Initiatives
a. Enacts workforce practices that enable all employees to achieve high performance:
1. Does the institution have a sufficient number of administrative, faculty, and support personnel

to provide the necessary support for PPVE?

The Adult Education Department at GJCTC is comprised of the following staff:

The Administrative Director (secondary and postsecondary programs), Supervisor of Adult
Education, Practical Nursing Coordinator, Director of the Municipal Police Academy, Adult
Education Career Counselor, secretarial staff, and both full-time and part-time instructors.

Exhibit:
Listing of Personnel

2. Are adequate custodial services made available to provide care and maintenance of buildings




and grounds for the overall institution?

Adequate custodial services are made available. The maintenance department of GJCTC
consists of the Supervisor of Building and Grounds, the Grounds Keeper Supervisor and four
full-time custodial staff and four part-time cleaners. Custodial coverage is provided from 6:30
AM to 11:00 PM Monday through Friday. Custodial staff is available for any scheduled
activities outside of normal operating hours with advanced notice.

One custodian is scheduled for 1% shift during the 187 day school year. All others are 2™ shift
and work on assigned areas on a rotating schedule. During the summer months six workers
are on 1% shift and 2 remain on 2" shift.

Are the duties and responsibilities for each administrative, faculty and support staff employee
clearly defined? .

The duties and respbnsibilities for each administrative, instructional, and support staff
employee are included in their written position descriptions. Each position description includes
the necessary qualifications, position classification, supervisor, and duties and responsibilities.

Exhibits:
Job Description — Supervisor of Adult Education
Job Description — Postsecondary Instructor

Exhibit at Site Visit:
Additional Job Descriptions

Builds a quality workforce:

Are the requirements and skills heeded by potential faculty and staff to provide quality PPVE
identified?

The duties and responsibilities for each administrative, instructional, and support staff
employee are defined in the individual position descriptions. Each position description
includes the necessary qualifications, position classification, supervisor, and duties and
responsibilities. Certain adult programs, such as Practical Nursing and Nurse Aide, have
position requirements specified by approving and accrediting bodies. MPOETC requires all
Police Academy instructors o attend an instructor development program and an advanced
instructor development. Instructors teaching the CDL courses must have a Class A license
and a valid medical card.

Qualifications for available positions are detailed in advertisements used in recruitment.

Exhibits:
Job Description - Practical Nursing Instructor
Help Wanted Advertisement —Instructor Position Openings

Exhibit at Site Visit:
Various Help Wanted Advertisements

Do you ensure an effective system for recruiting, hiring, and retaining faculty and staff that are
capable of delivering quality PPVE?




Applicants are recruited through advertisements in newspapers that serve the area.
Recruitment is also done through internet postings and personal referrals.

Applicants are interviewed using a team approach with the program supervisor, program
instructor/s and/or the placement counselor conducting the initial interview. When a
candidate is selected by the team, the Administrative Director conducts a second interview as
appropriate. This practice allows the interviewing team and the Administrative Director to
assess the candidate’s qualifications for the position. An interview summary form is used to
rate the candidates. Selected applicants must be approved for hire by the JOC. Following
approval, a criminal record check (PSP), child abuse clearance and FBI Federal Criminal
History are required. Secondary instructional staff must also acquire Act 48 credits. Municipal
Police Academy instructors who are veterans must present a DD-214 form prior to
employment. Verification of licensure and liability insurance is required for Practical Nursing
faculty. Instructors teaching the CDL courses must have a Class A license and a valid
medical card.

Orientation for new employees is done by program supervisors and instructors.

Continuing education is encouraged and supported by the adult education budget. Notification
of workshops and in-service education opportunities are made available to faculty through
written and verbal methods. Many part-time instructors are currently working in industry and
they receive continuing education at their current job.

At the May 2012 JOC meeting, hourly rate increases were approved for aduit education
instructors. The increases will occur over 3 years and instructors will be earning $20-$23 per
hour.

Exhibit:
Interview Rating Sheet
List of Interview Questions
New Employee Checklist-Adult Education

Exhibit at Site Visit:
Continuing Education Registrations and Certificates of Completion
Criminal Clearance Forms
JOC Meeting Highlights

Are procedures for regular performance evaluation and effectiveness of all administrative,
faculty and support employees including a feedback process for each employee
accomplished?

Instructors are evaluated annually by program supervisors. Written performance evaluations
are reviewed with instructors following evaluation. Each instructor then has the opportunity to
respond to the review. Informal reviews are done regularly when the program supervisor visits
the classroom or speaks to the students about their experiences with the program.

Postsecondary students evaluate programs two times during their enroliment.

Students evaluate faculty following each course in the Practical Nursing Program. Written
student evaluations are compiled and resuits are given to the facuity. Peer evaluations are
also utilized for evaluation and feedback for faculty in the Practical Nursing Program.
MPOETC requires that the Director of the Police Academy evaluates and monitors classroom
instruction regularly.




Exhibits:
Instructor Visitation/Evaluation Form
Practical Nursing Program Peer Evaluation Form
Student Program Mid-Point Confidential Interview Summary

Exhibit at Site Visit:
Exit Interview Form
instructor Visitation/Evaluation Form (completed)

Builds knowledge and skills, career development, for the administration, staff, and
faculty:

Does the institution have appropriate procedures for performance evaluation that identifies
professional growth needs of all administration, faculty, staff and other key employees
delivering or involved in PPVE? -

The Supervisor of Adult Education meets regularly with the postsecondary instructors to
determine their individual training needs. These meetings, in addition to the annual
performance evaluations and program evaluations done by the students are used to help
determine areas for professional growth.

Secondary program instructors who teach posisecondary students in the intergenerational
programs must meet the Act 48 requirements for professional educators.

The Supervisor of Adult Education is a member of PACTA and attends the adult education
conference every year. She also maintains her Act 48 credits/nours through attendance at
workshops, conferences, and trainings.

Postsecondary instructors who teach specific certification programs (OSHA, MSHA, etc.)
maintain their credentials annually, or as needed.

Practical Nursing instructors attend in-service education programs at the clinical facilities and
attend conferences and continuing education programs as time and budget permits. A record
of professional development is maintained for faculty in the Practical Nursing Program. A
professional development policy for Practical Nursing faculty is in the Faculty Handbook.

All instructors in the Municipal Police Academy who are certified police officers are required to
attend a mandatory twelve hour in-service annually.

Exhibits:
Instructor Professional Development Certificates

Exhibits at Site Visit:
PACTA Agenda
PA Partners Conference Registration
Instructor Professional Development Certificates

Are development opportunities determined and made available o meet the goals and
objectives of the programs taught by the respective teachers?

Each program’s goals and objectives are determined by individual need, input from the




occupational advisory groups, or other governing bodies (such as the Municipal Police Officers
Education Training Commission). All staff are encouraged to attend professional educational
activities and licensure and certification training. Staff is encouraged to take short term
courses, such as Basic and Intermediate Computer Skilts, Microsoft Word, and Microsoft
Excel, offered by Adult Education free of charge. Staff receives notifications and
advertisements for continuing education and training through the school as well as at home.

In February 2009, GJCTC established a training partnership with Lockheed Martin Aeroparts
(LMAP). LMAP sent all of its newly hired structural assemblers to GJCTC to be trained and
certified on specific skills needed in the aircraft industry. One of GJCTC’s adult education
instructors was trained and certified to offer this program.

Exhibits:
PA Partners Conference Registration
Lockheed Martin Training Program Certification List

Exhibits at Site Visit:
Instructor Professional Development Certificates

Are the institution’s employees informed about the Accreditation System of Institutions for
Adult Education (ASIAE) and the process used by the accreditation site-evaluation team, as
well as how to conduct the self-study?

All school personnel have been notified about the ASIAE process. At their annual instructor
meeting, the evening postsecondary instructors and the intergenerational instructors were
made aware of the process and their roles and responsibilities. The administrative director
informed the Joint Operating Committee at its monthly meeting in April 2012 of GJCTC’s
decision to pursue re-accreditation through the Pennsylvania Depariment of Education.
Communication regarding this endeavor has been conducted regularly through emai,
meetings, and phone calls.

Faculty and staff have been regularly apprised of the progress of the self study report and the
upcoming accreditation visit. :

Exhibits:
Director's Report — April 24, 2012

Exhibits at Site Visit:
Memorandum to Adult Education Staff
PDE Accreditation Meeting Agenda and Minutes
Monthly Report-Adult Education
Administrative Staff Meeting Agenda

Are competent and knowledgeable administration, staff and faculty selected, licensed, and
qualified in their specific field?

All administrative staff are Master’s prepared and/or have appropriate administrative
certification in their area of responsibility. Instructors in the Mobile Equipment Operations
Program have a Class A commercial driver’s license and, in some cases, third party
examiners certification. Adult education instructors in other areas also hold certifications such
as a Home Technology Integrator Instructor, NFPA 70E certification, Master Plumber licenses,
and American Welding Society certifications.




All of the instructors in the Municipal Police Academy are certified police officers, retired
officers, or in the law enforcement field.

Secondary program instructors who teach postsecondary students in the intergenerational
programs must meet the Act 48 requirements for professional educators. :

All faculty in the Practical Nursing Program have a BSN or MSN degrees. All are licensed
registered nurses in Pennsylvania.

As vacancies in staff and faculty occur, candidates are hired based on education,
qualifications and experience.

Exhibit:
Adult Education Staff Listing

Are employees trained to participate as key individuals in PPVE programs and to fully
understand the prerequisites, objectives, competencies, dutiesftasks, and standards of their
job assighment?

All postsecondary instructors and the Intergenerational program instructors attend an annual
instructor meeting, the new student orientation, and numerous informal meetings throughout
the program year. Instructors are also provided with an [nstructor Handbook, which contains
policies and procedures for the programs. New instructors are oriented to the classrocom and
program areas prior to assuming teaching responsibilities.

All staff members are also given written job descriptions at the time of hire.

The Practical Nursing Program has an Orientation checklist for orientation of new faculty.
Newly hired faculty are given assistance in preparation for classroom teaching and are
oriented to the clinical area by other faculty prior to teaching on the clinical area.

Instructors hired in the Municipal Police Academy are given assistance in classroom
preparation and expected to have attended the MPOETC Instructor Development Program
prior to hire.

Exhibits:
Meeting Agendas
Position Descriptions

Exhibit at Site Visit:
Adult Education Instructor Handbook
New Instructor Induction Plan

Are adequate records available identifying the professional development experiences of its
employees? (Examples: conferences, conventions, college courses, professmnal organization
membership, in-services training, etc.)

Individual instructors and staff maintain memberships, certifications, licenses, and certificates
in their personal records. In some cases, copies of these items, along with professional
development activities, are recorded in each individual's personnel file.

Staff members holding Pennsylvania instructional certificates complete Act 48 requirements.




Practical Nursing maintains a Facuity Development record for faculty.

Advanced instructor development from MPOETC is required for all instructors in the Municipal
Police Academy to maintain their certification. All instructors are also required to teach in the
basic Act 120 curriculum to maintain their MPOETC certification.

The JOC approves requests for conference attendance as appropriate and written reports
following approved conferences are reported in the JOC highlights and are on file with the
JOC meeting minutes.

Exhibits:
JOC Highlights
Act 48 Report Form

Exhibits at Site Visit: _
Mobile Equipment Operations Instructor Class A License -
MPOETC Advanced Instructor Development Certificate
“Instructor Professional Development Certificates

Maintains a work environment conducive to the well-being of all employees and
students:

Does the institution maintain and improve workplace heaith, safety, security, and ergonomics
that involve employees and students?

An active safety committee is in place at GJCTC. This committee is comprised of individuals
from the secondary, postsecondary, and maintenance departments. The committee meets
monthly and has a formal annual fraining session.

All instructors and administrators have an Emergency Procedure Manual either in their
program area or office. Safety signage is posted in all postsecondary program areas, and
each instructor completes a Safety Checklist at the beginning of the program year. Instructors
are also provided with first aid kits, eye wash stations, and blank copies of Accident Reports.
During the school year, the high school nurse is available to handle any medical issues or
emergencies.

Information on emergency drills is included in the student handbooks and is covered in
orientation sessions.

The school nurse sends memos on health and wellness issues to staff and arranges various
heaith screenings and related weliness activities.

Exhibits:
Safety Commiitee Meeting Agenda
Completed Safety Checklist
Accident Report
Wellness Memo

Exhibits at Site Visit:




Safety and Health Committee Purpose and Operation
Emergency Procedure Manual

Additional Completed Safety Checklists

Additional Wellness Memos

Additional Safety Committee Information

Is the level of employee and student Well—being and satisfaction assessed? How are
necessary improvements determined and made that will improve the work environment and
effectiveness of PPVE?

Student satisfaction is addressed through evaluations of course and clinical experiences and
exit interviews. The results are collected and feedback is given to the instructor. Students are
encouraged to bring concerns to the program supervisor or the Adult Education Career
Counselor.

The Occupational Advisory Committees meet on a regular basis and address student safety
and program satisfaction as a part of the agendas.

The administrative staff walk through the program areas regularly when classes are in
session. Any safety issues or program needs are addressed immediately.

Proper equipment functioning is addressed on an ongoing basis. Need for repair or
replacement of equipment is submitted to program supervisors.

The Administrative Director conducts yearly staff surveys using a 'positive delta format.

Exhibits:
Adult Education Exit Interview Form
Positive Delta Form

Does workplace preparedness ensured for emergencies or disasters?

Workplace preparedness is addressed in the Emergency Procedure Manual. Regular fire
drills, weather emergency drills and lockdowns are held throughout the school year. Weather
alert radios are located in the Business Office and the Adult Education Office. Staff members
are CPR/AED Certified. An AED is located on the first floor with simple instructions on
operation.

Exhibit:
Lockdown Procedure

Exhibit at Site Visit:
Emergency Procedure Manual

Does the institution determine the factors that affect employee and student weli-being and
satisfaction and do they account for a diverse workforce?

Employee and student input is considered in determining factors that affect employees and
students. Efforts are made to recruit and admit students and employ faculty that represent
diversity reflective of the geographical area. GICTC is an Equal Opportunity Employer in the
hiring practices for employees and the admission policies for students.




Exhibit:
Standard Application for Teaching Positions in Pennsylvania Public Schools
Nondiscrimination Policy from the Adult Education Program Catalog

Does the institution adequately support the need of its employees in the areas of services,
benefits, and policies?

The administrative staff, secondary instructors, and some adult education instructors hold full-
time, salaried positions with medical benefits, vacation time, and paid sick leave. The
secretarial staff are full-time, hourly personnel and are entitied to medical benefits, vacation
time, and paid sick leave.

Policies of employment are reflective of the collective bargaining union and are described in
the contract.

The Career Counselor and some of the adult education instructors are considered at-will,
hourly employees. In addition, some Practical Nursing Program instructors are part-time
hourly employees. They are paid an hourly wage and do not receive medical benefits,
vacation time, or paid sick leave.

At the May 2012 JOC meeting, hourly rate increases were approved for adult education
instructors. The increases will occur over 3 years and instructors will be earning $20-$23 per
hour. .

Exhibits:
Administrative/Supervisory Benefits

Exhibit at Site Visit:
Collective Bargaining Agreement
JOC Meeting Highlights




Category D — Learning-centered Program Design and Delivery:

The Standard...

The institution has defined programs that impart knowledge and develop skills that are essential for
success in meeting the students’ pre-determined Jearning objectives and relate to vocational
knowledge and skill requirements. Each program is properly planned and structured and is being
implemented in an effective manner.

When needed work-site learning and employability skills training are made available to students. All
programs are appropriately supervised, aligned with regular classroom instruction, have a plan .
outlining the training activities, and meet the legal requirements. In addition, each program has a
monitoring system that is fair and based upon identified criteria.

The teaching load varies with the program and is based upon the number and kinds of students, the
specific skills to be taught, the size of the facility, and the method of instruction used. Reasonable
enrollment limits are maintained in order to ensure that program objectives are met in an efficient and
effective manner.

No Quality Initiatives
a. | Establishes methods and opportunities for student learning:
1. [Is an occupational analysis done to determine the need for a program and to identify specific

program objectives, content and duty/task lists for each program?

Program need is determined by assessing occupational need on the High Priority Occupation
(HPO) list for Pennsylvania. The HPO list is a critical tool in determining the viability of a
training program for the Southern Alleghenies region and the state. Regular communication
with the local Workforce Investment Board is a key factor in determining the type of
programming offered at GJCTC, as well as each program’s objectives. GJCTC also has a
close relationship with the local economic development agency, Johnstown Area Regional
Industries (JARI), who keeps the school abreast of local training and skill needs.

In 2008, GJCTC began the process of reopening its machining program based on a request
from JARI and local employers. After holding a meeting and gathering information for a needs
assessment, the administrative staff decided to make an investment into revitalizing the vacant
machine shop. Several short-term programs for adults were run, and in the 201 0-2011
program year the program was open as a full-time option for both high school students and
adults.

Job placement is monitored to evaluate the number of graduates who are employed in the
area of program study or an area related to the program focus to ensure the program is viable.
Occupational Advisory Committees contribute feedback on employment status of program
graduates, as well as the employment trends and needed training courses/programs in the
area. Members of the Occupational Advisory Committees review program objectives and
content to ensure currency with the employment settings. Equipment is reviewed at the
meetings to ascertain that the program areas and laboratories use up-to-date materials to
prepare graduates. Program competencies for each program are reviewed for accuracy and
currency with the work settings.

MPOETC determines the number of Municipal Police Academies in Pennsylvania. This
commission distributes the objectives, curriculum and competencies as defined in Act 120 for
all police academies.




Exhibit:
High Priority Occupations for Southern Alleghenies Workforce [nvestment Area
lL.ockheed Martin AeroParts Support Letters
Aerofab, Inc. Support Letler

Exhibits at Site Visit:
Municipal Police Education and Training Law — Act 120
Machine Shop Needs Assessment Meeting Agenda
Statewide High Priority Occupations
Mobile Equipment Operations Program Syllabus

Is instruction directed toward appropriate and clearly formulated objectives with input from
students, faculty, staff, public, community, employers, advisory groups and business and
industry partnerships? '

Program objectives and instructional methods are formulated by faculty and program
supervisors and are reviewed by the GJCTC employees and the Occupational Advisory
Committees on a regular basis. Students in each program evaluate all aspects of the
curriculum and the instructional staff at selected points during the course and at the end of the
program. The evaluations are reviewed by the program supervisors and instructors and are
used to make revisions and improvements in the programs. Employers are surveyed following
‘graduation with graduate permission. Returned employer surveys give information on the
strengths and weaknesses of the graduate and are used in evaluation of the program confent,
objectives, and teaching methods.

Adult Education staff members are in regular attendance at all JARI| sponsored consortia
meetings to maintain abreast of programming needs.

MPOETC distributes the objectives, curriculum and competencies as defined in Act 120 for all
police academies. :

Exhibit:
GJCTC Adult Education Employer Survey
Manufacturing Consortium Agenda

Exhibits at Site Visit:
Adult Education Mid-Point Evaluation and Exit Interview Form
Completed Employer Surveys

As a function of the specific program, are students assessed, including the necessary core
academic skills? Are they given appropriate support or remediation, if applicabie, to assure
their success in the program they select?

Students are routinely assessed with written tests on theory following classroom instruction
and laboratory practice as applicable. Performance evaluations are used to evaluate
competencies in all programs.

Students are informed of their progress and are counseled if their cumulative grade for
the course is below average. Instructors are available for tutoring and remedial help for
individual students or groups of students. Instructor availability for remediat help is announced




at the beginning of the courses.

Carl Perkins funds are available for instructional support for adult students. This option for
occupational enhancement is made known to students at the beginning of the program.
Instructors suggest remediation for “at risk” students and students attend this instructional
support if needed.

