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INTRODUCT ION

The Program Services Division has prepared this reference manual as a
resource guide for persons planning and implementing continuing education
courses. The manual includes essential information on courses, rules, and
procedures and resources that are appropriate to course implementation and
operating a continuing education program.

The materials in this guide are extracted from various sources, including
A Matter of Facts: The North Carolina Community College System Fact Book and
other departmental publications. Program Services would like to recognize

all DCC staff and others who contributed to this manual and thank them for
their participation.

The manual is designed with reference information in lcose-leaf form so
additional information and updates can be included.

EQUAL OPPORTUNITY AND AFFIRMATIVE ACTION INSTITUTIONS

It is the policy of the community college system not to discriminate on the
basis of race, sex, age, national origin, religion, or handicap with regard
to its students, employees, or applicants for admission or employment.
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THE NORTH CAROLINA COMMUNITY COLLEGE SYSTEM: OVERVIEH*

OUR PURPOSE

Support of economic growth and prosperity through education was the
underlying concept in the development of the community college system. Al]
of the institutions in the North Carolina Community College System offer
vocational/technical training and basic education to prepare adults for the

Job market. In addition thirty-nine institutions offer the first two years
of a baccalaureate program.

The mission of the system has been defined in the North Carolina General
Statutes (115D):

the establishment, organization, and administration of a system of
educational institutions throughout the state offering courses of
instruction in one or more of the general areas of two-year college
parallel, technical, vocational, and adult education programs ...

The law further states that:

The major purpose of each and every institution operating under the
provisions of this Chapter shall be and shall continue to be the
offering of vocational and technical education and training, and of
basic, high school level, academic education needed in order to profit
from vocational and technical education, for students who are high

. school graduates or who are beyond the compulsory age limit of the
public school system and who have left the public schools.

The statutory mission statement serves to keep the system focused on

vocational and technical education. It also specifically mandates provision
of basic academic education for adults through the high school level. These
programs -- vocational and technical education, and basic academic education

for adults -- have priority status because of their specific place in the
statutory mission statement.

The mission directs the system to serve adults who have left the public
schools and are beyond compulsory school age. This definition provides the
background for development of policies governing the institutions’
relationship to the public schools.

It is the statutory mission statement from which the "working mission
statement" derives. It is the working mission statement which focuses the
community college system’s resources by responding to contemporary societal
issues. The working mission dynamically mobilizes our abilities to
concentrate on current concerns.

‘ *Portions of this material were taken from the North Carolina Community
College System Factbook published January 1990.
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HISTORY

In the years following World War II, North Carolina began a rapid shift from
an agricultural to an industrial economy. With that change came an awareness
that a different kind of education was needed in the state. People who did

not desire a four-year baccalaureate education nevertheless had the need for
more than a high school diploma.

In 1950, the State Superintendent of Public Instruction authorized a study of
the need for a system of tax-supported community colleges. The resulting
report, by Dr. Allan S. Hurlburt, was published in 1952. It proposed a plan
for development of state supported community colleges. In 1957, the General
Assembly adopted the first Community College Act and provided funding for
community colleges.

The same (1957) General Assembly also provided funding to initiate a
statewide system of Industrial Education Centers. These centers were to
train adults and selected high school students in skills needed by industry.
By 1961, there were five public junior colleges emphasizing arts and

sciences, and seven industrial education centers focusing on technical and
vocational education.

The need to coordinate these two post-high school education systems led
Governor Terry Sanford to appoint the Governor’s Commission on Education
Beyond the High School (Irving Carlyle, chair). In 1962, this commission
recommended that the two types of institutions be brought into one
administrative organization under the State Board of Education and local
boards of trustees. The resulting unified community college system would
provide comprehensive post-high school education.

In May 1963, the General Assembly, in line with the Carlyle Commission
report, enacted into law G.S. 115A (later changed to 115D}, which provided
for the establishment of a Department of Community Colleges under the State
Board of Education and for the administration of institutions in the
Community College System. There were then 20 industrial education centers,

six community colleges (three of which became four year schools in 1963), and
five extension units.