[nstructors in the Mobile Equipment Operations Program complete an “Instructor’s Daily
Activity Log” to track the daily activities and progress of their students.

The Practical Nursing Program utilizes the Assessment Technologies Institute, LLC
assessment and remediation program for nursing students. The program has a variety of
instruction and remediation methods to augment the curriculum. Reports for each computer
and written assessment identify areas of strength and areas of weakness for individual
students and also for the group of students. ‘Group reports provide feedback to faculty to
identify and improve weaknesses in the curriculum.

Exhibits: _
Mobile Equipment Operations Program Performance Evaluation
Heating and Air Conditioning Technology Program Written Examination
Instructional Support/Occupational Enhancement Attendance Sheet
Performance Profile Sheet

Exhibits at Site Visit:
Electrical Technology Program Written Exams
Assessment Technologies Institute Information
Instructor's Daily Activity Log

Does the program design support the state-approved duty/task list and/or guidelines for the
instructional program?

Adult Education programs prepare students to achieve state and industry
licensure/certifications and enter the workforce quickly. The Practical Nursing Program
prepares graduates to take the NCLEX-PN. The Mobile Equipment Operations Program
prepares students for their Class A CDL license and additional credentials. Students in the
Welding Program can earn several American Welding Society (AWS) certifications. The
Electrical Technology Program prepares graduates for the Home Technology Integrator (HTI)
certification, ARC Flash, and OSHA 10 certifications and the Heating & Air Conditioning
Program includes the EPA refrigerant certification and OSHA 10 as well. Additionally, many
postsecondary programs are using the National Center for Construction Education Research
(NCCER) and receiving certification cards for the core curriculum and appropriate levels. The
Municipal Police Academy prepares graduates to take the Commonwealth of Pennsylvania
Municipal Police Officers’ Certification test.

The Practical Nursing Program foliows rules, regulatlons and recommendatlons from the
Pennsylvania State Board of Nursing.

Municipal Police Academy strictly foliows the rules and guidelines as established hy




MPOETC.

[ntergenerational students are enrolled in secondary programs which are reviewed and
approved by the PA Department of Education.

Exhibit:
American Welding Society Certification
NCCER Student Transcript
GJCTC National Skills Certification List

Exhibit at Site Visit:
Various Program Certifications and Credentials
Mobile Equipment Operations Program Design

5. | Does instructional planning provide sufficient opportunity for students to experience vocational
learning leading to knowledge, skills and competencies needed for employment and meeting
the pre-determined needs of individual students?

The total hours for each program are adequate to allow students to master the content and
competencies for that program. ‘
The programs have academic and clinicalftechnical content divided into courses and units that
are designed from simple to complex and thereby foster progressive competencies. Since the
classes are small, instructors can offer individualized attention for students to maximize their
learning.
The Adult Education Career Counselor is available to speak with students about student
concerns regarding academic or technical performance.
Planning for students with individual instructional needs is done on an individual basis.
Students with identified learning needs are accommodated as much as possible.
Exhibiis:

Electrical Technology Program Clock Hour Chart

Practical Nursing Program Curriculum Plan
Exhibits at Site Visit:

Program Clock Hour Charts and Program Design Summaries

6. | Is each student given the opportunity and encouragement to become actively involved in

leadership, personal development, and positive concept of self and others, and to attain
problem solving and communication skills as part of their learning experience?

Each program offers students opportunities to develop personally, vocationally and
professionally throughout the course. The student receives feedback in the form of formal
evaluation from the instructor on a regular basis. Informal feedback is also given as the
course progresses. Students are encouraged to adopt positive work behaviors and ethics
throughout the programs and are provided with good role models as instructors.

Intergenerational students have participated in the Skills USA competition at the
postsecondary level.

Classes in the Practical Nursing Program have a Student Organization which provides




students with opportunities to develop leadership and team building skills and to perform
community service. Each class decides how their organization will function to meet the needs
and desires of the class. Classes have organized and participated in blood drives, sending
supplies to military units abroad, helping needy families at holiday times, etc.

Mobile Equipment Operations students select a daily crew leader to serve as the student
supervisor of the current project for the day.

Employers frequently serve as guest speakers in programs and students attend field trips
relative to their area of study. The speakers talk about company employment needs,
appropriate work behaviors and ethics, and the application procedure.

Exhibits:
Practical Nursing Program Student Organization Bylaws

Exhibit at Site Visit:
Summary of Heating & Air Conditioning Program Field Trlp
Skills USA Postsecondary Awards

Is a planning and delivery system documented and in place that allows all students to be
engaged in effective learning and doing? '

Curriculum plans and schedules are given to all students in the adult education programs.

Grades for all courses are recorded on permanent records. Students are informed of their
progress and counseled as needed. The Education Career Counselor is available to meet
with students to discuss any problems they may be having.

At the time of the regisiration interview, students are given all promotional information for their
chosen area of study. Additionally, instructors provide students with a program outline.

Students in the Practical Nursing Program are given the competencies that are expected at
the beginning of the clinical rotation. Progress is written on student evaluations which are
reviewed with the student. Evaluations are kept on file until the student completes the course
or passes the licensing or certifying examination as applicable. Students in the Practical
Nursing Program may be placed on a probationary plan for unsatisfactory progress in theory
or clinical. The probationary plan contains a plan for performance 1mprovement in the area
identified as unsatisfactory.

Exhibits:
Practical Nursing Program Nursing Fundamentals Syllabi
Practical Nursing Program Level | Clinical Evaluation - Student Copy
Mobile Equipment Operations Program Schedule '

Exhibits at Site Visit:
Adult Education Program Descriptions
Electrical Technology Curriculum Breakdown
Program Clock Hour Charts

Are the courses, as well as the faculty, harmoniously integrated with other instructional
programs and/or subject areas?

The programs are clustered with similar program areas providing an integrated environment
for learning. The Practical Nursing Program is located in the health occupation wing of the




school and is in close proximity to the Nursing Assistant Program and the Biotechnology
Program. The construction related programs are located in the wing with ail other building
trades programs. All of the auto programs share the same wing of the building, as do the
metals programs (welding and machining).

Exhibit:
GJCTC Schooel Map

9. | Are resources other than school faculty, such as employers and community parfners, used to
support and/or teach knowledge and skills to the PPVE students?
All of GJCTC's programs utilize members of the community as a teaching resource. For
example, representatives from DM Bowman, PA One Call, Schneider international, and the
Operating Engineers speak to our Mobite Equipment Operations students. Students in the
Electrical Technology program tour the Pepsi plant, and the students in the Heating & Air
Conditioning Program visit Conemaugh Hospital to view their heating and cooling systems.
American Heart Association members teach CPR to the Practical Nursing students. Guest
speakers from businesses and clinical settings present information on specialty areas 1o
students.
Agents from the Federal Bureau of Investigation (FBI), the Bureau of Alcohol, Tobacco and
Firearms (BATF), the National Drug Intelligence Center (NDIC), and the Cambria County Drug
Task Force present information on their specialized areas of law
enforcement to students in the Municipal Police Academy.
Exhibits:
Business Cards from Guest Speakers
Exhibits at Site Visi:
Schneider International Recruitment Materials
10.

Does the institufion incorporate current and new technology in the design and delivery of its
programs in a timely manner? _

The adult education programs strive to offer state-of-the art technologies in their instruction of
students. Approved adult education budgets include monies for supplies, books and
equipment. Grants have enabled the programs to purchase new equipment to be used in
program areas and laboratories.

Equipment updates include Vital Sim units for mannequins for the Practical Nursing Program,
new furnaces and air conditioning units in the Heating and Air Conditioning Program, new
CNC and manual machines in the machining program, and new heavy equipment in the
Mobile Equipment Operations Program. The Electrical Technology Program acquired a solar-
wind trainer for use in its program.

All adult education programs have full access to the equipment and supplies available in the
secondary programs.

| Exhibits:

2011-2012 Workforce Development/Adult Education Budget
Federal Equipment Inventory Forms

Exhibits at Sife Visit:




Photographs of New Equipment
Federal Equipment Inventory Form-Education Department General Administrative
Regulations-EDGAR

Provides opportunities for work-site learning:

—

Does each student have the opportunity to participate in work-site learning when appropriate
to the program??

Students in the postsecondary programs at GJCTC are provided with simulated work
experiences in the program areas. This is accomplished through instructor designed projects
that are emulative of what experiences students will have in the workforce. Students in the
Construction Trades programs have built several homes through a partnership with a focal
realtor.

Several of the local police departments provide ride-along opportunities for students in the
Municipal Police Academy. Students make contact with the police departments to avail
themselves of this learning experience.

Students in the Practical Nursing Program have 832 hours of clinical instruction under the
supervision of an instructor during the 1,603 hour program. Acute and long term care settings
are utilized for clinical experiences. Students have progressive objectives for attainment of
knowledge and skill during the clinical component of the program.

There are no paid work experiences for adult students.

Exhibits on Site:
Photographs of Student Projects

Are there signed records indicéting the condition of the student/employer relationship during
the work-site learning experience including the student, teacher, employer and others as
necessary?

Written contractual agreements for clinical sites used in the Practical Nursing Program are
reviewed yearly by the JOC and each clinical facility used for student experience. Following
review by the school and the clinical facility, the contracts are signed by each party and are
kept on file in the program supervisor's office.

Exhibit:
Practical Nursing Program Clinical Agency Contract — Conemaugh Health System

Are the work-site learning objectives documented and a plan outlinihg the trainiﬁg activities
maintained that is based on validated industry standards and approved/authorized by the
provider and the school?

Practical Nursing clinical objectives for students are communicated to the administration and
the staff of the clinical facility prior o each rotation. Clinical evaluation tools are compared
with evaluations from other Practical Nursing programs when updating or revision is necessary
to facilitate consistency with state-wide program practices. Evaluation of clinical competencies
and evaluation forms is a component of the Systematic Plan for Evaluation and is regularly
reviewed at Faculty Organization Meetings.




Exhibit: _
Practical Nursing Program Clinical Agency Contract — Church of the Brethren Home

s the work-site learning process properly monitored by the instructor? Is there involvement of
the instructor with the employer and are there written evaluations?

Instructors in the Practical Nursing Program are on the clinical unit with the student at all times
when care is directly provided to the client/patient. Supervision is given as needed. As
student competency progresses, the instructor determines what activities the student can
perform without supervision. The instructor is responsible to ensure that all care is done
appropriately and safely. Communication among staff employed at the clinical facility,
instructors and students is on-going throughout the experience.

| Clinical facility staff communicates frequently with instructors and students as the staff retains
the primary responsibility for patient care.

Written evaluations on clinical performance are done regularly, are reviewed and signed by
the students, and kept in the student’s file according to the Records Management Policy.

Exhibits:
Practical Nursing Program Clinical Evaluation Form — Level ||
Practical Nursing Program Records Management Policy

Uses methods for monitoring and tracking student learning:

Is an efficient and effective student learning tracking system for monitoring and documenting
individual student progress in place? Does it accurately reflect student achievement during
and at the end of the course? ' :

In the postsecondary programs, each student's progress is evaluated on a semester basis.
Students are given a grade report sheet upon completion of the semester. An official transcript
is mailed to each student at the completion of the course and kept on file at GJCTC.

Students are also provided feedback during the course through written examinations and
performance evaluations.

Exhibits:
Heating & Air Conditioning Program Permanent Record
Electrical Technology Permanent Record

Exhibits at Site Visit:
Health Assistant Program Grade Report
Mobile Equipment Operations Performance Evaluation

‘1s a well-defined and written gradlng system in use and shared with each student at the initial
start up of the course?

The grading system for both the classroom and clinical instruction is printed in the student
handbooks that are given to the students at their initial interview and during the orientation
session. The academic policies are covered in depth and each student signs that he/she has
received the program publications and understands the policies and procedures of the




program.

Exhibits:
Program Grading Policies
Program Interview Summary and Acknowledgment of Understanding

Are clear measures used such as grades, tasks completed, competencies reached, objectives
met, occupational skills achieved, knowledge learned, etc. What measures or combination of
measures are used and do they accurately reflect student results?

Theory grades are derived from written examinations and quizzes, as applicable, in each
program. Students who are not making satisfactory progress in theory are counseled by the
instructor. Options for remediation are discussed. Grades are recorded on each student’s
permanent grade record and permanent transcript at the end of the trimester and upon
program completion for all programs.

Competencies and skills are assessed through instructor evaluation of student performance.
Instructors observe student performance in program areas and labs to monitor progressive
attainment of skills and competencies. Feedback is given fo students on an ongoing basis.
Performance checklists and written evaluations record the student’s progress. Mobile
Equipment Operations Program instruciors evaluate each student’s progress on each piece of
mobile equipment using a performance evaluation. Practical Nursing students are evaluated
on the clinical units using the clinical student evaluation forms.

Exhibits:
Practical Nursing Program Clinical Evaluation Form — Level [li
Mobile Equipment Operations Program Performance Evaluation — Basic Dozer
Operation

Is there evidence that the students’ attainment of objectives is measured by an evaluation
system that includes both school based and, when appropriate, work-site based performance?

All postsecondary and intergenerational students are graded using theory grades and
performance evaluations. Students need to pass both theory and competency performance
with a satisfactory grade/rating to complete the program. All postsecondary programs use
written examinations to assess theoretical knowledge. Mabile Equipment Operations
performance evaluations take place outside of the school on various pieces of heavy
equipment. All of the other program instructors evaluate students on specific work-refated
projects in the program areas.

Practical Nursing evaluates students in clinical settings.

Exhibits at Site Visit:
Various Program Evaluations

Are students effectively assessed using oral, written and other performance methods?

Student knowledge is assessed using oral, written and competency-based performance
evaluations. Verbal feedback is given to students in all venues of the educational process.
Wiritten evaluation utilizes quizzes, tests, and projects in the evaluation of students. Practical
Nursing uses written Nursing Care Plans as part of clinical evaluation. Electrical Technology




Program students are evaluated on work-related projects in the program area.

Competency based standards as defined by the National Rifle Association, MPOETC, and
PPCT Defensive Tactics are utilized as the measurement of student knowledge and
performance in the Municipal Police Academy.

Exhibit:
Practical Nursing Program Nursing Care Plan Format

Exhibit at Site Visit:
Heating and Air Conditioning Technology Written Evaluation

Maintains processes for providing student support:

Are well-defined course descriptions reviewed with each student at the beginning of the
course that reflect the overall objectives of the course and, is it explained how the course
content relates to occupational skills?

Course descriptions are available in the program catalogs and on the website. When a
potential student inquires about one of the programs, he/she is provided with a catalog and
asked to review the course descriptions. These descriptions are then reviewed with each
student during their pre-entrance interview with a member of the adult education staff.

The course descriptions are also reviewed at program orientation sessions held prior to the
start of class in each program area.

The instructional and administrative staff reviews the course descriptions regularly.
MOPETC updates Municipal Police Academy course descriptions with input from the
Academy Directors on an on-going basis.

Exhibits:
Adult Education Course Descriptions

Exhibit at Site Visit:
Adult Education Program Catalog

Do recruitment materials offer a broad range of career opportunities and are students provided
equal opportunities to participate an all activities regardless of race, color, national origin, age,
gender, or disability?

| The postsecondary programs at GJCTC are designed fo appeal to a wide range of students
with different career aspirations. Students of all races, color, national origin, ages, and
genders are welcome to take advantage of the training opportunities offered at GJCTC.
Disabilities are evaluated on an individual basis according to program requirements and
reasonable accommodations are made if possible.

The Non-Discrimination Policy is printed in both the program catalog and student handbook.
Exhibits:

Adult Education Non-Discrimination Policy
Promotional Materials

Are admissions policies and guidelines clearly stated, published, and made available to all




PPVE siudents prior to enrollment that include such items as: prerequisites for enroliment,
expectations for successful completion of a course, the type of report/feedback or grading -
system used, individual help/coaching available during the course, ethical responsibilities of
the student, and the type of certificate, certification, diploma, degree, received, etc.

Admission policies, pre-entrance requirements, testing requirements where applicable, refund
policies, program outcomes, grading systems, student obligations, and the type of diploma or
certificate awarded are published in a variety of printed documents given to the student prior to
enrollment. '

Students sign that they have received the program information and understand the policies
and procedures that apply to their specific program.

Exhibits:
Admission Policy
Graduation Requirements

Exhibit at Site Visit:
Program Summary and Acknowledgment of Understanding
Adult Education Program Catalog

Where applicable, are enroliment and class sizes in compliance with state standards?

The maximum number of students enrolled in most postsecondary programs is determined by
the availability of work stations or equipment. Program enrollment is also governed by
acceptable instructor to student ratio. For example, in the Mobile Equipment Operations
Program, truck driving training is limited to four students per instructor. Safety is also
considered when determining how many students to accept into a program.

Availability of clinical facilities for student experience is a determining factor for enroliment in
the Practical Nursing Program. The Practical Nursing Program complies with approval and
accrediting body recommendations for student to instructor clinical ratios.

Does the institution inform students of the cost of the program and of any required equipment
and supplies?

All students are informed of the cost of the tuition, lab fees, and related expenses upon inquiry
and during their student interview and orientation session prior to admission.

The Net Price Calculator tool is available on the GJCTC website under the Adult Education
tab.

Exhibits:
Various Program Tuition, Fees and Expenses Sheets

Exhibits at Site Visit: _
Various Program Tuition, Fees and Expenses Sheets

If financial aid is available, is information about it provided to each individual?




Financial aid is available in the form of Federal Pell Grants and Stafford Loans to students
enrolled in ali postsecondary programs. Students also receive tuition assistance through
funding sources such as TAA (Trade Adjustment Act), WIA (Workforce [nvestment Act), OVR
(Office of Vocational Rehabilitation), and Veteran's Education Benefits.

Information on financial aid is presented in the Adult Education Catalog and on the website.
Each prospective student is provided financial aid information during their registration
interview. The Financial Aid Officer is present at all program orientation sessions to give a
presentation on financial aid and is available to answer questions. The phone number listed
on ali printed materials includes the menu option for individuals to speak directly with the
Financial Aid Officer.

Exhibits:
Financial Aid Information - Adult Education Program Catalog
Financial Aid Information — GJCTC Website

Exhibits at Site Visit:
Financial Aid Handbook

Does the institution ensure that qualified advisers counsel PPVE students on how and where
to find jobs and assist in placement in occupations related to the students’ training and life
experience? '

A part-time Adult Education Career Counselor is on staff to advise students on various
counseling matters and the job search process. The Career Counselor teaches a course to
students on resume preparation and interviewing skills prior to graduation. The Career
Counselor also works with local companies who are looking to hire program graduates.
Employment opportunity memos or postings on student bulletin boards also make student
aware of job availability. This information is also detailed for the students in a job posting
binder that is kept in the Adult Education Office.

Exhibits:
Job Placement Activities Sheet
Employment Opportunity Information

Exhibits at Site Visit:
Resume Writing, Interviewing, and Job Seeking Skills Manual
Job Posting Binder
Adult Education Career Counselor Position Description

Credit Hour Policies

How does the institution define a credit hour based on the credit/hour conversion?

The institution defines a credit hour as a sixty—minute, trade and/or technology--related unit of
instruction, based on the SBVE conversion formula, refating to each course taken during the
term of a fulltime program.

How does the institution approximate the amount of work for a credit hour based on learning
outcomes and verifiable achievement?

Each fulltime program has a structured curriculum composed of a group courses which are,




generally, competency or task based. The courses are then divided into appropriate
segments of theory (Classroom Lecture), fab (shop/lab), and/or internship/externship hours.
Each segment has tasks to be completed during instructor-based timelines. The tasks
composed of measurable projects, processes, tests, and other methods, many of which are
required by certificating agencies which require performance/achievement standards for
students in the program. The instructor verifies learning outcomes and student achievement
based on standards imposed certificating agencies and/or the instructor.

Effective for the 2012-2013 program year, all students are informed of GJCTC'’s Clock
Hour/Credit Hour Policy at the program orientation held before the start of each new program.

Exhibits:
Assorted Clock/Credit Hour Charts for Postsecondary Programs
Clock Hour/Credit Hour Conversion Policy

How does the institution separate the number of hours for direct instruction, 1ab, and out-of
class work?

The instructor, with the assistance of institution administration, a local advisory committee
and/or other educational resources, develops a structured program curriculum. These parties
collaborate on what may work best to attain successful student achievement, relative to hours
spent in the program. The total program hours are divided using the SBVE model of theory,
lab, and internship/externship hours. It must be noted that in some cases, certificating
agencies will require a specified number of theory, lab and internship/externship hours be
appiied to the program. The institution follows the SBVE clock hour to credit conversion
model.

Exhibits at Site Visit:
Clock/Credit Hour charts for each Postsecondary Program Area




Category E - Learning-centered Facilities and Equipment:

The Standard...

The availability and proper use of instructional equipment is evident in conducting quality
occupational fraining. Adegquate equipment, materials, supplies, reference texts, teaching resources,
audiovisual aids, automation, etc. are made available for instructional purposes. Teachers use a
variety of instructional materials and methods in accordance with student needs and the cbjectives of
the program.

Physical facilities provide adequate space and utilities in classroom and laboratory areas that are safe
and promote quality instruction as related to the program’s objectives. Both instructional and non-
instructional areas such as storage, restrooms, and offices are adequate for the number of students
and staff. Special consideration is given to meeting the needs of students with disabilities as well as
providing for the special needs of co-educational classes.

a.

Acquires proper equipment, materials and adequate supplies and makes them available
to support the instructional program objectives and to meet the needs of individual
students:

Are adequate funds made available for purchasing and replacing equipment, tools, materials
and supplies in accordance with the institution’s planning objectives and acceptable business
and industry practices to ensure safe, quality and effective PPVE?

A yearly Workforce Development/Adult Education Budget is developed and submitted for
approval fo the JOC. There is a separate budget for each program within the Workforce
Development/Adult Education budget. Line items in each budget include salaries, benefits,
professional and technical services, equipment, supplies, books, etc.

Equipment and services are purchased as per budgeted items. Additional purchases through
grant funds supplement budgetary allotments. The Occupational Advisory Committees, as
well as the Joint Operating Committee, discuss ali large-scale equipment purchases.
Consumable materials and supplies are ordered by the program instructor and approved by
the program supervisor.

Recently, the Mobile Equipment Operations program has acquired a backhoe, a skid loader, a
mini excavator, and a dump truck for use by the students to support the curriculum.

The Supervisor of Adult Education submits the Carl Perkins postsecondary budget annually.
Equipment purchases for adult programs are included within the Perkins grant budget.

Students in most postsecondary programs are required to purchase their own books and tools
prior to starting class. A list of required books and tools is on the Tuition, Fees and Expenses
sheet and is discussed at their student interview. Books and supplies are included in tuition
for the Municipal Police Academy.

Exhibits:
2012-2013 Workforce Development/Adult Education Budget
Perkins Budget
Electrical Technology Program Tuition, Fees and Expenses Sheet

Exhibits at Site Visit:
Health Assistant Program Tuition, Fees and Expenses sheet
Perkins Budget




Equipment Purchase Orders
EDGAR Forms
Pictures of Heavy Equipment

Do the equipment, tools, materials and supplies meet the competency based instructional
needs of the curriculum {(e.g. hand tools, computers, computer software, audiovisual
equipment, reference materials, and consumable materials).

The equipment, tools, materials, and supplies meet the competency based needs of the
curriculum. Individual program instructors take the lead in determining what equipment and
materials they will need to effectively and safely teach their classes. Equipment is routinely
maintained to ensure proper functioning and safety. The instructors also select the textbooks
and tools the students will use in the program with administrative input. There is adequate
access to computers for student and instructor use and L.CD projectors for instructional
purposes. The Practical Nursing Program has library reference materials available for student
use at all locations. The other postsecondary programs have reference materials located
within their program areas.

Exhibits:
Heating and Air Conditioning Technology Tuition, Fees, and Expenses Sheet
Program Purchase Orders

Are the quality and quantity of training stations appropriate for the number of students being
served?

Enroliment in any course requiring training stations is based on the ability to provide ample
training time for the students. For example, enrollment in the Welding & Metal Fabrication
Program is limited to twelve students because there are twelve welding booths available.
Program instructors work with the program supervisors o determine when training stations
need upgraded or replaced. Program areas are routinely inspected and the need for upgrades
is determined by the faculty and administration. '

All adult education programs have full access to the equipment and supplies available in the
secondary programs.

Is there an instructional equipment inventory management plan for maintaining equipment and
replacing or disposing of obsolete equipment in place?

The Capital Asset Policy is found in the school’'s Policy Manual. This policy deals with
maintaining equipment, replacing equipment, and disposing of equipment. Program
instructors annually review and inspect equipment to determine repair or replacement needs.
Program areas are on a rotation schedule for new equipment through Carl Perkins funding.

Any training equipment used in the Municipal Police Academy provided by MPOETC is
inventoried on an annual basis and reported to MPOETC.

Exhibits:
Fixed Asset Inventory Memo
Capital Asset Policy '




Fixed Asset Inventory Form

Exhibits at Site Visit:
MPOETC Inventory

Does the institution acquire equipment, materials and supplies within a reasonable period of
time to provide safe and quality education?

All instructors are required to submit purchase order requisitions for any supplies and
materials they need prior to or during the class. The instructor and/or maintenance staff
immediately remove any unsafe equipment from the classroom/program area. Before any
new equipment is ordered, the instructors and program supervisors discuss the importance
and relevance of the equipment to the curriculum and if the purchase is within budgetary
considerations.

Exhibit;
Purchase Order Requisition

Does the institution ensure that equipment and supplies meet appropriate safety requirements,
that safety features are in place and that safety instruction is planned, presented,
demonstrated and practiced by the instructor?

Program instructors routinely inspect all equipment to determine that it meets safety
standards. All programs stress safety and include safety instruction in the beginning of the
course. Safety is stressed throughout instruction and students are often tested on safety
competencies. Students and instructors are required to wear appropriate safety apparel (hard
hats, safety glasses, work boots) during laboratory and/or hands-on activities.

Instructors are required to be present in the classroom or program areas any time students are
using tools or operating equipment. Safety procedures are given to the instructors at the start
of every program year and safety signs are displayed in all program areas.

Safety in the clinical experiences for Practical Nursing students is stressed on a daily basis.
Standard precautions are practiced with patients/clients in all settings, MSDS sheets are on all
clinical units, and the instructor ensures that students have proper knowledge and operation of
any equipment before use.

Fire extinguishers and first aid kits are located in the program areas. Fire drills and severe
weather drills are held on a regular basis. Exit maps are on display in all program areas.

Students in the Mobile Equipment Operations program are issued safety green i-shirts {o be
worn to class every day. These t-shirts are designed to keep the students visible while
operating equipment. Students are also required to complete pre-trlp inspections on every
piece of equipment that is used daily.

Accident report forms are available in the Adult Education office and the program areas. The
accident rate for instructors and students is exceptionally low.

Each OAC meeting begins with a safety inspection.

Exhibits:
Safety Checklist




Heating & Air Conditioning Program Shop Rules and Student Expectations

Exhibits at Site Visit:
Heating & Air Conditioning Program Shop “NO’s”
Safety Signs
Daily Operator's Report for Mobile Equipment
Command Post Range Rules and Regulations — Municipat Police Academy
Safety Checklists for Various Program Areas
OAC meeting agenda

Develops physical facilities, including instructional and non-instructional areas, that are
adequate and provide for safe and quality instruction to meet the program objective:

Are physical facilities established that include adequate space and utilities in classrooms and
laboratories, and provide for safe and quality instruction to meet the program objectives?

Each classroom and program area is designed to support the activities required of the
program. Desks or workbenches are provided, as well as appropriate equipment and
instructional aides (computers, LCD projectors, VCR/DVD players). Lighting, heating and
ventilation are adequate in all areas.

GJCTC complies with local building codes and alt ADA regulations.

Does the institution ensure that instructional and non-instructional areas, including storage
areas, restrooms, and offices are adequate for the number of students and staff? Is space
adequate for storing projects, student materials, cleanup, computers, telephones, and office
equipment?

There are an adequate number of instructional and non-instructional areas for the number of
programs and staff at GJCTC. All programs have their own classroom and program areas.
Restroom availability and student lounge areas are adequate.

Does the institution ensure that facilities are adequate to meet the needs of students with
disabilities as well as providing for the special needs of co-educational classes?

GJCTC complies with all ADA requirements to meet the needs of students with disabilities.
The main doors are equipped with an automatic opener for handicapped students and an
elevator provides access to the second floor. Restrooms are handicap accessible.

The registration forms and student information sheets request students to identify any special
needs they have that may require accommodations. Reasonable accommodations are
implemented to meet individual needs when possible.

The Civil Rights Checklist for the latest compliance review addresses building compliance with
regulations.

Exhibit:
Adult Education Registration

Exhibit at Site Visit:




Civil Rights Checklist for On-Site Compliance Review

4. Does the institution ensure that physical facilities are adéquately maintained as required for
providing safe and quality instruction?

The maintenance staff maintains the building and grounds on a daily basis. Safety issues are
reported to the Supervisor of Building and Grounds for action. Facilifies renovation and
improvements are typically done when school is not in session.

Category F — Organizational Performance Results:

The Standard... _

The overall performance of the organization and student learning resuits are tracked using key
measures that lead to clear resulis for PPVE. The results show that the organization is successfu[ in
meeting its mission/vision, goals, and objectives.

No Quality Results
. | Student learning and satisfaction resulis:

1. | What is the institution’s current data that shows results in the areas of student learning such
as grades, satisfactory completion, competencies completed, or improvement in knowledge
and skill for PPVE students?

The Adult Education programs record each student's grades and program completion status
on his/her transcript, which is placed in his/her permanent record. Student biographical
information, program completion information, and program start/end dates for all
postsecondary programs are reported to the Pennsylvania Department of Education (PDE) on
the PIMS report and in the school's student database, ClassMate.

Program enroliment, completer, graduate, licensure, and employment information is
continually gathered for evaluation purposes and is reported to PDE in the annual
accreditation report.

Adult students are also prepared to earn additional national skill certifications in addition fo
their postsecondary diploma.

Graduates of the Practical Nursing Program are qualified to take the NCLEX-PN licensure
examination. The current pass rate for the Practical Nursing Program as listed on the
Pennsylvania State Board of Nursing website is 89.33%.

The Municipal Police Academy reports student data to MPOETC within ten days of program
completion as per requirements.

Exhibits:
Student Completion Rates
Student Transcript

Exhibits at Site Visit:
PAAPSA report




PDE Accreditation Annual Report
National
List of Students who Received a National Skill Standard

What is the institution’s current information about attendance, dropout, and completion for the
PPVE programs?

Information regarding student attendance, dropout, and completion rates are maintained for
each program area. The Career Counselor and program instructors counsel students who are
frequently absent from classes. Aggregate data on aftendance, dropout, and completion rates
are recorded in the School’s student database, Classmate.

Exhibits:
Daily Attendance Sheet
Student Attendance Report

Exhibits at Site Visit:
Program Enrollment Report
Student Attendance Letter

What is the institution’s current information on the number of diplomas, certificates, degrees,
etc. issued to students? '

GJCTC issues a postsecondary diploma to successful graduates. Students in short-term
classes receive a certificate of completion. The number of graduates for each class is
maintained by the program supervisors and is reported annually to PDE in the annual
accreditation report.

Exhibits:
Program Enrollment Report

Exhibits at Site Visit:
Certificate of Completion — Basic Cormputers
Diploma — Mobile Equipment Operations Program
PDE Accreditation Annual Report

What is the institution’s current information on awards or recognition of special student
achievement?

Eligible students are issued Exemplary Attendance Awards and/or Exemplary Performance
Awards at the graduation ceremony. The Practical Nursing Program presents valedictorian
and salutatorian awards for theory performance in addition to attendance awards. Municipal
Police Academy presents awards for academic achievement, highest gun range average, and
most improved shooter.

Over the past two years, adult students in the Machining Technology program have attended
the Skills USA competition and earned a second place award.




Exhibits: A
Criteria for Exemplary Attendance Awards
Criteria for Exemplary Performance Awards

Exhibits at Site Visit:
Exemplary Attendance Award
Exemplary Performance Award

What are the institution’s results from tracking the Adult Affidavit Program Registration and
CATs? :

Twenty-nine programs are registered on the Adult Affidavit report.

Enrollment in the current Adult Education programs has remained increased over the past five
years due to the addition of the intergenerational programs and a major marketing campaign,
including radio ads, television ads, and a jingle. Practical Nursing enrollment has increased
mainly due to the establishment of a sateliite campus in Monroeville.

Exhibit:
Adult Affidavit (CATS) Report Email

Exhibit at Site Visit.
Adult Affidavit (CATS) Report

Public, community and employer satisfaction resulis:

What is the institution’s current data and information showing the levels of satisfaction or
dissatisfaction? '

At the completion of each course and program, the student completes an-evaluation of the
instructor, curriculum, facility, equipment and clinical experience as applicable.

The forms are collated and reviewed by the program supervisors. Program supervisors meet
with instructors and review the composite summary of the student evaluations.

The Supervisor of Adult Education, the Practical Nursing Coordinator and the Director of the
Municipal Police Academy maintain frequent contact with employers of program graduates in
the local area through personal discussions and the Employer Surveys sent out. The
employers give feedback regarding the performance of graduates. Employers are invited to
visit students in the classes to discuss employment opportunities. Many employers recruit at
the school on a yearly basis.

For the 2010-2011 program year, the overall completion rate for all postsecondary programs
was 86%.

Exhibits:
Student Evaluation Summary
Completed Employer Evaluation
Student Completion Rates

Exhibits at Site Visit:




Student Evaluation Summaries
Employer Surveys
Student Follow-up Phone Log

What is the institution’s current data and information on enrollment, retention, student
placement, and employer feedback? '

Student enrollment, retention, and placement are reported on the PDE annual accreditation
report. This information is also required for re-approval of programs on the Statewide Eligible
Training Provider's List (through the Workforce Investment Board). The Career Counselor
gathers all student placement information through phone calls, letters, personal inquiries, etc.
and records this information for evaluation. Employer feedback is obtained via surveys, phone
contact and personal contact with employers.

GJCTC recently complied with PDE’s request to send follow-up‘letters to individuals who
completed an adult education program.

Exhibits:
Program and Student Placement Report
Program Enrollment Report
CWDS Approved Program List

Exhibits at Site Visit:
Student Follow-up Phone Log

What is the institution’s current data and information on student, faculty, and staff satisfaction |
and dissatisfaction?

Information concerning student satisfaction is gathered from the evaluation forms and exit
interviews. Instructors are given the opportunity to discuss issues, concerns, or program
achievements at faculty meetings or by speaking to the program supervisor directly. The
Administrative Director conducts yearly staff surveys using a positive delta format.

Exhibit:
Positive Delta Form -

Budgetary and operational results:

What is the institution’s current data and information about funding to the organization and
grants to students?

GJCTC is approved through the Pennsylvania Department of Education accreditation to offer
financial aid in the form of Pell Grants and Stafford Student Loans. Students receiving funding
through Veteran’s benefits, Office of Vocational Rehabilitation, Workforce Investment Board,
or Trade Adjustment Act funding are also eligible to enroll in GJCTC programs. A report is
generated annually that reflects the Title IV Aid that was received by eligible students and is
audited by GJCTC local auditors. The Practical Nursing Program has received.annual
Pennsylvania Higher Education Foundations grants since 2001 for tuition assistance for
students. Additionally, GJCTC was awarded a tuition assistance grant for Practical Nursing
and the Machine Shop from the Pennsylvania Department of Labor and Industry.




Exhibit:
Letter from Pennsylvania Department of Labor and Industry

Exhibits at Site Visit:
Sample page - Title IV Aid Report PELL
Sample page - Title IV Aid Report Loans

2. What is the institution’s current information about staying within budget and budget growth?

Monthly financial reports are generated and reviewed by the Business Manager to insure
programs are expending funds according to their line item budgets. Budget growth is
determined by program needs and number of students enrolied. Budget transfers between
programs are generated if needed to allow for budget growth by program. Annually, during
the budget preparation process, program offerings are reviewed to determine the budget
needs for adult education. A financial audit is completed at the end of the fiscal year.

Exhibit:
Statement of Revenues and Expenditures by Operational Unit Monthly Financial
Report

Exhibit at Site Visit:
Auditor's Report

3. What is the institution’s current information about new programs and program improvement?

The program supervisors and instructors meet formally during the annual insiructor meeting
and informally through weekly conversations to discuss program improvements or suggestions
for new programs. Program improvement is also based on the resulis of the student
evaluation surveys, Occupational Advisory Committee suggestions, and feedback from
employers.

The Supervisor of Adult Education attends the PACTA Adult Education Coordinator's meeting
every year. The Practical Nursing Coordinator attends the Pennsylvania Association of
Practical Nursing Administrators (PAPNA) biannual meetings. These meetings provide
current information regarding state-wide practices and trends in career and technical
education.

The Director of the Municipai Police Academy participates in the quarterly meetings of the
MPOETC. These meetings provide information regarding police training and legislative
issues.

Exhibit at Site Visit:
PACTA Adult Education Coordinator's Meeting Agenda

4. What is the institution’s information on net cost per student?

Annually each program’s expenditures, less offsefting revenues, are calculated according to
enroliments to produce a net cost per student to include overhead costs.




Administration, faculty, and staff satisfaction resulis.

What is the institution’s data and information showing the levels of satisfaction or
dissatisfaction?

Faculty members have the opportunity to discuss their feelings of satisfaction or dissatisfaction
during instructor meetings or private meetings with the program supervisor. The
Administrative Director conducts yearly staff surveys using a positive delta format.

What is the institution’s data and information related to safety and overall well-being?

GJCTC has a Safety Committee consisting of secondary and postsecondary instructors and
staff. An Accident Report is completed for students and staff if an accident, even minor,
occurs. Incidents that involve issues related to safety and inappropriate student conduct are
reported to administration via a Student Incident Report. These are kept on file in the Adult
Education office. Students are required to complete an Emergency Notification Form upon
registration.

Each OAC meeting begins with a'safety inspection.

Exhibits:
Student Accident Report
Student Incident Report
Emergency Notification Form
OAC meeting agenda

What is the institution’s data on individual employee training and development?

Training and development of instructors and staff are encouraged by administration and
program supervisors. Records of individual employee training are either maintained by the
employee (pari-time postsecondary instructors) or are placed in their personnel file.
Instructors who are required fo have or maintain specific degrees, licenses, certifications, Act
48 credits, etc. must provide official evidence of those for their employee record.

The Municipal Police Academy instructors are required to attend an Advanced Instructor
Development two-day program and are encouraged to attend continuing education courses
available through MPOETC and other law enforcement agencies.

Professional development money has been budgeted in the 2012-2013 Perkins grant.

Exhibits:
Act 48 Record
MPOETC Advanced Instructor Development Certificate

Exhibif at Site Visit:
Various Employee Training Records
2012-2013 Perkins Grant Budget
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Graater Johnstown Career & Technology Center (GJCTC)
Adult Education

Employer Suryey

Company Name: Conemauah. Memorial Medical Center

Name and Title
of Survey Complster;,___David Pringle / Facility Qperations Manager

Nams of Employes: Ben Dubreucq

As a pari of the Greater Johnstown Career and Technology Center’s “process improvement
program,” we are asking employers who have hired graduates from the school's adult education
programs, to assist us in evaluating our school, in terms of producing graduates who are good

~ antry-level employses.