By 1966, there were 43 institutions with 28,250 full time equivalent (FTE)
enrollments. In 1969, there were 54 institutions with 59,329 FTE.
Enrollments reached a peak in 1985 when the 58 institutions accounted for
130,346 FTE or 653,822 students by unduplicated headcount. The system had
grown very rapidly, exceeding ten percent annually nearly every year until
the late 1970s. In 1974-75, growth reached the 33 percent mark. The system
continues to grow in enrollments nearly every year, but by much more modest
margins. The number of institutions has not increased since Brunswick
Community College became the 58th in 1978, with enrollments in 1989 at
approximately 660,000 students by unduplicated head count.

The original legislation placed the community college system under the
purview of the State Board of Education, and created a State Depariment of
Community Colleges. In the early years of the system, the State Board of
Education Chair was Dallas Herring; David Bruton succeeded him in 1977.




In 1979, the General Assembly changed the state control of the -ystem.
Provision was made for a separate State Board of Community Colleges. The
Board was appointed and organized in 1980, and met several times with the
State Board of Education. The new Board assumed full responsibility for the
system on January 1, 198]. The Board’s first chairperson was Duke Power
Company Executive Car] Horn. He was succeeded in 1983 by John A. Forlines,
president of the Bank of Granite. In 1989, William F. Simpson, owner of the
Sanitary Cafe of Reidsville, N.C., became the new chairperson.

In November of 1987, the State Board established the Commission on the Future
of the North Carolina Community College System. The 23-member, blue-ribbon
panel of pusiness, civic and education']eaders was charged with establishing

resulting Commission on the Future report, released in 1989, outlined 33
recommendations for action and change. A1l 33 recommendations have been
adopted by the State Board and the General Assembly, and a strategic
implementation plan, the Educational Blueprint, has been developed.

The Department of Community Colleges has had four presidents; 1I.E. Ready

(1963-1970), Ben E. Fountain, Jr. (1971-1978), Larry J. Blake (1979-1982),
and Robert W. Scott (1983-present). Charles P. Holloman served in an acting
capacity from September, 1978 to July, 1979. The Department of Community
Colleges became fully separate from the Department of Public Instruction in

all matters, including fiscal affairs, when the new State Board assumed its
full powers in January, 198].
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GOVERNANCE

The State of North Carolina has assigned the 58 public community colleges in
North Carolina to the State Board of Community Colleges. The board has full
authority to adopt all policies, regulations and standards it may deem

necessary for operation of the system. The Department of Community Colleges
serves as an administrative arm of the State Board.

The State Board is responsible solely for the state’s community college
system and is not under the domain of any other board or commission. Members
of the State Board are selected by the governor and the general assembly.

The board’s membership should reflect the state’s population in terms of
race, age, sex, ethnic origin, economic and social background and the
geographical distribution of the state. Members represent business,
industry, education and government.

The board consists of 20 members. The lieutenant governor and the state
treasurer are ex officio members. The governor appoints 10 members, four
from the state at large and one from each of the six trustee regions. Four
are designated by the senate and four more by the house. Terms are staggered
and expire every other odd-numbered year. No person may be appointed or
elected to more than two consecutive terms of SiX years,

The board meets at least ten times per year to evaluate the recommendations
of the Department of Community Colleges, to set policy for the system and to
oversee its operation. Members elect a board chair to serve as the board’s
leader, spokesperson and presiding officer. The chair is responsible for
projecting the public image of the board and providing positive leadership.

The Department of Community Colleges, headed by the system president,
provides state-level administration and leadership of the community college
system under the direction of the State Board of Community Cclleges.

The State Board and the Department have three major “unctions: (1) equitable
distribution of funds and fiscal accountability; (2) establishing and
maintaining state priorities; and (3) educational program approval and
accountability. Through the exercise of its authority in these areas, the
Board can recommit the system to existing policies or alter the direction of
the system through changes in policy.

As part of its administrative function, the department provides support
services for the various program offerings such as nursing, agriculture and
business. Departmental staff assist college staffs by helping to develop and
implement curriculums and other programs, and by providing technical
assistance in a range of areas. The Department provides other services for
the system that would be difficult for an individual institution to initiate,
such as statewide data collection.

At the Tocal level, each of the colleges operates under a board of trustees.
Each board is composed of twelve citizens from the service area in which the
college is located. The president or chairman of the executive board of the
student body serves as an ex officio member. Local! board members are

appointed for staggered 4-year terms. Four members each are elected by the
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Tocal school board and the hoard of commissioners of the county in which the
institution is located. Four members are appointed by the governor.