Based upon your experience with the GJCTC graduate(s) you have employed, we are very
interested in leamirg how wsll you balisve GJCTC has prepared the graduate(s) to perform
the following skills or display the quality listed. Please remember, you are evaluating our
schoal, based on the performance of our graduats(s) you have employed.

Using the fellowing raﬂhq scale numbers ( 0., 1., 2., 3. or 4.) please indicats, for each skill or
quality listed, the number that best represents the level at which you feel GJCTC has prepared

graduate(s) to perform.

4. Advanced: Prepared to perform the skill or display the quality in an exceptional manner.

3. Proficient: Prepared to perform the skill or display the qualily without supervision.

2. Average: Frepared to perform the skifl or display the qualily, requiring moderate
supervision, , - o

1. Below Acceptable Standard: Prepared to perform the skill or display the quality but does
" not meef the acceptable standard of performance,

0. Unacceptable: Not prepared to perform the skilf or display the quality in an acceptable

manner.

__4__A. The school prepared the graduate to perform the entry-level work skiils and tasks
required of the position,

__3___B. Adherence to attendance policy.
__3___C. Reliability and honasty level.

__3___D. The quality of work performed.



__3___E. Ability to solve work-refated problems.

2 ___F. Adherencs to dress and appearance standards.

3___G. Adherence to company safety policies,

—

2 H. Verbal and written communication levael,

3L Lavel at which direction is taken and company dirlsctives are followed.

B

3___J. The levet at which work-related math calculations are performed.

3___K. Thaelevel at which an appropriate work attitude is displayed.

4__ L. Thelevel at which cooperation is displayed.

i

3___M. The level at which initiative is displayed.

2 _N. Thelevel at which !eadership is displayed.

3 0. The “overali” level at which GJCTC has prepared the graduata for entry-level
employment.

P. Do you have any comments and/or suggestions that will assist our school

in impraving the quality of our programs and/or training of our students?
Ben came to Conematugh Hospital with a very good background in basic
slectricity, plumbing and refrigeration. The new employee was a eaqger and quick
learner of commercial boilers, chemical testing, and departmental policies,

Howaever he did lack knowledge of centrifugal chiflers, Ben has worked out well a
is an important biock of the Central Energy Plant Team. '

Please retumn the completed survey using the enclosed postage-paid addressed envslope.
Thank you very much for your cooperation.

Joseph R. Rizzo, Sr.

GJCTC Adult Education Career Counselor
Phone: 814-266-8073, Ext. 127

Email: jizzo@gjcte.org
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CPI's Emerging Energy & Infrastructure Training Center provides
training for 21st century jobs in the Natural Gas, Advanced Manufac-
turing, Water Quality Management, Renewable Energy and cther in-
dustries that utilize state-of-the-art electrical, mechanical and process
control technology.

The EE&I Training Center is outfitted with industrial quality, hands-
on training equipment and innovative curriculums that offer flexible
class scheduling and one-on-one interaction with knowledgeable and
experienced instructors.

As part of the registration process, new students and the Emerging
Energy & Infrastructure Instructor will schedule the course start date
and the FE&I Lab time that works best for each student. Infrastruc-
ture Lab is open:

9:00 AM to 4:00 PM. on Mondays
9:00 AM to 9:00 PM on Tuesdays, Wednesdays, and Thursdays

Registrations for all EE&I programs and courses are
accepted anytime in the Adult Education Office.

For additional information phone or email Guy Woodard, Program Coordinatot, at:

Office: 814.359.2793(230) Cell: 814.404.8542 Email: gwoodard@cpi.edu

~N
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CONTROL SYSTEMS
TECHNICIAN

The required Electrical, Machanical and Process
Control course work for this program provides a
pathway to the International Socisty of Automa-
tion's (ISA) Contrel Systems Technictan Certifi-
cate 1, an industry recognized credential,

Total Tuition: $9,585 Heours: 610

ADVANCED MANUFACTURING
TECHNICIANI

Students who complete the required Elactrical,
Mechanical and Process Control course work

for this program, earn the industry recognized
Advancsed Manufacturingf Integrated Systems
Technology 1{AMIST1) certificaticn administered
by the Industrial Maintenance Training Center

of PA.

Total Tuition: $6,467 Hours: 385

ADVANCED MANUFACTURING
TECHNICIAN Il

Students who complete the Advanced Manufac-

turing Techniclan I plus additional required Electri-
~ cal, Mechanical and Process Control course work

earn CPI's Advanced Manufacturing Technician Il

diploma.

Total Tuition: $11,178 Houts: 635
NATURAL GAS
COMPRESSORTECHRNICIAN

This pregram's Electrical, Mechanical, Process
Control, CDL and specialized safety coursework

@pl

FUTURES A MOTiON

prepares the student for career oppartunities in
natural gas facilities such as compressor, moni-
toring and metering stations.

Total Tuition: $12,965 Hours: 950

SOLAR PHOTOVOLTAIC
TECHNICIAN | INSTALLER

The required Electrical, Mechanical, Procaess Con-
trol and Renawabie Energy coursewcrk far this
program prepares the studentto sif for the NAB-
CEP {Naorth American Board of Certified Energy
Practitioners) Entry Level PV Technician/ lnstaller
Certificate, an industry recognized credential,

Total Tuition: $9,805 Hours: 610

WATER UTILITY
OPERATOR/TECHNICIAN

Drinking water freatment processes and the
equipment that comprise these processes charac-
terlze this program. Emphasis is placed on prepar-
ing students to sit for the relevant PA Department
of Environmental Protection certification tests for
the operation of Water treatment and distribution
facilities.

Tota! Tuition: $11,980 Hours: 532

WASTEWATERUTILITY
OPERATOR/TECHNICIAN

Wastewater treatment processes and the equip-
ment that comprise these processes characterize
this program. Emphasis is placed on preparing
students to sitfor the relevant PA Department of
Environmental Protection certification tests for
the operation of Wastewater freatment and collec-
tion system facilities.

Total Tuition: $11,950 Hours; 832
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PA DEPARTMENT OF EIE 121 - ELECTRIC MOTOR
ENVIRONMENTAL CONTROL |

PROTECTION APPROVED This 20 hour, hands-on class emphasizes electri-
TRAINING FORWATER AND cal safety while introducing the concepts and
WASTEWATER TREATM ENT physical devices that comprise motor controf
FACILITY OPERATORS and power circuits, 3-phase power, control logic,

The Emerging Energy & [nfrastructure Training Cen-
ter's DEP Approved tralning courses reflect the
21st century realitles of regulatory mandates that
drive the need for high-tech water and wastewater
treatment processes that, in turn, drive the need
for well-trained, technically skilled cperators,
mechanics and technicians,

EIE111- BASIC AC/DC
ELECTRICITY

This 30 hour course covers the fundamentals of
both AC and DC electricity and grovides hands-
on electrical measurement, eircuit building and
ahalysis practice, The Impartance of inductance,
capacitance, slectromagnetism and transformers
{s also covered.

DEP Approved Contact Hours: 30

Cost: $551 Code: 15.0409

Schedule: Flexible - Call 814-404-8542 for details.

control transformers and “across the line" motor
starting will be covered in-depth,

DEP Approved' Contact Hours: 20
Cost: $388 Code: 15.0499
Schedule: Flexible - Call 814-404-8542 for details.

EIE 122 - ELECTRIC MOTOR
CONTROL I

Troubleshooting methoads, advanced motor control
circuits and automatic Input devices are some
of the hands-on learning topics in this 20 hour
follow-up course to Electric Motor Control 1. {Pre-
requisite: EIE 121 or permission of instructor)

DEP Approved Contact Hours: 20
Cosft; $388 Code: 15,0459
Schedule: Flaxihle — Call 814-404-8542 for details.

———
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EIP 130 - PROGRAMMABLE EIM 120 - MECHANICAL DRIVE

LOGIC CONTROLLERS SYSTEMS

The fundamental control architecturs, program- This 30 Hour course looks at the selection, instal-

ming and troubleshooting of Programmabkle Logic lation and maintenance of basic v-belt & chain

Cantrollers {PLCs) are covered in this 30 hour drives, gear drives, speed reducars, bearings and
" course. (Prerequisite: EIP 131 or permission of couplings. Component Taveling and alignment

instructor) techniques as wel! as lubrication fundamentals

DEP Approved Contact Hours: 30 are also examined.

Cost: $581 Code: 15.0406 DEP Approved Contact Hours: 30

Schedule: Flexible - Cail 814-404-8542 for detalls. Cost; $581 Code: 15,0899

Schedule: Flexible — Call 814-404-8542 for details.

EIP 135 - LEVEL, PRESSURE &
FLOW CONTROL THE PROACTIVE OPERATOR

This 24 hour course introduces and bulids upon This 1-day class examines tne keys to success-

teedback loop concepts for level, pressure and fully meeting the constantly changing technical,

flow control. The types and interaction of transmit- regulatory and customer service chalienges that

ters, contral signals, final control elements and characterize the water/ wastewater treatment

process disturbances are thoroughiy explored. industry. Topics include problem prevention, de-

DEP Approved Cnn’tac’c'Hou'rs: 24
Cost: $460 Code: 15.0499
Schedule: Flexible — Call B14-404-8542 for detalls.

cisien-making and process optimization at water
and wastewater traatmant and pumping facilities.

DEP Approved Contact Hours: 7
Cost: 129 Code: 15,0505
Date:TEBD Time: 8:00 AM - 4:30 PM
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MASTERING
OPERATOR MATH |

This 1-day class teaches the fundamentals of op-
erator math with amphasis placed on identifying
sources of operator math confusion. Significant
time will be spent practicing units-of-measure
conversions and basic operator math calculations
that are relevant to both water and wastewater

treatment.

DEP Approved Ceontact Hours: 6

Cost: $129 Code: 15,0506
Bate: TBD Time: 8:00 AM -3:30 PM
"MASTERING-

OPERATOR MATH Il

This 1-day clags builds on the skilis acquired from
Mastering Opsrator Math | or from the skills that
studenis may already possess from working in
the field. Significant time will be spent practic-
ing advanced operator math calculations that are
relevantto both water and wastewatsr treatmant,
DEP Approved Contact Hours: §

Cost: $129 Code: 15.0506

Date: TBD Time: 8:00 AM - 3:30 PM

SITUATIONAL LEADERSHIP

The situational nature of effective leadership

and the challenges posed to new, seasoned and
aspiring frontiine leaders are thoroughly examined
in this discussion based, 1-day class, The vary-
ing perspectives of operations and management
personnel are explored.

GEP Approved Contact Hours: 7

Cost: $129 Code: 15.0508

Date:TBD Time: 8:00 AM - 4:30 PM

CONTROL FUNDAMENTALS
FORTHE OPERATOR |

This 1-day hands-on workshop focuses on feed-
back, flow-pace, cascade and other confro! con-
cepts. These dizcussions wili form the basis for
subsequent hands-on exercises designed to build
the analytical skills required to recognize and
troubleshoot aperational and controf prohlems
such as “hunting” valves, inaccurate chemical
dosing and overflowing tanks in treatment and
processing facilities.

DEP Approved Contact Hours: 6§
Cost: 3100 Code: 15.0506
Date: TBD Time: 8:00 AM - 3:30 PM

A
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Continuing Education Courses cowmue

EIE 111 - BASICAC/DC
ELECTRICITY

This 30 Hour course covers the fundamentals ef
both AC and DC electricity and provides hands-on
electrical measurement, circuit building and circuit
analysis practice. The importance of Inductance,
capacitance, electromagnetism and transformers
is also covered.

Cost: 581 Hours:30 Code: 15,0459
Schedule: Flexible ~ Call 814-404-8542 for details,

EiE 113 - ELECTRIC
RELAY CONTROL

Electromagnetic relay control with emphasis on
1adder logic, sequencing and time delay opera-
tions Is the focus of this 15 heur, hands-on intro-
ductory class. {Prerequisite: EfE 111 or permission
of instructer),

Cost: $311 Hours: 18 Code: 15.040%
Schedule: Flexible - Call 814-404-8542 for details,

EIE 114 - ELECTRO-
FLUID POWER

This in-depth, 40 hour course introduces basic
slectrical control concepts, logic alements and ac-
tuating devices. Later units examine hydraulic and
aneumatic solencid valves, cylinders and motors.
Hands-on exercises inciude building and analyzing
numerous hydro-pheumatic circuits utilizing tim-
ers and pressure conirol devices and techniques.

Cost; $779 Hours: 40 Code: 15.0488
Scheduie: Flexibie — Call 814-404-8542 for details.

"Cost: $388

EiM 131 - CENTRIFUGAL PUMPS3

This 20 hour, hands-on course explores centrifu-
gal pump construction, operation and hydraulics.
Emphasis is placed on pump selection and main-
tenance.

Cost: $391 Hours: 20 Code: 15.0899
Schedule: Flexible — Call §14-404-8542 for details.

EIE 121 - ELECTRIC
MOTORCONTROLI

This 20 hour, hands-on class emphasizes electri-
cal safety while introducing the concepts and
physical devices that compriss motor control
and power circuits, 3-phase power, control logle,
control transformers and *across the ling” motor
starting will be covered in-depth. (Prerequisite:
EIE 111 or permission of instructor).

Hours: 2¢ Code: 15.0489
Schedule: Flexible - Call 814-404-8542 for details.
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EIE122 - ELECTRIC MOTOR
CONTROQOL i

Troubleshooting methods, advanced motor control
circuits and automatic input devices are some
of the hands-on learning topics in this 20 hour
follow-up course to Electric Mator Control I, (Pre-
reguisite: £IE 121 or permission of instructor).

Cost: $388 Heours: 20 Code: 15.0499
Schedule: Flexible - Cail 814-404-8542 for details.

EIE 223 - FUNDAMENTALS OF
VARIABLE FREQ AC DRIVES

This 20 hour course gxamines the technology
that allows variable speed control of AC motors.
Specifically, the course addresses controlled
acceleration, deceleration and braking of AC mo-
tors. Additional theoretical and hands-on topics
include variable frequency drive fault diagnostics
and troubieshooting methods, (Prerequisite: EIE
121 or permission of instructor),

Cost: $388 Hours: 20 Code: 150489
Schedule: Fiexible - Call 314-404-3542 for details.

EIE 226 - ELECTRIC MOTORS
AND GENERATORS

The construction and operation of AC and DC.
rotating machines are thoroughly examinad in this
comprehensive, hands-on 32 hour training course.
Additicnal course activities include measuring

and calculating the efficiency and torque of DC
series, shunt and compound motors as weli as AC
single phase, capacitor start and 3-phase motors,
The theory and operation of several types of DC
genarators is also covered. {(Prerequisite: EiE 111
or permission of instructor).

Cost: $733 Hours:32  Code: 15.049%

Schedule: Flexible - Call 814-404-8542 for details.

EIM 113 - BASIC HYDRAULICS

This 20 hour, hands-on training course examines
the fundamental theories and operation of hy-
draulic power systems with emphasis on flow and
pressure control within basic Industrial hydraulic
circuits.

Cost: $391 Hours: 20  Code: 15.1103

Schedulie: Flexible — Call 814-404-8542 for details.

EIM 123~ INTERMEDIATE
HYDRAULICS

Various hydraulic circuit components such as
ditectional control valves, check valves, hy.draulic
cyli'nders and accumulaters are utilized [n design-
ing and building hydraulic circuits in this 25 Hour
course that builds on the hydraulic fundamentals
covered In Basic Hydraulics, (Prerequisite: EIM
113 or permission of instructor},

Cost: $468 Hours: 25 Code: 15.1103

Schedule: Flexibie —~ Call 814-404-8542 for detalls.
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EIM 135 - HYDRAULIC
TROUBLESHOOTING .

in this 45 Hour comprehensive course students
will learn hands-on diagrostic skiils atths hydrau-
lic circuit and component level and will work with
real, industrial strength components such as DCV
valves, hydraulic pumps & motors and un-loader
yalves. (Prerequisite: EIM 113 or permission of
insiructor).

Cost:$877  Hours: 45 Code: 15,1103
Schedule: Flexible - Call 814-404-8542 for details.

EIM 114 - BASIC PNEUMATICS

This 16 Hour, hands-on course examines the
fundemental theories and operation of oneumatic
power systems with emphasis on flow and pres-
sure controf within basic industrial preumatic
circuits.

Cost: $311 Hours: 16 Code: 151103
Schedule: Flexible ~ Call 814-404-8542 for detalls,

EiM 124 -
INTERMEDIATE PNEUMATICS

This 15 Hour, hands-on course is a fcliow-up to
Basic Pneumatics and explores subjects such as
Directional Cantrol Yalves, air logic and pneu-
matic maintenance. (Prerequisite: EIM 114 or
permission of

instructor).

Cost: $311 Hours: 15 Code: 151103
Schedule: Flexible — Cali 814-404-8542 for details.

EIM 118 - MECHANICAL DRIVES |

This 40 Hour course looks at selectior and mainte-
nance requirements of basic v-belt & chain drives.
This hands-on course also offers an introductory
examination of shafis, bearings and couplings.
Cost: $758  Hours: 40 Code: 15.0899

Schedule: Elexinle — Call 814-404-8542 for details.

EIM 119 -
MECHANICAL DRIVES Il

Couplings, spur gear drives and multiple shaft
drives are the focus of this 35 hour, hands-on frain-
ing course. Advanced gear drives, speed reducers,
precision shaft alignment and lubrication are also
examined,

Cost: 3663  Hours: 36 Code: 1 5.0899

Schedule: Flexibis — Cail 814-404-8542 for details,

EIM 120 - BEARINGS,

GASKETS & SEALS

The selection, installation and mairienance ofa
variety of bearings, gaskets and seals comprise
this 30 hour, hands-on class,

Cost: $568 Hours:30 Code: 15,0860
Schedule: Flexible - Call 814-404-8542 for detalls.

EIM218-INTROTO
VIBRATION ANALYSIS

This 12 hour, hands-on class emphasizes vibration
analysis methodologies as applied to industrial
components such as bearings, pulieys and cou-
plings.

Cost: $311 Hours: 12 Code: 15.0880
Schedule: Flexible - Call 814-404-8542 for details.




Emerging Energy & Infrastructure

Continuing Education Courses commues

EIP 131 - PROGRAMMABLE
LOGIC CONTROLLERS

The fundamental controf architectire and
pregramming of Programmable Logic Control-
lers (PLCs) are covered in this 26 hour course.
Students program an industrial PLC using state-
of-the-art software and hardware components.
Emphasis is placed on program analysis and
discreet Input/ Output interfacing, (Prerequisite:
EIE 121 or EIE 113 or permission of instructor).
Cost: $447 Hours: 26 Code: 15.0406

Schedule: Flexible - Call 814-404-8542 for details.

EiP132 - PROGRAMMABLE
LOGIC CONTROLLERS II

In this 14 hour class, students will utitize PLC
troubleshooting tosls and techniques to diagnose

and resolve real world power supply, [;O, proces-
sar and software faults/ failures. (Prerequisite:

EiP 131 or permission of instructor).
Cost: $224  Hours: 14 Code: 15.0406
Schedule: Flexible - Call 814-404-8542 for details.

EIP 136 - PROCESS CONTROLI

This 35 hour course introduces basic process con-
trol block and line diagrams as well as a hands-on
exploration of process control mades, operation
and components.

Cost: 743 Hours: 35
Schedule: Flexible — Call 814-404-8542 for details.

Code: 15.0493

EIP 137- PROCESS CONTROLII

I this 15 hour class, hands-on course, students
will explore auiomatic control parameters and the
methads used to optimize process performance
by “tuning” feedback control loops. (Prereguisite:
EIP 136 or permission of instructor).

Cost: $321  Hours: 15  Code: 15.0459
Schedule: Flexible ~ Call 814-404-8542 for detajls,

—p—
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Central Pennsylvania Institute
of Science and Technology

Emerging Energy & Infrastructure ' Natural Gas

Syllabus: Natural Gas Technician

Student Learning Resources

Written Portfolio Emerging Energy & Infrastructure Lab
. Learning Activity Projects (LAPs) containing . Comprised of hands-on training equipment.
written descriptions of technical concepts; self- . Staffed by EE&I instructors o present
reviews; arid hands-on activity procedures, data concepts, answer questions and facilitate
sheets and resulis. hands-on learning.
. Written and hands-on skills assessment « Open: '
documentation. _ from 9:00 am to 6:00 pm on Monday

- from 9:00 am to 9:00 pm on Tue - Thurs

On-line el carning Modules - additional times by appointment

. Presentation of technical concepts via computer
graphics and videos.

. Viriual Training excrcises.

. Pre and Post quizzes for each on-line lesson.

Student Performance
Grading Scale Expectations' _
91% to 100% =A CPI expects all students to:
81% to 90 %=1 . maintain a regular and consistent EE&I lab
70 % to 80 % =C presence
<70 % does not pass . utilize all EE&I Student Learning Resources

Final Grade Components
. Hands-on Labs and Assessments - 70%
. Written quizzes - 30%
. Satisfactory' expectations fulfillment
- 0.0 to 1.0 weighting factor

. communicate constructively with instructors -
. observe all CP! Student Conduct requirements.

1 nsatisfactory expectations fuifiliment will compromise the student's ability to successfully complete the program



- Emerging Energy & Infrastructure

Central Pennsylvania Institute
of Science and Technology

Natural Gas

Natural Gas Compressor Station Technician B
Learning Component Hours
______________________________ AC/DCElectrical 285 T
eeeeeeeeeer.. Blectric Control Logic Fundamentals g T
et Basic Electical Machines | gg T e e
------------ E_IgactrwicMotngon_t{ol_m 40___ e
T AC Frequency Drives 16
_______________ Basic Residential/ Commercial Wiring ]
o Iodustrial Electrical Wiring 0 T
----- ,'iiiectr'icéf bow—fer Dirsrtribution" . 2—5 V
______________ Powerand Control Electronics 50
... Programmable Logic Controlers (PLCS) 5
e BLC Troubleshooting B
e PLC Analog Control S e
P et gy g T e
T e Pamelview T 15
________ Positive Displacement Pumps 8
. _______________ -C_E?Fﬁfl}garff-’_‘{@?_s_ _____________ S e
e GearBumps T
____________________ Magnetic ];umps " 5
_______________________ Central Lube 25
e ydraiies 25
s Pneumatics 40 )
eeeeiemeeeeceeeeoo......... ProcessControl 0
h N Solar }Bhatovoltafc Systems 20
___________________________________ Mechanical Drives 90 ]
------ -Vibratior{ :Analysis " . 15
eeeieiieeeenoo.......... Riggingl 28 ]
Rigging 2 12
_______________ Safe Land/ Additional Safety 40
T The proactive Technican T 7 e
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Situational Leadership 7
Commercial Driver's License 110
Intro to Natural Gas 8
""""""""""""" N é’t’ﬁféi‘éé{s"E}Eﬁié}ldfib'ﬁ'/E’;E{ééé%{éh"'""'""""i’s'""’""""'"‘""""'""""""“""""'
""""""""""" T 'Nataral Gas Production I
"""""" N ?;{tii-éi'éé's"s'tﬁifééle']ﬁié%}ib"ﬁiiéﬁ/"fféi{s'ﬁaff"'""“"""'i's"""""""'""""“"""""""""'“
"”"""'"”'""""”""'"Né%ﬁféiﬁé‘s'é&ﬁib‘r’és‘éb}'s """"""" 16 ey
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ATTACHMENT R2
See Attachment Q2 — Self Study



ATTACHMENT R3
See Attachment L1 — Preliminary Draft Report



ATTACHMENT R4
See Attachment M3 — Annual Report Review



- ATTACHMENT $1
See Attachment F6 — Training Agenda



ATTACHMENT 52

See Attachment J2 — Site Team Comments'




ATTACHMENT 33
See Attachment B1 — Exhibit L, Chapter 16 & 17



ATTACHMENT S4
See Attachment L1 — Preliminary Draft Report




ATTACHMENT S5

See Attachment F4 — Conflict of lnfcerest Form
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Appendix, Exhibit N
Accreditation Process Evaluation Form
by the
Site-evaluation Team

THE PENNSYLVANIA DEPARTMENT OF EDUCATION

;- Accreditation Process Evaluaﬁd_n Form

by the .
Site Evaluation Team .

Evaluation of the Pennsylvania Public -Pos‘tseoondary Education Accreditation including
the process and team members...

o -

Institution: { Zi srrze LYo ueosTres > LT.C Dates of Site-evaluation: i~ <l [0 | S P

Evaluators (Optional): EM\A, A o Ul

1. Please rate the overall process used to study and evaluate the applicant institution
using the following scouring guidelines: ‘

5 = Excellent — 4 = Very Good — 3 = Good -- 2 = Fair and 1 = Poor

2. in addition, we would like any comments, strengths/opportunltles to improve that you
wish {o share about the overall process.

3. Thanks for your input.

. Evaluation of the
Overall Accreditation System

No. ‘ Evaluation ltem. Scoring Level

1. The method used for selecting you as a site-evaluation team .
member... 54321

.| Comments: strengths/opportunities to improve...

2. -1 The value of the pre-training provided to you as a member of .
the site-evaluation team... _ 5/43 2 1
Comments: strengths/opportunities to improve...

Revised May 2013 ' 65



The materials the applicant career and technical center
provided to you in advance of the site-evaluation such as the
self-study results, documents from Pennsylvania Department
of Education files, the Institution’s Organizational Profile, etc...
Comments: strengths/opportunities to improve.,
“%M? Bt — ’/.J-—*‘-% 50“""!(_‘(‘{ %‘%\b&(

Lo

2) A s jt g 8 ){’:}d/\u&«-’\—‘“k

S

L

;Mf

54321

Your qualifications and preparedness for your :ndlwdual site-
evaluation assignment...
Comments: strengths/opportunities to improve...

(5}4321

The time you had been allotted to accomplish your -
assignmenis...
Comments: strengths/opportunities to improve...

,§4321

!”

The applicant career and technology center preparedness to
respond 1o the overall accreditation process such as
completing the self-study, informed administration - faculty -
staff - students, acceptance of your presence, abilities to
provide responses to your questions/needs, etc...
Comments: strengths/opportunities to improve...

\E‘z—a./;‘%u—yz-«wi zé’ ,,/f‘u*-’jwiaﬂ::ﬁd i &

54321

K

Revised May 2013

66



| ATTACHMENT T1
See Attachment B1 — Chapter 18



ATTACHMENT T2

See Attachment S6 — Site Team Evaluation
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I add;taon p[ease share comments and;’or strengthsfopportunmes i
' _lmprove the process. : . _

; Thank you 'or your mpu’t




evaluétxonteam SV S
:Comments strengthsiopportumbes to improve....' 5@ 321

What key: fmprovements a%ﬂfor changes do you reconmmend when
| conducting future accreditation processes: for other institutions.... -
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Institutional Accreditation Advisory Group
April 18, 2013
Agenda

Welcome

. Pefition

Updates to Accreditation Guidelines

Re-Accreditations for 201 32014
A. Schuylkilt Technology Centers
B, Indiana CTC - tentative dafes September 9,40, 11, 2013
¢, Clearfield CTC~ tantative dates Oclober 8, 9,10,2013
N, Greater Johnstown CTC —tentative dates November 4, 5, 6, 2013
E. Lehigh CTC ’
£ York County School of Technclogy

Accreditations for 2013-2014
A Huntingdon CTC
B. Delaware CTC
C. Reading Muhienberg oTe

Complainis

Open Discussion

Dates for upcoming meetings

Adioumn




Criteria: 603.24(a)(2)(if) Fiscal Capacity

Response:

The Pennsyivania Department of Education receives funding from state allocations, and federal
grants. The FY2012 budget totals $4,519,442 inciudes operational costs for the Bureau of Career

and Technical Education {See BCTE Budget). The accreditation activities are included in the
Division of Adult and Postsecondary CTE budget (See Adult and Posts econdary Division Budget),
This budget aliocation includes salary, travel, and other expenses and benefits for the staflf members
assigned to accreditation activities. (See BCTE Position Descriptions) Travel and salary expenditures
for all BCTE staff when they assist with accreditation activities are reflected within their individual
division budgets, Administrative functions of the accrecitation process are fully funded through
permanent sources. No curtailment of the accreditation process hes occurred dus to fiscal

constraints, ‘

- Exhibit(s) Linked to this Criterion

‘ Exhibit Title File Name

BCTE Budget BCTE BUDGET.docx

Adult & Postsecondary Division ADULT & POSTSECONDARY DIVISION
Budget - BUDGET.doex

Position Descriptions Position Descriptions. pdf

Page2 of 7



Criteria: 603.24(b)(1)(i) Has an advisory body

Response:

The Institutional Accreditation Advisory Group (IAAG) committes includes representation by each
of the categories as required by the Criteria for State Agencies. (See IAAG Committee Members).

Exhibit{s) Linked to this Criterion.
Exhibit Title "~ File Name
IAAG Committee Members IAAG Committee Members.docx

Page3 of 7




Criteria: 603.24(b)(1)(x) Complaint Procedures

Response:

The state has not received a complaint about the accreditation process, including evaluation team
members, conduct, ethics guidelines or self-study. The evaluation from the site under accreditation
review and the evaluations completed by the site tearn evaluators reflect the process has been
working. Additionally, concerns brought forth by others not involved with the accreditation process
have not been received. '

To document that the state has or has not received complaints, the TAAG agenda will reflect an
ongoing agenda item of “Complaints Received.” (See IAAG Agenda - Complaints} IAAG minutes
will reflect if complaints have or have not been received. If complaints are received, appropriate
documentation will be retained and submitted with future petitions.
' Exhibit{s) Linked to this:Criterion
"Exhibit Title - _ ' -~ 7 File Name .
[AAG Agenda - Complaint IAAG Agenda - Complaint.docx

Page4 of 7




Criteria: 603.24(b)}(2)(i) Report on Strengths, Weaknesses, and Compliance

Response:

Institutions are given a drafi written report within 45 days of the site evaluation which includes
Strengths, Opportunities for Improvement and Corrective Action Needed. (See Final Drait Report -
Lebanon) > ,

Exhibit(s) Linked to this Criterion
Exhibit Title ' File Name
Lebanon CTC Written Draft Report Lebanon CTC Written Draft Report.pdf

i

=

Page 5 of 7



Criteria: 603.24(b)(2)(iif) Response to Report |

Response:

Institutions are given a draft written report within 45 days of the site evaluation which includes -
Strengths, Opportunities for Improvement and Corrective Action Needed. As per the ASIAE
Accreditation Guidelines (ASIAE Guidelines Chapter § - Written Report), the institution will have
30 days to comment on the draft report fo include any evidence in support of its comments. (See
Draft Report cover letter - Lebanon and Comments Received - Lebanon CTC) The draft report will
then be given to the IAAG Committee for recommendation on acereditation status, Once a
recommendation has been made, the draft report is given to the Pernsylvania State Board for
Vocational Education for a final decision on an accreditation status,

Exhibit{s) Linked to this Criterion

Exhibit Title - File Name
ASIAE Guidelines - Chapter 8 Wiitten ASIAE Guidelines - Chapter 8 Written
Report Report.docx :
Final Draft Cover Letter - Lebanon CTC  Final Draft Cover Letter - Lebaron CTC.pdf
Comments Received - Lebanon CTC Comments Received - Lebanon CTC.pdf -

Page 6 of 7



Criteria: §03.24(b)(2)(iv) Adverse Action and Right to Appeal Notice

Response:

In the draft final report cover letter, the institutions are provided notice of their right to appeal any
decision made by the Pennsylvania State Board for Vocational Education. (See Draft Cover Letter -
Lebanon CTC)

Exhibit(s) Linked to this Criterion
Exhibit Title File Name
Final Draft Cover Letter - Lebanon CTC  Final Draft Cover Letter - Lebanon CTG1.pdf

Page 7 of.7



Updates to Guidelines - Summary

e New name: Accreditation Guidelines for Pennsylvania Public Postsecondary Vocational
Education '
¢ Chapter § Writfen Report

. O

Following on-site review, SAC will prepare a preliminary draft report with the
commendations, recommendations and correcHons to the institution,
Institution will have 30 days to respond to the report and/or file supplemental
materials,

SAC will review the resporse and if necessary, reconvene the original site
evaluators. SAC will prepare a final drafi report to present to the Institutional
Accreditation Advisory Group (TAAG) for their recommendation of accreditation
status '
Pepnsylvania Department of Education (PDE) reviews the recommendation of
accreditation status from the TAAG to determine if to accept or reject the
recommzendation,

PDE presents the final draft report with their recommendation of accreditation
status to the Pennsylvania State Board for Vocational Education (PASBVE).
PDE will advise the PASBVE on its reasoning for accepting or rejecting the
IAAG accreditation recommendation, '

» Chapter 9 Accreditation Approval and Appeal Process

o

PDE notifies the instifution of the recommendetion of accreditation status and
informs the institution that a final draft report will be presented to the PASBVE at
their next meeting. '

PASBYVE notifies the institution under review of PDE’s recommendation of
accreditation status and notifies the institution of their opportunity to appedr and
contest the recommendation. .

If the institution responds with a request for a hearing within the 30 day time
frame, PSABVE will provide written nofice to the parties of recelving the appeal,
assign a docket number and assign a hearing officer. A hearing is held to develop
2 full and accurate record for the PASBVE considerstion.

PASBVE will review the full record, discuss and issue a written Snal decision
including statement of reasons. : ‘

Institution will remain accredited throughout the appeal process,

If the institution does not respond in writing to request a hearing withia the 30

“days, the final draft report is presented to the PASBVE for formal adoption and an

issuance is made by the PASBVE to accept ot deny PDE’s recommendation for
accreditation status.

G. Ifthe final decision of the PASBVE is to deny zccreditation, the institution
should follow the Close Out Procedures &s outlines in the Complete Federal
Student Aid Handbook found af the following website: hitp:/ifap.ed. gov/ifap/




» Chapter 10 Accreditation/Probationary with Stipuletions/Denial Status Processes
o Addition to Denial of Accreditation — The possible financial impact to the school
would be no new students on financial aid resulting in a decrease in enrollment
end loss of revenue. If the final decision of the Pennsylvania State Board for
Vocational Education is to deny accreditation, the institution should follow the
Closeout Procedures as outlined in the Complete Federal Student Aid Handbook
found at the following website: hitp://ifap.ed.gov/ifep/.
o If the Pennsylvania State Board for Vocational Education loses its recognition
through the United States Department of Bducation, the institution has up 1o 18
months to find a new accreditor while i1 considered eligible for Title IV
Participation. :
« Chapter 12 Annual Report
o New guidelinesa-k (see handout)
o New Annual Report (see handout)
o Areas of Deficiency (see handout)
o Chapter 14 Re-Accreditation Process
o Refers back to Chapters 4-13
o Replaces Deny with Revoke (see handout)



Chapter 12 Annual Operational Report

Annually, Pennsylvania State Board for Vocational Education accredited institutions will
submit reports to Penhsylvania Department of Fducation. The reporis are due August
31 of every year accredited. The reports cover each of the accreditation standards:
organizational leadership; student stakeholder and public/community focus:
administration, staff, facuity, and support services; learning-centered program design
and delivery; iearning-centered facilities and equipment; and organizational
performance results. (See Appendix, Exhibit P) :

a.

b.

The State Accreditation Coordinator will receive the reports, which will be date
stamped when the report is received. : '
An initial review will be made to ensure materials have been submitied for each
section of the report. '

f material is lacking, the State Accreditation Coordinator will notify the institution

and request additional information.
When a complete report has been received, the State Accreditation Coordinator
will coordinate a review of the annual report with the Pennsyivania Department of
Education staff assigned to accreditation.

During review of the annual report, staff will jock for triggers indicating an area(s)
of deficiency. _

If materials are deficient and a trigger has been identified, the State Accreditation
Coordinator and staff will review the materials and arrive at a consensus that a
deficiency exists. '

A letter nofifying the institution that specific sactions of the report are deficient will
be prepared to cutfine the areas of deficiency. The letter will request that the
institution provide additional evidence. .

The State Accreditation Coordinator and staff will review the additional materials
and arrive at a consensus on the sufficiency of the additional evidence.

R

. The institution will be notified if they met the standards and will continue with full

accreditation status or if it does not meet full accreditation.
If an institution does not meet full accreditation, the State Accreditation

" Coordinator will prepare a letter notifying the institution that it has not met the

standards and does not meet ful} accreditation. The institution will- be notified
that it must submit a corrective action plan within 30 working days from the date

‘of the letter. Additionally, the State Accreditation Coordinator will sched ule a site

visit. Pennsylvania Department of Education will be notified when an institution
does not meet the standards.

The triggers that determine when a corrective action plan must be submitted are
listed below. '

Areas of Deficiency
The following triggers are considered areas of deficiency, and will reguire the institution
to provide more information or a corrective action plan.

Organizational Leadership
« Administration does not provide direction to the overall organization




There is no future direction or implementation of a plan for Pennsylvania
Public Postsecondary Vocational Education

There is no revisw of the organizaticn’s performance

Institution does not meet the regulatory requirements and pubiic
responsibilities :

- Student Stakeholder and Public/Community Focus

institution does not involve the community
Institution does not use student and stakeholder satisfaction to improve
Pennsylvania Public Postsecondary Vocational Education

Administration, Staff, Faculty, and Support Services

.

-

Institution does not enact practices to achieve high performance
Institution does not build a quality workiorce |

Institution does not identify professional growth for administration, staff
and facility

Institution does not maintain a conducive environment for all employees

Learning-Centered Program Design and Delivery

institution does not establish methods and opportunities for student
learning: ' .

institution does not provide opportunities for work-site learing
Institution does not use methods for monitoring and tracking student
leaming : '
Institution does nct maintain process for providing student support
Institution does not define/institute credit hours

{ earning-Centered Facilities and Eguipment

Institution does not acquire equipment, tools, and instructional resources
to support the program
Institution does not provide a safe environment

Oraganizational Performance Results

L]
*
&

Institution does not trackiutilize student evaluations
Institufion does not frackiutilize employer evaiuations
Budget does not show growth

Insfitution does not track/utilize administration, facility and staff evaluations




Appendix, Exhibit P
Annuzl Operational Report

THE PENNSYLVANIA DEPARTMENT OF EDUCATION

The following is Annual Operational Report for Year 20 - 20

All Annual Reports are due in the Pennsylvama Department of Education Cffice by August 31st
for each year you are accredited.

Name of Institution:

Contact Person:

Position:

Mailing Address:

Phone Number:

Fax Number:

E-Mail Address:

Web Address:

For the current Academic Year 20 /20

Nuinber of programs of 300 -5 99 hours in length Number of programs of 600 or more
hours in length

Is the msﬁtunon s adult educatmﬂ program(s) currently accredited with another agency? __ Yes
_ No

If ves, with which accrediting agency

The nformation and data submitted herewith is correct and current to the best of my knowledge.

Signature/Chief Administrative Officar - Date
E-mail Address
Signature/Adult Education Coordinator Date .