The board of trustees sets local policy. The local board selects, and the
State Board must approve selection of each college’s president. The
president operates the college within state policies and policies adopted by
the local trustees. Administrative decisions, such as employment of faculty
members, are made by the president. A1l personnel employed at the colleges

are employees of the college and not of the North Carolina Department of
Community Colleges.

Governance Task Force

The delineation of governance roles was identified by the Commission on the
Future as a major obstacle facing the community college cystem. The lack of

a clear understanding of these roles within the system has contributed to
many problems.

The Commission recommended that the State Board appoint a representative task
force to work out an improved system of governance, and to clarify roles and
responsibilities of the major actors within the system.

The Task Force presented their report to the State Board on November 9, 1989.
A summary of the six recommendations contained within the report includes:

1. Changes in policy and procedures should be implemented to carry out the
roies and responsibilities of the respective elements of the governance
structure.

2. The SBCC should exercise jts legal authority and remove the perception of

a massive delegation of authority to the DCC. This measure entailed the
adoption of a committee structure within the SBCC.

1

3. The Governance Task Force should reconvene to develop recommendations on
|
|

the issue of personnel policies at the colieges.

The SBCC Chair should convene meetings with local board chairs.

Personnel in the colleges should be encouraged to apply for positions

available at DCC and conversely DCC employees at the colleges.

6. The Governance Task Force should reconvene to address issues surrounding
appointments to local boards of trustees.

[ 200 -
. .

These recommendations and the full report are still undergoing review and
have not been fully adopted by the State Board.




CURRICULUM PROGRAMS

The North Carolina Community College System offers a comprehensive range of
educational programs to meet the needs of local communities for higher
academic education, employment skills, basic educational skills, job
retraining, personal growth and development, and community and economic
development. These programs are organized under several broad categories.

Curriculum programs offer credit courses leading to certificates, diplemas,
or degrees. These may be technical, vocational or academic. The majority of
the nearly 1700 programs are technical, with particular emphasis on Associate
in Applied Science degrees in business and office skills, nursing and allied
health, engineering technologies, transportation technologies, and technical
industrial occupations. There are also a significant number of vocational
trade and industry programs leading to certificates or diplomas in such areas
as construction trades, machine and metalworking occupations, industrial
maintenance occupations, agriculture, etc. College transfer and general
education programs provide academic courses parallel to the first two years
of a baccalaureate degree; one or the other is offered at most of the
colleges in the system.

Each of the colleges also offers instruction in basic academic skills and
instructional support. Programs include Adult Basic Education (K-8 basic
academic skills), Adult High School and GED programs (9-12 academic

preparation), developmental studies courses to prepare students toc master

collegiate level coursework, individualized learning laboratories and other
programs.

A third broad category of programs is continuing education. These non-credit
courses may be occupational, academic, or avocational in nature. Some are
offered as a categorically funded community service. Others are designed to

upgrade occupational skills and are funded through enrollment driven
formulas.

Because of the unique character of community colleges, student services
programs play an especially important role in the life of the colleges.
Students receive academic, personal and career counseling services, special
assessment and placement assistance, help in transition to work and Job
development, and a variety of other services which are essential to the
success of the instructional programs.

Finally, there is a broad effort in specialized programming, often targeting
the economic development of the community. The New and Expanding Industry
Program, the Focused Industrial Training Program, and the Small Business
Assistance Network all provide direct consulting and custom training to
business and industry to promote their success. The Human Resources
Development and Job Training Partnership Act Programs provide services and
training specifically targeted to the unemployed and disadvantaged. And a
variety of other programs connect the colleges uniquely to the needs and
aspirations of their communities.

[o)]
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Technical Programs

—— e e A Y

Technical programs are typically two-year programs which prepare
individuals for jobs in para-professional fields such as mechanical
engineering technology, business administrations, or dental hygiene.

Associate in Applied Science degrees are awarded at completion of
technical programs. Some programs offer graduates the opportunity to
transfer for an advanced degree to a particular program within a four-year
college or university. For example, graduates of the two-year program in
electronics engineering technology who meet other admission requirements may

enter selected university programs in order to receive a Bacheior of
Engineering Technoliogy degree.

Vocational Proarams

Vocational programs train individuals for entrance into skilled
occupations in _jobs such as machinist, welder, computer operator or child
care worker. The length of training time can vary from one quarter to two

years. Graduates are awarded certificates or diplomas depending upon the
nature and length of the program completed.

College Transfer

The institutions in the system that are designated as community colleges
offer an opportunity for students to get a head start on a four-year degree.
Students may earn up to two years of college credit towards a bachelor’s
degree and then transfer the credits earned to a four-year college or
university. Individual community colleges within the system have transfer
arrangements established with certain four-year colleges and universities.
However, students who wish to transfer must also meet admission requirements
established by the four-year college. Graduates of the college transfer
program receive an associate degree in arts, sciences, or fine arts.

General Education Prodram

The general education program consists of basic academic courses such as
English, science, and mathematics that lead to an Associate in General
Education. These courses are designed principally for students who desire
two years of general education beyond the high school level. This program is
not principally designed for college transfer.

Iowe




Continuing Education Programs

The majority of adults who come to a community college or technical
institute enroll in a continuing education course.

A continuing education course is a short course that is complete within
itself and is designed to meet specific needs. Continuing education courses
Cover a diverse range of topics including courses as diverse as home
maintenance and repair or caring for the developmentally disabled. They vary
in Tength. Five basic categories of continuing education have been
identified for accounting and enrollment purposes.

1. Occupational Programs

2. Basic Skills Programs

3. Specially Funded Programs

4. Business and Industry Services

5. Self-Supporting Courses

[Ny




Occupational Programs

One of the major missions of the community college system is to provide
opportunities for the citizens to prepare for new occupational opportunities
or to upgrade their knowledge and skills in their current employment. These
opportunities are provided through single courses or a series of courses
specifically designed for an occupaticn.

These courses are designed for the specific purposes of training an
individual for employment, upgrading the skills of persons presently
employed, and retraining others for new employment in occupational fields.
They are offered to people in all technical or vocational occupations and
vary in length according to the complexity of the skill and the need of the
employee or employer. Most occupational courses are developed and taught on
request from a group or an employer. Courses are usually offered at a time
and place convenient to the employee and/or employer.

-l




Basic Skills Programs ‘

The community college system offers remedial opportunities to thousands
of North Carolinians every year who for one reason or another lack the basic
skills that would enable them to compete in today’s economy.

The Adult Basic Education program (ABE) provides education up to eighth

grade level. Funds for ABE are partially supplied by the Federal Adult
Education Act.

The Adult High School Diploma program and the General Educational
Development programs are available to students who do not have a high school
education. Students who successfully complete the General Educational
Development program can earn a high school equivalency certificate. Students

completing the coursewerk outlined in the Adult High School Diploma program
receive a diploma.

English as a Second Language provides instruction to meet the varied
needs of immigrants and refugees. Attention is given to both the cultural
and Tinguistic needs of the students as instructors focus upon the formation
of communication skills and upon the student’s ability to function in the
American adult community. The program widely coordinates its activities with
other agencies, programs, and employers.

by mentally handicapped adults to function as independently as possible. The
program assumes an end result of productivity, employment, independence and
self-sufficiency for its clientele.

Compensatory Education is a program whose focus is on the skills needed ‘

-
)
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Specially Funded Programs

. Community Service/Visiting Artist Program

The Community Service Program is designed to provide courses, seminars,
and activities that contribute to the community’s overall cultural, civic and
intellectual growth and to assist adults in the development of new skills or
the upgrading of existing ones in their avocational, academic, and practical
skills areas. The Visiting Artist Program is a cooperative program between
the State Board of Community Colleges and the North Carolina Arts Council.
The program sponsors individuals to work as artists in residence at community
colleges. Artists do not teach regular classes but, as community arts
resources, they present workshops, lectures, demonstrations, exhibitions,
in-school activities, readings, concerts, and other productions.

Human Resources Development (HRD)

For those adults whose lack of skills has resulted in chronic
unemployment, the Human Resources Development program provides a solution.
The program provides unemployed or underemployed adults with basic and/or
high school coursework, structured pre-vocational training, counseling and
assistance into permanent employment or further educational training.