E-Mail Address



Directions:

Return one hardcopy and oné electronic version of this report and support items listed below by
August 31st to:

Pennsylvania Department of Education
State Accreditation Coordinator

333 Market Street, 11% Floor
Harrisburg, PA 17126-0333

Tn accordance with the requirements specified in the Pennsylvania Public Postsecondary .
Vocational Education Accreditation Guidelines, please provide a natrative to explain how each
piece of evidence is used to develop/maintain/grow your Pennsylvania Public Postsecondary
Vocational Education institution. ‘ <

A, Organizational Leadership: , )
Provide two Joint Operating Committee meeting minutes, in past year, discussing Pennsylvania
Public Postsecondary Vocational Education

Provide evidence of Pennsylvania Public Postsecondary Vocational Education in the
Comprehensive Planning Tool :

Provide evidence of administrative review of Pennsylvania Public Postsecendary Vocational
Education performance

Provide copy of Vision, Mission and EEO statements in various Pennsylvania Public
Postsecondary Vocational Education documentation

B. Student, Stakeholder and Public/Community Tocus
1. Provide copy of one Occupation Assessment Cornmittee meeting minutes per program
2. Provide copy of complaint procedurs

C. Administration, Staff, Faculty and Support Services

1. Provide copy of job duties of those persons directly involved in Pennsylvania Public
Postsecondary Vocational Education

9. Provide qualifications of instructors in Pennsylvania Public Postsecondary Vocational
Education programs

3, Provide professional development opportunities available to Pennsylvania Public
Postsecondary Vocational Education instructors

4. Provide copy of emergency plan

D. Learning-Institutional Program Design and Delivery
1. Provide evidence of plan for remediation for students in Pennsylvania Public
Postsecondary Vocational Education programs
2. Provide evidence of the opportunity for work-site learning
3 Provide date on monitoring and student tracking i.e. grades, pass rates, credentials
earned, placement, efc,




3.

Provide copy of adult education catalog and handbook showing course descriptions with

tuition and fees, policies and guidelines, expectations, grading system, remediation ;
opportunities, certifications and end of the program certificats, ;
Provide copy of credit hour policy ' :

E. Learning-Institutional Facilities and Equipment

1.

2,

Frovide plan for purchase of equipment for Pennsylvazﬁa- Public Postsecondary
Vocational Education programs -
Provide copy of safety minutes

K. Organizational Performance Resulis

1.

2.

3.

Provide copy of completed student evaluations, one per program, and how data was
utilized to update and improve pro grams :

Provide copy of competed employer evaluation, one per program, and how data was
utilized to update and improve programs

Provide copy of budget to show overall growth and expansion in Pennsylvania Public
Postsecondary Vocational Education programs including a breakdown of all revenyes and
expenditures. Show breakdown of students and their method of tuition and relate it to the
overall budget '

Provide copy of completed staff evaluations and how data was utilized to update and
improve programs '



Chapter 14 Re-accreditation Process
Process for re-accraditation of an institution.

Pennsylvania Department of Education re-accredits institutions every five years.

Re-accreditation follows ihe initial accreditation process with a focus on the

institution’s adherence-to the Pennsylvania Public Postsecondary Vocational
Education Guidelines over the past five years.

Pennsylvania Department of Education will notify the institution in writing cne (1)

year prior to the re-accreditation and offer technical assistance. A follow-up

reminder will be given 6 months prior to the re-accreditation. Each reminder will
emphasize that the review is focused on adherence to the standards and criteria
over the B-year period of accreditation.

Re-accreditation follows the same guidelines as the original five (5) year
accreditation process. (See Chapters 4 — 13}

Re-Accreditation scenarios are as follows:

]

Accreditation -
Probationary Accreditation with Stipulations

Revoking Accreditation: Pennsylvania Department of Education has an ongoing
relationship with each institution offering Pennsylvania Public Postsecondary
Vocational Education after accreditation has been granted. As part of this
relationship, Pennsylvania Department of Education continues to review the
institution’s Pennsylvania Public Postsecondary Vocational Education student
placement data, the deletion and addition of any instructional programs, and any
institutional changes that effect its operations or that might have an effect cn the
accredited status. As a resulf of this on-going review before the five-year re-
accreditation, Pennsylvania Department of Education may reaccredit an
institution if it believes that the institution has made changes that affect the
quality of its Pennsylvania Public Postsecondary Vocational Education pregrams
in relation to the standards and quality Initiatives listed in the self-study guidelines

-and in the Pennsylvania Pubfic Postsecondary Vocational Education

Accraditation Guidelines. if the institution has not sustained the expected level of
Pennsylvania Public Postsecondary Vocational Education quality, Pennsylvania
Department of Education works with the institution and provides the necessary
technical assistance to help eliminate the need for revoking an accreditation.
However, if the institution has not shown any progress, in their first five years of
accreditation, towards bringing their institution up to the'standards and quality
initiatives, Pennsyivania Department of Education will revoke the institution’s
accreditation. [nstitutions have an oppertunity o appeal this decision. (See
Chapter 9) Institutions may re-apply for accreditation after one {1) year.




ATTACHMENT T5



Updates to Guidelines - Summary

The following updates were made to Chapter 8 Written Report to allow the institution an
opportunity to response and clarify any items in the preliminary draft report:

Following on-site review of an institution, the State Accreditation Coordinator (SAC)
will prepare a preliminary draft report with the commendations, recommendations and
corrections to the institution.

Institution will have 30 days to respond to the report and/or file supplemental materials.
SAC will review the response and if necessary, reconvense the original site evaluators.
SAC will prepare a final draft report to present to the Institutional Accreditation Advisory
Group (IAAG) for their recommendation of accreditation status.

Pennsylvania Department of Education (PDE) reviews the recommendation of
accreditation status from the TAAG to determine if to accept or reject the
recommendation.

PDE presents the final draft report with their recommendation of accreditation status to
the Pennsylvania State Board for Vocational Education (PASBVE). PDE will advise the
PASBVE on its reasoning for accepting or rejecting the IAAG accreditation
recommendation.

The following updates were made to Chapter 9 Accreditation Approval and Appeal Process in
which the PASBVE now notifies the ‘nstitution of the recommendation by PDE and allows 30
days for the institution to request a hearing which has become the appeal process. Previously
appeals were made to the Secretary of Education. Also included is guidance for institutions
whose accreditation is revoked by PASBVE:

PDE notifies the institution of the recommendation. of accreditation status and informs the
institution that a final draft report will be presented to the PASBVE at their next meeting.
PASBVE notifies the institution under review of PDE’s recommendation of accreditation
status and notifies the institution of their opportunity to appear and contest the
recommendation. ‘

Tf the institution responds with a request for a hearing within the 30 day time frame,
PSABVE will provide written notice to the parties of receiving the appeal, assign a
docket number and assign a hearing officer. A hearing is held to develop a full and
accurate record for the PASBVE consideration.

PASBVE will review the full record, discuss and issue a written final decision including
statement of reasons.

Institution will remain accredited throughout the appeal process.

If the institution does not respond in writing to request a hearing within the 30 days, the
final draft report is presented to the PASBVE for formal adoption and an issuance is
made by the PASBVE to accept or deny PDE’s recommendation for accreditation status.



¢ G. If the final decision of the PASBVE is to deny accreditation, the institution should
follow the Close Out Procedures as outlines in the Complete Federal Student Aid
Handbook found at the following website: http://ifap.ed. cov/ifap/

The following updates were made to Chapter 10 Accreditation/Probationary with
Stipulations/Denial Status Processes which states the financial impact to the institutions should
the institution be denied accreditation and states what happens if PASBVE should lose its
recognition of accreditation by USDE:

+ Addition to Denial of Accreditation — The possible financial impact to the school would
be no new students on financial aid resulting in a decrease in enrollment and loss of
revenue. If the final decision of the Pennsylvania State Board for Vocational Education
is to deny accreditation, the ins-titution should follow the Closeout Procedures as outlined
in the Complete Federal Student Aid Handbook found at the following website:
http://ifap.ed.gov/ifap/.

o Ifthe Pennsylvania State Board for Vocational Education loses its recognition through
the United States Department of Education, the institution has up to 18 months to find a
new accreditor while still considered eligible for Title IV Participation.

The following updates were made to Chapter 12 Annual Report which shows a consistency with
the annual report and the accreditation standards: '

® New guidelines a-k
» New Annual Report
e Areas of Deficiency
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MINUTES
STATE BOARD OF VOCATIONAL EDUCATION

333 Market Street | 1¥ Floor
Harrisburg, PA 17126

May 9, 2013

The meeting was called to order at 8:30 a.m. by Chaitman Larry Wittig,

Attending:

Erin Agnew . Sandra Dungee Glenn Jonathan Peri
James Barker Paul Ferrera Mollie Phillips
Kevin Bates Kirk Hallett Colleen Shechan
Wendy Beetlestone Maureen Lalty-Green - . Ed Sheehan
Emily Clark Francis Michelini Lee Williams

: ' Larry Wittig

APPROVAL OF MINUTES

The minutes of the March 14, 2013, meeting of the State Board for Vocational Education
were approved on an E. Sheehan/Dungee Glenn motion.

REPORT OF TIE DIRECTOR OF THE BUREAU OF
CAREER AND TECHNICAL EDUCATION

Dr. Lee Burket, Bureau Director, highlighted the following items from the written report
prepared by the Bureau of Career and Technical Bducation (BCTE):

Career and Technical Fducation Teacher Effectiveness Assessment Tool

The Bureau participated with the Career and Technical Education (CTE) Teacher
Effectivencss Committee to identify items for use in the rubric that will be used for the CTE
teacher assessment tool. The committee developed examples to demonstrate evidence for all
four domains of the assessment tool: planning and preparation, classroom environment,
instruction, and professional responsibilities. The final version will be used in fraining
administrators to evaiuate CTE teachers during the 2013-14 school year,

Career Counseling Plans

The federal Carl. D. Perkins Career and Technical Education Improvement Act of 2006
requires all states to provide support for carcer guidance and academic counseling programs that
are designed to promote improved carcer and technical decision making, PDE developed a
resource guide for schools to use as they develop a comprehensive K-12 guidance and
counseling program and will provide professional development in using the step-by-step
planning tool, PDE also coatinues to support two websites related to career counseling. Once



website suppotts school staff as they offer the academic standards of Carcer Education and Work
and design career counssling activities: www.pacarcerstandards.com. The second website
allows students to perform self-assessments to explore career opportunities:
WWW,DACATECIZ0Ne.COTm.,

Programs of Study Statewide Articulation Agreement Tnitiafive

BCTE staff presented workshop sessions in the Students Occupationally and
Academically Ready (SOAR) Programs of Study initiative at the annual College and Career
Readiness Conference held at the Pennsylvania College of Technology on April 3, 2013. Fifty-
five people representing secondary school administrators, CTE mstructors, and guidance
counselors from 34 school districts across the Commonwealth attended the one day event. The
event was sponsored by the Outreach for K-12 Office at the Pennsylvania College of
Technology.

Industry Partnerships

PA Automotive Association Foundation
« The Automobile Youth Competition for the 2012-13 school year was held at the Hershey
Antigue Car Museum. The winning Pennsylvania team was from the Franklin County
Carcer and Technical Center. They later went on to complete at the 2013 National
Automotive Technology Competition finals held in April in Manhattan. The Franklin
County CTC team finished with fifik place henors cut of 30 teams.

Multi-state Academic and Vocational Cutriculum Consortium (MAVCC)

+ BCTE staff participated in the spring 2013 MAVCC Board of Directors teleconference
on March 5. The Commonwealth is a member state in the consortium and each member
state has a representative who serves on the MAVCC Board of Direciors.

¢ MAVCC announced that the Diesel Technology Hydraulics Curriculum has been revised
and is now available, The curriculum emphasizes hydraulic fundamentals, reservoirs,
pumps, vatves; cylinders and motcrs. Units of instruction are available on the PDE
website.

2013 Pennsylvania DECA State Leadership Conference

* The DECA. State Leadership Conference was held at the Hershey Lodge and Conference
Center from February 26 thru March 1, 2013. There were over 1,500 distributive education
clubs of America (DECA) studeats participating in over 50 different written event exams as well
as 26 competitive events. Neatly 400 winning students from the DECA State Conference
traveled to Anaheim, CA. to participate in various CTE competitions at the national conference in
April 2013,

SkillsUSA. State Leadexship Conference

The SkillsUSA State Leadership Conference was held at the Hershey Lodge and
Conference center with approximately 1,400 participants attending. Students had the ‘
opportunity to demonstrate their mastery of industry based skills through various competitions.




Each corfest was chaired by advisors selected from cach participating school and was run with
the help of industry and trade associations, All students who won at the state level are eligible to
attend the National SkillsUSA Conference held in June in Kansas, Missouri.

Accreditation Guidelines

Dr. Burket presented a final copy of the Accreditation Guidelines for Pennsylvania Public
Postsecondary Vocational Education as an action item before the Board. CTEs have been
operating under these guidelines since the State Board for Vocational Education has been
approved as an accrediting anthority by the U.S, Department of Education (USDE). The USDE
Advisory Committee overseeing such accrediting authorities requested further clarity in the
guidelines related to the role of the State Board of Education, the Institutional Advisory Group
(IAAG) and PDE and also asked for clarity in the appeals process. Dr. Burket highlighted the
revisions made in response to the USDE’s request for clarity. Dr. Burket also repoited that the
draft guidelines underwent a 30-day public comment period; however, the Burean did not receive
any comments, Wendy Beetlestone asked that Dr. Burket check the document for a typo in
Appendix J on page 49.

PUBLIC COMMENT

There was no public comment,

ACTION ITEMS

ACCREDITATION GUIDELINES FOR PENNSYLVANIA PUBLIC POSTSECONDARY
VOCATIONAL EDUCATION

A motion to approve the Accreditation Guidelines for Pennsylvania Public Postsccondary
Vocational Education was made by Francis Michelini and seconded by Mollie Phillips.

VOTE: All were in favor as indicated by unanimous voice vote.

ADJOURNMENT

There being no further items of business, the meeting was adjourned at 9:00 am. The
meeting was adjourned on an E. Sheshan/Michelini motion.

\g@ﬂmw a?%w

Step ame Jones
Admindstrative Assistant




ATTACHMENT U1
See Attachment F6 — Training Agenda



ATTACHMENT U2

See Attachment F4 — Conflict of Interest Form



ATTACHMENT V1
See Attachment B1 — Chapter 11
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MINUTES
INSTITUTIONAL ACCREDITATION ADVISORY GROUP

333 Market Street / 11" Floor
Harrisburg, PA 17126

May 1, 2014

The meeting was called to order at 10:30 a.m. by State Accreditation Coordinator Beth Marshall

Attending:
Beth Marshall Lee Burket Tamalee Brassington ‘Stuart Savin

David Garnes Andrew Laub Hilary Thomas Jackie Cullen
Patricia Bicanich Todd Taylor ' :

Absent but Responded yia Emait:

David Garnes Marlin Wagner
Absent:

Hope Harrison

BUREAU OF CAREER AND TECHNICAL EDUCATION

Beth Marshall presented to the committee the Preliminary Draft Report for Clearfield County
Career and Technology Center in response to their request for continued Pennsylvania Public
Posisecondary Vocational Education Accreditation. Beth stated that there were corrective action
items within the original Preliminary Draft Report of which Clearfield responded to within the
30 day time frame. The original teams reviewed the responses and adjusted the scoring if
needed. Patricia stated some concern over the center using survey moncy as their means for
getting feedback from students and staff. She believes that survey money collects IP addresses
and therefore the response would not really be anonymous. Stuart responded with Todd
confirming that most schools utilize survey monkey as their assessment tool and that they have
gotten better results than with the traditional paper and pencil method. Since there were
corrective action items, Todd stated that through the Annual Reports, BCTE monitors those
sections to ensure that the center complies with the guidelines.

Beth presented to the committee the Preliminary Draft Report for Greater Johnstown Career and
Technology Center in response to their request for continued Pennsylvania Public Postsecondary
Vocational Education Accreditation. There were no comments regarding the report.

COMPLAINTS

There were no complaints brought forth to neither BCTE nor the PA State Board for Vocational
Education regarding PPPVE Accreditation.



ANNUAL REPORT

* The Annual Report was revised last year and agreed upon by the committee. At that time the
committee recommended waiting until the 13-14 reporting year before implementing the new
format to give the centers enough time to make the change. Repot with the new format are due
August 31, 2014,

ACTION ITEMS

A motion to make a recommendation status of Accreditation for Clearfield County Career and
Technology Center to the Pennsylvania State Board for Vocational Education was made by Todd
Taylor and seconded by Patricia Bicanich.

- VOTE: All present were in favor as indicated by unanimous voice vote. All absent but
responded via email were in favor as indicated by unanimous email vote.

A motion to make a recommendation status of Accreditation for Greater Johnstown Career and
Technology Center to the Pennsylvania State Board for Vocational Education was made by
Stewart Savin and seconded by Todd Taylor.

VOTE: All present were in favor as indicated by unanimous voice vote. All absent but
responded via email were in favor as indicated by unanimous email vote.

UP COMING REVIEWS

Re-Accreditations 2014-2015~ Lehigh Career and Technical Institute

York County School of Technology

Accreditation Site Reviews 2014-2015 — Reading Muhlenberg CTC
Huntingdon County CTC

FUTURE MEETINGS

Next meeting will be scheduled for February 2015

ADJOURNMENT

There being no further items of business the meeting was adjourned at 11:30 a.m.
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ATTACHMENT X1

See Atfachment M3 — Annual Report Review



ATTACHMENT X2

See Attachment C2 — Program Approval Form
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ATTACHMENT Z1
See Attachment B1 — Exhibit K & Chapter 9



ATTACHMENT 22
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Stddent Interview — Present Students

Use this Interview Form as a guide and the self-study guidelines when conducting the
interview.

1. How would you describe your experience here at the school to another interested
person?

2. Do you have a career plan and what assistance did you receive in developing it? Do
you believe that you can achieve your learning cutcomes within the hours assigned

to your studies? :

' \u\w}\ﬁaﬁgm b%B R BRACC

) W
e AP

3. Do you feel challenged, are you learning appropriate knowiedge and skiils, and
experiencing personal growth opportunities that are valuable to you currently and in

the future?

4, Share your thoughts about the overall organization, structure, and planning as
related to your learing experience? ‘

5. Do you understand where you are in relationship to the course objectives and goals,
i.e. your grade level or degree of success? '

el Srooleo

8. Were you given a course syllabus ‘with an hour breakdown of your program?

Seeviees

7. Was it explained how this breakdown converts into credit hours?

S
PR XeC Ve & e

8. How would you rate your level of satisfaction and explain why? 2

9., What are the current strengths and opportunities for improvement as retated to your 5 “E
experience at the school? VWhat are some changes you would make if you were in o A
charge of the operation? ' ;g; g/ Z
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Q fentag. Qaﬂmm Cré.

Business/Industry Representative [nterview

Use this Interview Form as a guide and the self-study guidelines when conducting the
interview,

1.

How are you involved in helping the school set higher standards and offer higher
levels of quality education Tor its students? For example: information about
technology, course knowledge, skills, and content, equipment and supplies, teacher
preparedness, efc.

. How do you describe high achievement? What are your thoughts on how well the

school is meeting these levels of quality achievement?

How important is it for the school to teach personal skills such as problem solving,
team work, responsibility, leadership, ete.? What are your thoughts on how wel! the
school is meeting these levels of education?

Describe the kind of service and assistance you receive in hiring students from the
school? Your level of satisfaction? :

Do you participate in a work-site program that is linked to the school? Describe your
relationship with the school and your level of satisfaction?