Job Training Partnership Act (JTPA)

Federal training programs operated under the provisions of the Job
Training Partnership Act are charged with training the disadvantaged,
.incl uding ycuth and workers who have lost their Jjobs due to displacement.
The programs primarily administered by groups of private sector business
people, educators and others who have been selected to serve on local Private
Industry Councils. The Private Industry Council members have been encouraged
to utilize community college institutions to provide training for JTPA
clients. Easy access, experience in training the under-prepared and
established 1linkages with the business community are features that enhance
the attractiveness of the institutions as facilitators of JTPA training
programs.

State Legalization Impact Assistance Grants (SLIAG)

State Legalization Impact Assistance Grants are federally funded programs
designed to assist eligible legalized aliens in becoming permanent U. S.
citizens by meeting their educational requirements. These grants are
authorized by the Immigration Reform and Control Act of 1986, and the funds
are appropriated to provide educational services to aliens granted legal
resident status under the Immigration and Nationality Act. There is a
five-year eligibility for legalized aliens from the date nn which they were
granted the lawful temporary status of resident.

HE
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BUSINESS AND INDUSTRY SERVICES

The primary purpose of the Business and Industry Services section is to
administer several categorically-funded programs which directly address the
training needs of business and industry. These programs are:

Apprenticeship

Focused Industrial Training

New and Expanding Industrial Training
Small Business Centers

Twenty-nine community colleges, selected primarily on the basis of the
numbers of manufacturing companies and manufacturing employees within their
service areas, receive an annual grant from the Department of Community
Colleges to operate a Focused Industrial Training Center. These supplemental
resources allow the colleges to discover and address critical retraining
needs in the state’s traditional manufacturing industries. Colleges that are
not designated FIT centers may apply for funding for particular projects from
a balance-of-state fund administered by this office. To the extent that FIT
funds are not subject to the constraints typical of regular FTE-generated
funds, FIT enlarges a college’s capacity to offer retraining to small numbers
of employees in skills critical to a particular company.

Fifty community colieges receive an annual grant from the Department of
Community Colleges for at least partial support of a Small Business Center.
Each cenfer, in cooperation with other recognized service providers with the
lTocal area (Chambers of Commerce, economic development agencies, the
university-based Small Business Technology and Development Centers, etc.)
furnish assistance particularly pertinent to the owners or potential owners
of small - very small - businesses. [n addition to offering courses,
workshops, seminars and other training events, the centers maintain a

comprehensive resource library and offer individual counseling and referral
to other sources of heip.

A1l the community colleges in North Carolina offer customized training to any
new cr expanding company creating 12 or more new jobs. Funds to support this
program are furnished to the sponsoring college on a project basis as needed
from a reserve fund appropriated by the General Assembly annually to the
Department of Community Colleges. Four regional managers, attached to this
office, consult with the colleges in the administration of this program.
Customized training has been an important component of the states’ economic
development strategy for more than 30 years.

Because all of these programs and services are directly related to new aqd
sustained economic growth, contact with state, regional, and ]gcg] agencies
associated with economic development is an important responsibility of this
unit.
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Business and Industry Services

Apprenticeship

Labor, business, industry and community colleges work together to provide
two- to four-year apprenticeship programs consisting of on-the-job experience
and related instruction. Colleges provide the related instruction for both
registered and non-registered apprentices. The apprentice may attend evening
or daytime classes or study through individualized instruction programs.
Anyone interested in an apprenticeship program should consult his or her
employer or the nearest community college.

Focused Industrial Training (FIT)

The FIT Program is designed to respond to the training needs of employers
and employees in existing industries. Often training programs are developed
in response to new technologies or demands in the work place and may cover
such topics as industrial mechanics, industrial electronics and technology
and industrial supervision. This training is of particular importance to
industries that need specific training for a small group of employees.

New and Expanding Industries Program

The Business and Industry Services Section within the N. C. Department of

Community Colleges provides training services to prospective employees of a
new or expanding industry.

The Business and Industry Services Section and the local community college
serving the area in which the industry is located, work with the employer to
design a customized training program. The nature of the job to be trained
for and the level of skill needed by the potential workers determine the
content and duration of the training program.

Small Business Centers

The Small Business Centers work with others to provide small businesses
with professional information. This information includes advice, education
and training, counseling and referral. Classes on managing a small business
are also available.




Self-Supporting Courses

Self-supporting courses are courses which the college may provide at the
request of the community but for which the college receives no budgetary
credit. Funds appropriated as operating expenses for allocation to the
colleges shall not be used to support these courses. Financing of these
courses by any college shall be on a self-supporting basis, and membership
hours produced from these activities shall not be counted when computing
full-time equivalent students for use in budget-funding formulas at the State
level. Recreation programs are self-supporting courses.

AW
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ROLE STATEMENTS
ADMINISTRATION
Department of Community Colleges

PRESIDENT

The President serves as president of the North Carolina Community
College System and chief administrative officer of tne Department of Com-
munity Colleges, directly supervising the Executive Vice President and the
Assistants for Board Affairs, Commission on the Future, Federal Govern-
mental Affairs, State Governmental Affairs, and Legal Affairs. He is
responsible for providing leadership to and overall management of the
Department; qroviding information and guidance regarding policy, proce-
dures, legislation, etc., to the State Board of Communit Colleges; pro-
moting the system of 58 colleges and the philosophy of the State Board of
Community Colleges through the news media, speeches to various civic and
professionai organizations, etc.: and working with the 58 presidents,
State agency department heads, and other in-state and out-of-state
educational leaders.

XECUTIVE VICE PRESIDENT

The Executive Vice President is responsible for the administrative
management of the Department of Community Colleges; serves as liaison with
the presidents of the 58 community colle?es to provide consultation and
assistance in the areas of educational planning, financial planning,
facility planning, research, and problem solving; provides direct super-
vision to three Vice Presidents; an Associate Executive Vice President; an
Associate Vice President for Planning and Research; and the Directors of
Personnel Services, Program (FTE) Audits, Public Affairs, and Minority
Affairs. In addition, this individual serves as 1iaison with {n-state and
out-of-state personnel of educational systems and serves on various coun-
cils and committees dealing with educational issues.

TATE EXECUTIVE VICE PRESIDENT

The Associate Executive Vice President serves as the Department's
liaison with North Carolina's Proprietary Schools, Southern Association of
Colleges and Schools, and the Department of Corrections; coordinates
resource development activities; and provides support to the Executive
Vice President and President by handling special projects and
assignments.

TANT TO THE PRESIDENT FOR BOAR FA

The Assistant for Board Affairs serves as liaison with members of the
State Board of Community Colleges and the North Carolina Association of
Community College Trustees and is responsible for agenda preparation,
organization, and minutes for State Board meetings: the writing, printing,
and updating of the rustee and State Board handbooks; and consultant
services to local boards of trustees.

15
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PECIAL ASSISTANT TQ THE PRESIDENT ISSI IAISON

The Special Assistant is responsible for coordinating the implemen-
tation of the Commission on the Future report. Working at the direction
of the President, the Special Assistant works daily with the Executive
Vice President and the three Vice Presidents on particular recommenda-
tions. In addition, the Special Assistant maintains contact with Com-
mission members, with the State Board, with task forces established by the
State Board, with outside consultants, with local Boards of Trustees and
the Presidents, and with professional associations affiliated with the
System. The Special Assistant also conducts policy research for the
President and assists in the coordination of the President's sciiedule.

ASSISTANT TO THE PRESIDENT FOR FEDERAL GOVERNMENTAL AFFAIRS

The Assistant for Federal Governmental Affairs serves as a liaison
with the North Carolina delegation of the United States Congress; U.S.
House and Senate committees and staff; North Carolina's Washington Office;
federal agencies; and national associations and councils; i.e., the Ameri-
can Association of Community and Junior Colleges, National Association of
Community College Trustees, and National Council of State Directors of
Community and Junior Colleges. This individual assists in the N.C.
General Assembly by attending committee meetings, monitoring legislation,
providing information to legislators, and publishing a weekly Legislatijve
Report when the General Assembly is in session and a Summary Legislative
Report after adjournment. This Assistant also represents the System
President on legislative task forces and study commissions and attends
relevant committee and study commission meetings between sessions of the
General Assembly.

ASSISTANT TQ THE PRESIDENT FQR STATE GQVERNMENTAL AFFAIRS

The Assistant for State Governmental