What are the current strengths and opporiunities for improvement as related to your
relationship with the school? Do you have a plan and/or ideas for making changes
and improvements?
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. -ATTACHMENT Z3
See Attachment J3 — On-Site Agenda



ATTACHMENT Z4
See Attachment F6 — Training Agenda
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pennsylvania

DEPARTMENT OF EDUCATION

December 5, 2013

Ms. Carol Fry,

Director

Indiana County Technology Center
441 Hamill Road

Indiana, PA 15701

Dear Ms. Fry,

Enclosed is the Preliminary Draft Report prepared by the Bureau of Career and Technical Education
regarding Indiana County Technology Center’s request for Pennsylvania State Board for Vocational
Education Re-Accreditation. Indiana County Technology Center has 30 calendar days from the date of
this letter to submit to the Bureau of Career and Technical Education, any comments in response to the
Preliminary Draft Report. '

The Preliminary Draft Report including any comments made by Indiana County Technology Center will
be reviewed by the Institutional Accreditation Advisory Group who will then make a recommendation to
the Director of the Bureau of Career and Technical Fducation as to accreditation status: Accreditation,
Probationary Accreditation with Stipulations or Revoking Accreditation. The Director of the Bureau of
Career and Technical Education will bring that recommendation to the Pennsylvania State Board for
Vocational Education who will inform Indiana County Technology Center of the recommendation and
allow Indiana County Technology Center 30 days from the receipt of the Board’s letter to request a
hearing.

The Pennsylvania State Board for Vocational Education will have the final approval as to the
accreditation status of Indiana County Technology Center.

If you have any questions regarding this report, please contact Beth Marshall at (717) 783-6860 or
betmarghal@pa.gov.

Sincerely,
Beth Marshall

Division of Adult and Postsecondary Education

Bureau of Career and Technical Educafion
333 Market Straet | Harrishurg, PA 17126 | 717.783.6860 | F 717.783.6672 | www.education.state.pa.us



ATTACHMENT AA2
See Attachment L1 — Preliminary Draft Report



- ATTACHMENT BB1
See Attachment B1 — Chapter 9
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pennsylvania

DEPARTMENT OF EDUCATION

March 31, 2014

- Mr. John Augustine,

Director

Greater Johnstown Career & Technology Center
445 Schoolhouse Road

Johnstown, PA 15904

Dear Mr. Augustine,

Enclosed is the Preliminary Draft Report prepared by the Bureau of Career and Technical Education
regarding Greater Johnstown Career & Technology Center’s request for Pennsylvania State Board for
Vocational Education Re-Accreditation. Greater Johnstown Career & Technology Center has 30 calendar
days from the date of this lefter to submit to the Bureau of Career and Technical Education, any
comments in response to the Preliminary Draft Report.

The Preliminary Draft Report including any comments made by Greater Johnstown Career & Technology
Center will be reviewed by the Institutional Accreditation Advisory Group who will then make a
recommendation to the Diréctor of the Bureau of Career and Technical Education as to accreditation
status: Accreditation, Probationary Accreditation with Stipulations or Revoking Accreditation. The
Director of the Bureau of Career and Technical Education will bring that recommendation to the -
Pennsylvania State Board for Vocational Education who will inform Greater Johnstown Career &
Technology Center of the recommendation and allow Greater Johnstown Career & Technology Center
30 days from the receipt of the Board’s letter to request a hearing.

The Pennsylvania State Board for Vocational Education will have the final approval as to the
accreditation status of Greater Johnstown Career & Technology Center.

If you have any questions regarding this report, please contact Beth Marshall at (717) 783-6860 or
betmarshal@pa.gov.

Sincerely,

Bont. Vot

Beth Marshall -
Division of Adult and Postsecondary Education

Bureau of Career and Techmcal Education
333 Market Street | Harrisburg, PA 17126 | 717.783.6860 | F 717.783.6672 | www.education.state.pa.us
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MINUTES :
STATE BOARD FOR VOCAYIONAL EDUCATION

333 Market Street | 1% Floor
Harrisburg, PA 17126

Fuly 10,2014

The meeting was called to order at 8:30 a.m. by Chairman Larry Wittig.

Attending:
Carol Aichele Kirk Hallett Jonathan Peri
Jay Badams Maureen Lally-Green Mollie Phillips fvia phone)
James Barker Teresa Lebo Justin Reynolds
Wendy Beetlestone Donald LeComptle Colleen Shechan (via phone)
Sandra Dungee Glenn Francis Michelini wiaphoney A, Lee Williams

Latry Wittig

The minutes of the May 15, 2014 meeting of the State Board for Vocational Education
were approved on & Williams/Peri motion.

o COMMITTEE REFORT i
VOCATIONAL-TECHNICAL EDUCATION COMMITTEE

Larry Wittig, Board Chairman, provided a brief update on activity from the July 9,2014
meeting of the Vocational-Technical Education Committee. Mr. Wittig reported that the -
Committee received a briefing from the Department ahout fhree new matters that will need to
come before the Board: accreditation applications from Greater Johnstown Career and
Technology Center and Clearfield County Career and Technology Center and a need for the
Connellsville Avea School District fo seek formal recognition as a single district Career and
Technology Center. Information related to each of those matters was provided to members in
their meeting binders, Mr. Wittig asked Dr. T.ee Burket, Bureau Director for Career and
Technical Education, to elaborate on those matiers doring her report.

REPORT OF THE DIRECTOR OF THE BUREAU OF
CAREER AND TECHNICAL EDUCATION

_ Dr. Burket foliowed-up on Chairman Wittig’s request 1o elaborate on the July 9 meeting
of the Vocational-Technical Education Committee.

She said the Burean of Careet and Technical Education (BCTE) conducted accreditation
site reviews of Clearfield County CTC and Greater Ichnstown CTC in 2013, Preliminary Draft
Reports were sent to the schools with opportunities for them to make comments and/or submit
~ additional evidence. A Final Draft Report was submitted to the Institutional Accreditation
Advisory Group (IAAG) for review and discussion. The Final Draft Report includes a
~ recommendation to re-accredit both CTCs, and that recommendation is supported by the




Department, its site review teams and the IAAG. The Final Draft Report will be presented to the
Board for review and a final vote at it September 2014 meeting.

Related to the Connellsville Area School District, Dr. Burket said the North Fayette
Career and Technology Center dissolved in 2001, but a formal petition to transition to the
Connellsville Area School District as a single district provider of CTE following the dissolution
never was pursted with the Board. She said the Board will request minutes from each entity
involved in dissoiving North Fayette and materials indicating their support for Connellsville’s
single district status by Angust 11 in order to prepare a petition for the Board’s considevation in
September.

During the Commiftee meeting, a request was made for enroliment figures of students in
approved Career and Technical Education programs in Conrellsville. Dr. Burket said 328
students were enrolled in such programs in the 2011-2012 school year and in 2012-2013 there
were 329 students,

Dr. Burket then highlighted the following items from the written report prepared by the
Bureau of Career and Technical Education (BCTE):

Technical Assistance Program

The plan and services for the seventh year of the Technical Assistance Program (TAP)
are being finalized. TAP continues to remain focused on assisting career and technical education
instructors and administrafors at career and technical centers to improve student technical and
academic achievement. Dr. Burket noted that while there is continued growth in achievement,
the level of improvement is slowing down. Last year, 83% of students enrolled in career and
technical education were proficient, while this past year proficiency levels were 84%. CTE
programs are still performing at a lower level of proficiency than students generally.

Congress-Bundestag Vocational Youth Exchange Program

This scholarship program operated through the U.S. Department of Education offers an
opportunity for career and technical seniors to apply for an exchange program to continue their
education, The program will enable 25 students from various states to spend the 2014-15 school
year in Germany, where they will participate either in an educational or employment experience.
Three students from Pennsylvaria were selected to participate in 2014-15, which speaks to the
quality of Pennsylvania’s CTE programs as states typically only have one student participant.

Industry Relevance

Seventeen new certifications were added to the Industry-Recognized Certification for
CTE guide released by BCTE in April. BCTE works with schools and industry to identify
credentials which will add value to CTE programs and increase student employability, Updates
to the certification listings are made as industry standards evolve and government regulations
change.

Civil Right Activities .




The U.S. Office for Civil Rights (OCR) mandates that each state develop a review
process to measure the compliance of publicly funded programs with Title VI of the Civil Rights
Act of 1964, Title IX of the Education Amendments of 1972 and Section 504 of the
Rehabilitation Act of 1673. The Vocational Education Guidelines of 1979 explain the civil
rights responsibilities of recipients of federal financial assistance that offer or administer CTE
programs. LEAs are targeted for review based on high IEP enrollments, low noniraditional
enroilments, disparity in enrollment per race/sex, number of programs and date of last review.
Annually, a minimum of 2.5% of the 189 secondary subrecipients and 30 postsecondary

subrecipients must be reviewed. In 2013-2014, one postsecondary and six secondaty institutions
were reviewed. Non-compliance issues were identified at all of the institutions reviewed, and the
most common issues dealt with program/building accessibility and publication of notices of
nondiscrimination,

Ofther

Dr. Burket stated that at a previous meeting she was asked about the cost of industry
certifications. BCTE surveyed all CTC’s and school disiricts for this information and received
15 responses. Based on the responses received, schools are picking up the cost of certifications,
T a student does not pass the certification the first time, then the student/parent/guardian is
responsible for costs related to re-fests. ‘

Chairman Wittig commented on the Congress-Bundestag Vocational Youth Exchange
Program to say that usually only one student per state is chosen, however Pennsylvania had three
students selected with two being from the same CTC. He asked whether this is unusual. Dr.
Burket said the application is very rigorous and these three individuals stood out among their
national peers.

PUBLIC COMMENT

There was no public comment,

ACTION ITEM

There were no action items. '
- ADJOURNMENT

There being no further items of business, the meeting was adjourned at 8:47 am. ona
Peri/Dungee Glenn motion,

&Ww@ ﬁq W

Steﬂhanie"ffoncs
Administrative Assistent
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COMMONWEALTH OF PENNSYLVANIA
STATE BOARD OF EDUCATION

July 11, 2014
Mzs. Carol Kakabar
Chief School Administrator
Greater Johnstown Career and Technology Center
445 Schoolhouse Road
Johnstown, PA 15904 -

Dear Mzs. Kakabar:

Enclosed is the Final Draft Report prepared by the Pennsylvania Department of
Bducation (PDE) regarding the Greater Johnstown Career and Technology Center’s (GICTC)
request for Pennsylvania State Board for Vocational Education re-accreditation (PSBVE). PDE
is recommending the following accreditation status for GJCTC: Re-accreditation.

Should GICTC choose to appeal this accreditation recommendation, it has 30 business
days from the date of this letter to request a hearing in response to the recommendation. Hearing

requests must be submitted in writing and directed to the attention of the Executive Director of
the PSBVE:

Karen Molchanow, Executive Director
Pennsylvania State Board for Vocational Education
333 Market Street, 1% Floor
Harrisburg, PA 17126

If a hearing is requested within the specified timeframe, the PSBVE will provide written .
notice to GICTC of receiving the appeal and assign a docket number and hearing officer so that a
hearing may be held to develop a fisll and accurate record for the PSBVE’s consideration.

TIfno heaxiﬁg is requested, the Final Dre;ft Report will'go before the PSBVE for final
approval as to the accreditation status at its September 10-11, 2014 Board Mecting.

If you have any questions regarding this Iepdrt, please contact Beth Marshall in fhe_ :
Burean of Career and Technical Education at (717) 783-6860 or betmarshal@pa.gov.

Sincerely, .

‘@wm_ ULMM_&/MS&N

Karen Molchanow
Executive Director

Enclosure

ce: Lee Burket
333 Market Street, 1st Floor | Harrisburg, PA 17126-03323 | 717.787.3787 | Fax 717.787.7305 | EMAIL: ra-stateboardofed@state.pa.us
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_ MINUTES : :
STATE BOARD FOR VOCATIONAL EDUCATION

333 Market Street | 1% Floor
Harrisburg, PA 17126

September 11,2014
The meeting was called to order at 8:35 a.m. by Council of Basic Education Chairman James .
Barker. o
Aftending:
. James Agras - s :Eir‘a Dungee Glenn fvia phone) Mollie Phillips (via phone)

Carol Aichele . _ -~ Jatnes Grandon _ Justin Reynolds

Jay Badams " Kirk: Hallett Colleen Sheehan (via phone)

James Barker : 1d T.eCompte _ Craig Snider

Wendy Beetlestone Peri : Karen Farmer White

' A, Lee Williams
The minutes of the July fing of the State Board for Vocational Education

were approved on a Grandon/W. otion.

MMITTEE REPORT
'VOCATIONAI - TECHNICAL EDUCATION COMMITTEE

an, provided an update on activity from the September
-Technical Education Commitiee, Mr. Agras reported that
cereditation applications from Greater Johnstown Career and
‘dunty Career and Technology Center and recommends

full Board. He noted that the Department also made a
“dpplication for re-accreditation. : '

James Agras, Com:
10,2014, meeting of the V:
the Committee acted to &pp
Technology Center and Cl
approval of the application
positive recommendation of

' M, Agras said the ' _:Elso approved the Connellsville Area School District’s
petition for recognition as a single disirict Career and Technology Center and that the Committee:

recoffimends positive action'ox it by the full Board. He said the petition is being presented 1o

" closE the loop on the transition of CTE service delivery that occurred in 2001 when the North ~ -
Fayeitc Area Vocational Techiical School was dissolved. At that time, appropriate steps Were | :

' ‘Hiot takeni to consider Connellsvillé for approval as a single district provider of CTE programs for

REPORT OF THE DIRECTOR OF THE BUREAU OF
CAREFR AND TECHNICAL EDUCATION

- Dr: T.;ée'Bquet,‘Director, highlighted the fo]lowiﬁg jtems from the written report
‘od By the Bureau 'of Career and Technical Education (BCTE): '




Perkins IV

Perk

; IV Local Plan applications for 2014-15 continue to require progmm 0
ahgned 1o indusry

standards and also must address state developed Programs of Stady (POS
High Priority Occupations (HPO). All POS must include a statewid
nt signed by the Department and postsecondary Perkins recipients
 due by August 31, 2014, ATl 2014-15 Perkins recipients must fil
00 " ana.lysm for each petformance indicator the recipié
ument an approvable POS for which each postsec
feing statewide articulation agreement(s)

d Quality Assurance Division will visit 44 schools

APPTOY pproved evaluation of each progrant. Fach visit
condu om other schools, supervised by Buteau staff progra
speci approved career and technical educaticn program at_

ssions to educate school counselors and

ehng 1) demonstrate the rationale and power of -
ra] ‘mission of each school by building relationships mth
w and application of the tools and resources

the’ American School Counselor Association Model; 3)
of school counselors to begin the development of their K-12
ouﬁnumty and postsecondary stekeholder relationships that
_ evelopment that will include development of resources and
experiences for all stadents: and, 5) begin integration of the Career Education.and Work
academic standards throughout the K-12 system. Thus far, 18 out of 29 Intermediate Units, 113
school districts and 21 career and technical centers have been involved in the trainings and have
cither initiated or completed a K-12 career counseling pro gram

. PUBLIC COMMENT

Jackie Cullen, Executive Director of the Pennsylvania Association of Career and
Technical Administrators, commended the Board and the Department on its acereditation
process. Ms. Cullen also commended Dr. Burket for her work in making Pennsylvania the first
state in the country to have statewide articulation agreements under Perkins IV.




ACTION ITEMS

- RE—ACCREDITATION OF CLEARFIELD COUNTY CAREER AND TECHNOLOGY

: ':A motlon 1o approve re- accred:ltamon of Clearfield County Career and Technology Center’s
postsecond JPrd ‘grams for a five-year period was made by J; ames Agras and seconded by James'

- VOTE All were in favor as indicated by unanimous vote.

RE-ACCREDITATION OF GREATER JOHNSTOWN CAREER AND TECHNOLOEY
CENTER o

A motion to approve re-accreditation of Greater Johnstown Career and Technology Center’
postsecondary programs was made by J ames Agras and seconded by Mollie Phillips.

VOTE: All were in favor as indicated by unanimous vote,

PETITION OF THE CONNELLSVILLE AREA SCHOOL DISTRICT SEEKING
STATUS AS A SINGLE DISTRICT CAREER AND TECHNOLOGY CENTER

A motion to approve the petition of the Connellsville Area School District seeking status as a’ ,
single district career and technology center was made by James Agras and seconded by Criig

© Snpider.

VOTE: All were in favor as indicated by unanimous vote.

ADJOURNMENT

There being no further items of business, the meeting was adjowrned at 8:50 am. ona
‘Williams/Snider motion.

\%ﬁ‘m’z aAud. Qmw

StepHanie Jones
Administrative Ass1s1:ant
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COMMONWEALTH OF PENNSYLVANIA
STATE BOARD OF EDUCATION

September 12, 2014

Mrs. Carol Kakabar

Chief School Administrator

Greater Johnstown Career and Technology Center
445 Sthoolhouse Road

Johnstown, PA 15904

Dear Mrs. Kaksbar:

{ am pleased to inform you that the State Board for Vocational Education on September 11,
7014 renewed the accreditation of Greater Johnstown. Career and Technology Center for a five-year
- period, ending September 11, 2019. The Board’s unanimous approval followed recommendations by
the Department of Edication and the Board’s Standing Committee o1 Vocational-Technical
Education. :

Please contact me at (717) 787-3787 with any guestions.
Sincerely,

Karen Molchanow
Executive Director

cc: Gregory Dunlap :
Office of General Counsel

Larry Wittig
State Board of Education

Rita Perez .
Acting Deputy Secretary, Elementary and Secondary Education

Dr. Lee Burket
Director, Bureau of Career and Technical Education

333 Market Strest, 15t Floor | Harrisburg, PA 17126-0333 | 717.787.3787 | Fax 717.787.7306 | EMAIL: ra-stateboardofed@state.pa.us



ATTACHMENT CCA1
See Attachment B1 — Chapter 9



ATTACHMENT CC2
See Attachment BB5 — PSBVE Letter to Center with Recommendation



ATTACHMENT DD1
See Attachment B1 - Chapter 9



ATTACHMENT DD2
See Attachment W1 — Website



ATTACHMENT EE1
See Attachment B1 — Chapter 9



ATTACHMENT FF1
See Attachment B1 — Chapter 9



ATTACHMENT GG1
See Attachment B1 — Chapter 5 & 17



ATTACHMENT GG2

See Attachment Z2 — Evaluator Notes from Student Interviews
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PA Department of Higher Education
Chapter 31 General Provisions

ACADEMIC PROGRAM

§ 31.21. Curricula.

(a) The curricula must provide the opportunity for the achievement of the stated
objectives of the institution, as related to its statement of philosophy and mission, and
must be structured in a group of coherent, integrated degree programs.

(b) Degree requirements stated in this section may be stated in terms of semester credit
hours or quarter credit hours, as determined by the institution and conforming to
generally accepted academic practices. General education, as defined in this section,
refers to the curricular inclusion of humanities, arts, communications, social sciences,
mathematics, technology and science courses in support of the mission of the institution.
A semester credit hour represents a unit of curricular material that normally can be taught
‘n a minimum of 14 hours of classroom instruction, plus appropriate outside preparation
or the equivalent as determined by the faculty. A quarter credit hour represents a unit of
curricular material that normally can be taught in a minimum of 10 hours of classroom
instruction, plus appropriate outside preparation or the equivalent as determined by the
faculty.

(1) An associate degree exclusive of a specialized associate degree must require the
satisfactory completion of a minimum of 60 semester credit hours, which includes a
minimum of 20 semester credit hours of general education, or a minimum of 90 quarter
credit hours, which must include a minimum of 30 quarter credit hours of general
education.

(2) A specialized associate degree must require the satisfactory completion of at least
60 semester credit hours with a minimum of 1,500 clock hours or a minimum of 90
quarter credit hours. At least 70%, but no more than 80%, of the program must consist of
specialized instruction that bears directly upon the employment objectives of the
program; and at least 20% of the program must consist of general education.

(3) A baccelaureate degree must require the satisfactory completion of a minimum of
120 semester credit hours or a minimum of 180 quarter credits. Of the total baccalaureate
degree program course requirements, at feast 40 semester credit hours or 60 guarter credit
hours must be in general education and represent a broad spectrum of disciplines in
general education.

(4) A first professional degree, except those for the preparation of professional
educators, must require the satisfactory completion of 2 minimum of 60 semester credit



hours or 90 quarter credit hours for admission to the degree program and the satisfactory
completion of a total minimum of 150 semester credit hours or 225 quarter credit hours
for the program. Professional educator preparation programs must comply with Chapter
354 (relating to preparation of professional educators).

(5) A master’s degree must require the satisfactory completion of a minimum of 30
semester credit hours or 45 quarter credit hours beyond the baccalaureate level.

(6) The number of seméster or quarter credit hours for a degree beyend a first
professional or master’s degree shall be determined by the faculty and reflect the
recommendations of professional associations or National learned societies.

(c) Aninstitution may enter into agreements with other institutions, individuals or other
providers of educational services to provide all or part of certain programs on behalf of
the institution. A course offered for institutional credit shall be operated directly by or
under the control of the institution granting the credit.

(d) To assure academic integrity, an institution shall provide students in a distance
education program access to academic and student services, including textbooks, study
guides, library and other learning resources, personal interaction with faculty, tutors or
other educational personnel by computer, telephone, mail or face-to-face meetings. The
institution shall assure integrity of student work and provide opportunity for student
assessment. These programs must comply with the regulations that apply to resident--
based programs as prescribed in this chapter and Chapters 35, 36, 40 and 42 and conform
to generally accepted academic practices for delivery of instruction through distance
education.

Authority

The provisions of this § 31.21 amended under sections 2603-B and 2604-B of the
Public School Code of 1949 (24 P. S. § § 26-2603-B and 26-2604-B); and section 1 of
the act of August 13, 1963 (P. L. 698, No. 372) (24 P. 8. § 2421) (Repealed).

Source

The provisions of this § 31.21 adopted April 30, 1982, effective May 1, 1982, 12 Pa.B.
1389; amended January 29, 1988, effective January 30, 1988, 18 Pa.B. 455; amended
February 7, 1992, effective February 8, 1992, 22 Pa.B. 578; amended July 14, 2006,
effective July 15, 2006, 36 Pa.B. 3650. Immediately preceding text appears at serial
pages (244530) and (295069).

Cross References
This section cited in 22 Pa. Code § 31.1 (relating to purpose and scope); 22 Pa. Code

§ 31.22 (relating to academic year); 22 Pa. Code § 31.33 (relating to student records and
services); and 22 Pa. Code § 403.2 (relating to definitions).
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'PA Department of Private Licensed Schools
Chapter 73 General Provisions .
APPROVAL OF PROGRAMS
§ 73.81. Application requirements.
A school seeking original licensure or registration shall submit programs to the Board for
approval in the manner and form established by the Board. This section applies to
licensed or registered schools wishing to offer new programs. '

(1) Minimum requirements for program approval include the following:

(i)  Courses of study shall conform to the standards and training practices of the
occupational fields for which students are being prepared.

(ii) FEach pro gram—curriculum—shall be outlined in detail showing the courses,
major subjects, hours/lessons (in clock hours, credit hours or quarter credit
hours) devoted to each subject and the award at completion of the program.
The school shall provide a list of instructional equipment.

(iii) Entrance requirements and occupational objectives of each program.

(iv) A method of recording, evaluating and reporting to every student his
academic progress. These reports shall be individualized. Schools shall
provide prompt, accurate and educationally beneficial correction of tests,
lessons and other assignments.

(v) Prerequisite requirements for individual courses.

(vi) Course content shall include instruction in hygiene and safety, where
applicable, in the field for which training is offered.

(vii) Programs may be offered ata branch facility or remote training facility only
if the facility is approved.

(viii) Instructional materials used shall be current, accurate, comprehensive and at
areading level adapted to the ability of the average student enroilee.

(2) Programs shall be approved by the Board before they can be advertised or offered.

(i) Schools proposing to offer nonresident programs shall submit detailed
outlines of the programs and a detailed list of instructional materials plus the



lessons in typed draft form. Schools shall make individual arrangements with
the staff within a month of approval if they require these materials to be
returned. '

(i) Schools offering resident programs shall submit detailed outlines of the
programs, complete descriptions of each course which include prerequisites,

course objectives, a summary of content and a detailed equipment list.

(iii) Schools shall submit documentation that qualified instructors as defined in
§ 73.104 (relating to instructor) are assigned to teach each course.

(iv) If the name that is proposed for the program may be misleading in regard to
the program’s nature and scope, the Board may refuse to approve the
program.

Source

. The provisions of this § 73.81 amended April 1, 2005, effective April 2, 2005, 35 Pa.B.
1982, Immediately preceding text appears at serial pages (220315) to (220316).

Cross References

This section cited in 22 Pa. Code § 73.52 (relating to contents of application).
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ATTACHMENT HH1
See Attachment B1 — Chapter 5



ATTACHMENT HH2
See Attachment GG3 — GG5
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Indiana County Technology Center
Clock to Credit Hour Conversion Policy: Effective July 1, 2011

Effective July 1, 2011, the U. 5. Department of Education has required institutions offering vocational
tralning programs to apply new formulas in converting clock hours to credit-hour equivalencies.
Undergraduate programs which meet the Department’s definiticn of “clock hour programs” must use the
new clock-to-credit hour conversion.

Guidelines for converting clock to credit hours are as follows:

¥ One semester/trimester credit hour s equal to at least 37.5 clock hours of instruction, including a
minimum of 30 dock hours of classroom or direct faculty instruction. The remaining 7.5 clock hours may
include acceptahle and documented student work outside of class and for instructional hours,

3 One quarter credit hour is equal to at least 25 clock hours of Instruction, including a minimum of 20 clock
hours of classroom or direct faculty instruction. The remaining 5.0 clock hours may inciude accentable
and documented student work outside of ciass and/or instructional hours.

% An institution may use the clock hours of instruction currently in place if the institution's accrediting
agency recognizes student work outside of class as additional clock hours which combined with the
instructional clock-hours is at Jeast 37.5 clock hours for 1 semester / trimester gredit hour or 25 clock
hours for 1 quarter credit hour.

To comply with the above US Department of Education and PA State Board of Vocational Education (PSBVE)
requirement, The ICTC has applied conversions to its Title IV eligible programs. Program ratios {theory /lab
/ clinical} are available for each designated program. Below is a breakdown of 1CTC's eligible programs with

Title IV Approved Program: Assigned Clock Hours Assigned Credit Hours

Automotive Technology 720 43
Carpentry 720 41
Collision Repair Technology 720 38
Computer Systems Technology 720 43
Cosmetology 1260 : 91
Cosmetology Teacher 630 46
Culinary® : 720 43
Digital Media Technology 720 43
Electrical Occupations 720 . 41
Esthetician and skin care 315 25
Graphis and Electronic Media* 720 41
HVAC* 720 40
Machining Technology 720 45
Masonry 720 - . 39
Medical Assitant . 1030 . 26
Practical Nursing 1550 ' 105
Woelding Technology 720 41

*Intergen programs with a range of lecture hours: midpoint used

Revised 11/29/12



ATTACHMENT II1
See Attachment B1 — Chapter 12 & ExhibitR
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Marshall, Beth

From: Jenna Witherite <jwitherite@ccctc.org>

Sent: Wednesday, November 28, 2012 8:22 AM

To: Marshall, Beth

Cec: Irichards@cccte.org; Brassington, Tamalee; Burket, Lee
Subject: RE: Question on clock-to-credit hours conversion

Thank you Beth. I'll pass this onto Deb. Like | said previously, we are doing as instructed, not questioning it.

lenna

From: Marshall, Beth [mailto:betmarshal@pa.gov]
Sent: Tuesday, November 27, 2012 3:52 PM

To: Jenna Witherite '
Cc: Inichards@ccctc.org; Brassington, Tamalee; Burket, Lee
Subject: RE: Question on clock-to-credit hours conversion

i spoke with Kay vesterday. She stated that the email reply she sent to Debra Woodcock was in reference to whether
clock/credit conversions are needed for Title IV processing, which they are not. However, if a state wants to review how
an institution coverts its clock hours to credit hours, they may do so.

The current ASIAE Accreditation Guidelines state that the Pennsylvania State Board for Vocational Education will review
the institution’s assignment of credits under Chapter 5 .- Program Approval. Therefore, please complete the conversion
as requested. '

please let me know if you have any further questions.

Beth

From: Jenna Witherite [mailto:iwitherite@ccctc.orq]
Sent: Wednesday, November 21, 2012 9:00 AM

To: Marshall, Beth '
Subject: FW: Question on clock-to-credit hours conversion

Beth,

1 am in no way, shape or form questioning doing the clock to credit hour policy. Debbie sent this and | wrote back and
told her that | spoke with you and we are mandated. | told her | didnt have the reasons in writing but we talked so fong
ago, and truthfully, you told me to do it so | am. So can you write me back why we are mandated to have a policy even
though she has this email from Kay?

Thank you!l
Jenna

From: Debra A, Woodcock [mailto:dwoodcock@lcctc.org]
Sent: Wednesday, November 21, 2012 7:23 AM

To: JENNA WITHERITE; "lrichards@cccte.org’

Subject: FW: Question on dlock-to-credit hours conversion

1



Marshall, Beth

From: Jenna Witherite <jwitherite@ccctcorg>

Sent: : Wednesday, November 28, 2012 8:22 AM

To: Marshall, Beth

Cc: Irichards@ccctc.org; Brassington, Tamalee; Burket, Lee
Subject: RE: Question on clock-to-credit hours conversion

Thank you Beth. P'll pass this onto Deb. Like | said previously, we are doing as instructed, not questioning it.

Jenna
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From: Marshall, Beth [mailto:betmarshal@pa.qov]
Sent: Tuesday, November 27, 2012 3:52 PM

To: Jenna Witherite

Cc: Irichards@cccte.org; Brassington, Tamalee; Burket, Lee
Subject: RE: Question on dlock-to-credit hours conversion

| spoke with Kay yesterday. She stated that the email reply she sent to Debra Woodcock was in reference to whether
clock/credit conversions are needed for Title IV processing, which they are not. However, if a state wants to review how
an institution coverts its clock hours to credit hours, they may do so.

The current ASIAE Accreditation Guidelines state that the Pennsylvania State Board for Vocational Education will review
the institution’s assignment of credits under Chapter 5 — Program Approval. Therefore, please complete the conversion

as requestad.

Please let me know if you have any further questions.

Beth

From: Jenna Witherite [mailto:jwitherite@cccte.orq]
Sent: Wednesday, November 21, 2012 9:00 AM

To: Marshall, Beth 7
Subject: FW: Question on clock-to-credit hours conversion

Beth,

[ am in no way, shape or form questioning doing the clock to credit hour policy. Debbie sent this and | wrote back and
told her that I spoke with you and we are mandatad. [ told her | didn’t have the reasons in writing but we talked so long
ago, and truthfully, vou told me to do it so | am. So can you write me back why we are mandated to have a policy even

though she has this email from Kay?

Thank youll
Jenna

From: Debra A. Woodcock [maitto:dwoodcock@iccte.org]
Sent: Wednesday, November 21, 2012 7:23 AM
To: JENNA WITHERITE; 'frichards@cccte.org’
Subject: FW: Question on clock-to-credit hours conversion
1




Hi Lois, lenna,

| had this question before from another school. Our school Is not required in anyway to show our accrediting agency a
clock-ta-credit hour conversion for any of aur programs with the exception of our new Specialized Associate Degree
programs which are offered in credit hours. '

PDE approves your programs by hours—state approval;

USDE approves your programs by hours—federal approval;

PN and Cosmo students are both required to be scheduled and attend a minimum number of hours of training as
approved by their licensing boards, and;

You don't have any programs at this time that are actually offered in credit hours.

Below is an e-mai! | had sent to Kay Gilchner at the U.S. Dept. of £d. and her response. | had forwarded this same
message to other school who had asked about this, and they in turn sent it to their accrediting agency {PDE). 1don’t
remember ever hearing back what happened, but lam thinking you would be able to respond in your self study report
that your school is approved as a clock hour school and is therefore not required to show a conversion to credit
hours. This e-mail can be used to document your position.

Hope this helps..
Thank you

Debra A. Woodcock
Director of Financial Aid
Lancaster County CTC
1730 Hans Herr Dr

PO Box 527

Willow Street PA 17534
Ph: {717} 464-7054

Fx: (717) 464-9518

Visit www.lcete.org/go

From: Gilcher, Kay [mailto:Kay.Gilcher@ed.qov]

Sent: Tuesday, September 06, 2011 10:45 AM

To: Debra A. Woodcock

Cc: Sellers, Fred

Subject: RE: Question on clock-to-credit hours conversion

Dear Debra

Schools are never required to convert clock hours to credit hours and, under some circumstances, they are prohibited
from doing so. A program must be measured in clock hours if the program is required to be measured in clock hours for
Federal or State approval; if completing clock hours is a requirement for licensure to practice an.accupation; or if the
school does not provide the clock hours that are the basis for credit hours, and does not require attendance in those
hours.

| appears that you do not need to do anything more than you are currently doing. 1am copying my colleague on this
email who has more knowledge about the administration of financial aid in case he has something to add.



Hi Lois, lenna,

t had this question before from another school. Our school is not required in anyway to show our accrediting agency a
clock-to-credit hour conversion for any of our programs with the exception of our new Specialized Associate Degree

programs wh;ch are offered in credit hours.

PDE approves your programs by hours—state approval;
USDE approves your programs by hours—federal approval;
PN and Cosmo students are both required to be scheduled and attend a minimum number of hours of training as

approved by their licensing boards, and;
You don't have any programs at this time that are actually offered in credit hours,

Below is an e-maii | had sent to Kay Gilchner at the U.S. Dept. of Ed. and her response. [ had forwarded this same
message to other school who had asked about this, and they in turn sent it to their accrediting agency (PDE). | don’t
remember ever hearing back what happened, but [ am thinking you would be able to respond in your self study report
that your school is approved as a clock hour school and is therefore not required to show a conversion to credit

hours. This e-mail can be used to document your position.
Hope this helps.
Thank you

Debra A-Woodcack
Director of Financial Ald
Lancaster County CTC
1730 Hans Herr Dr

PO Box 527 )
Willow Street PA 17584
Ph; (717) 464-7054

Fx: {717) 464-9518
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Visit www.lecte.org/so

From' Gilcher, Kay Imailto:Kay, Gllcher@ed gov]

Sent: Tuesday, September 06, 2011 10:45 AM

To: Debra A. Woodcock

Cc: Sellers, Fred

Subject: RE: Question on clock-to-credit hours conversion

Dear Debra
Schoois are never required to convert clock hours to credit hours and, under some circumstances, they are prohibited

from doing se. A program must be measured in clock hours if the program is required to be measured in clock hours for
Federal or State approval; if completing clock hours is a requirement for licensure to practice an occupation; or if the
school does not provide the clock hours that are the basis for credit hours, and does not require attendance in those

hours.

I appears that you do not need'to do anything more than you are current!y doing. 1am copying my colleague on this
email who has more knowledge about the administration of financial aid in case he has somethmg to add.



Kay Gilcher

From: Debra A. Woodcock [mailto:dwoodcock@lecte.org]
Sent: Saturday, September 03, 2011 8:51 AM

To: Gilcher, Kay

Subject: Question on clock-to-credit hours conversion

Hi Kay

| work with-a school that offers only “Clock Hour” undergraduate programs. Daily attendance is required throughout the
program, the school is required to take attendance and all financial aid is processed using the “Clock Hour” rules, i.e.
base academic year definition of 900 hours and 26 weeks, use of Formula 4, 2™ disbursement made at the later of
completion of % of the clock hoursor calendar mid-point, etc.

Is there any requirement that states a “Clock Hour” institution must have, or show, a conversion for “Clock Hours” to
“Credit Hours”? :

(f an institution offers both “Clock Hour” programs and “Credit Hour” programs | know the “Credit Hour” programs must
be converted according to the regs, however, would the “Clock Hour” program have to show a conversion of any sort?

Any assistance you can provide would be greatly appfeciated.
Thank you

Debra A. Woodcock
Director of Financial Aid
Lancaster County CTC
PO Box 527

Willow Sireet PA 17584
ph: (717) 464-7054

fx: (717) 464-9518

This message is confidential. It may also be privileged or otherwise protected by work product immunity or
other legal rules. If you have received it by mistake, please let us know by e-mail reply and delete it from your
system; you may not copy this message or disclose its contents to anyone. The integrity and security of this
message cannot be guaranteed on the Internet. Lancaster County Career & Technology Center, 1730 Hans Herr
Drive, Willow Street, PA 17552, Phone: 717-464-7050, FAX: 717-464-9518

This message is confidential. It may also be privileged or otherwise protected by work product immunity or
other legal rules. If you have received it by mistake, please let us know by e-mail reply and delete it from your
system; you may not copy this message or disclose its contents to anyone. The integrity and security of this
message cannot be guaranteed on the Internet. Lancaster County Career & Technology Center, 1730 Hans Herr
Drive, Willow Street, PA 17552, Phone: 717-464-7050, FAX: 717-464-9518



Kay Gilcher
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Fromt: Debra A Woodcock l'ma lto dwoodcock@lcctc org]
Sent: Saturday, September 03, 2011 8:51 AM

To: Gilcher, Kay

Subject: Question on clock-to-credit hours conversion

Hi Kay

I work with a school that offers only “Clock Hour” undergraduate programs. Daily attendance is required throughout the
program, the school is required to take attendance and all financial aid is processed using the “Clock Hour” rules, l.e.
base academic year definition of 900 hours and 26 weeks, use of Formula 4, 2™ disbursement made at the Eater of

completion of %z of the clock hours or calendar mid-point, ete.

Is there any requirement that states a “Clock Hour” institution must have, or show, a conversion for “Clock Hours” to
“Credit Hours”?

If an institution offers both “Clock Hour” programs and “Credit Hour” programs | know the “Credit Hour” programs must
be converted according to the regs, however, would the “Clock Hour” program have to show a conversion of any sort?

Any assistance you can provide would be greatly appreciated.
Thank you

Debra A. Woodcock
Director of Financial Aid
Lancaster County CTC
PO Box 527

Willow Streat PA 17584
ph: (717) 464-7054

fx: (717) 464-9518

This message is confidential. It may also be privileged or otherwise protected by work product immumity or
other legal rules. If you have received it by mistake, please let us know by e-mail reply and delete it from your
system; you may not copy this message or disclose its contents to anyone. The integrity and security of this
message cannot be guaranteed on the Internet. Lancaster County Career & Technology Center, 1730 Hans Herr
Drive, Willow Street, PA 17552, Phone: 717-464-7050, FAX: 717-464-9518

This message is confidential. It may also be privileged or otherwise protected by work product immunity or
other legal rules. If you have received it by mistake, please let us know by e-mail reply and delete it from your
system; you may not copy this message or disclose ifs contents to anyone. The integrity and security of this
message cannot be guaranteed on the Internet. Lancaster County Career & Technology Center, 1730 Hans Herr
Drive, WIHOW Street, PA 17552, Phone: 717-464-7050, FAX: 717-464-9518



ATTACHMENT JJ1
See Attachment B1 — Exhibit S



ATTACHMENT KK1
See Attachment B1 — Exhibit C (Category B & D)



ATTACHMENT KK2
See Attachment L1 — Preliminary Draft Report



ATTACHMENT LL1
See Attachment B1- Chapter 12 & Exhibit C (Category B& D)



ATTACHMENT LL2
See Attachment Q2— Self-Study



ATTACHMENT LL3
See Attachment M3 —~ Annual Report Review



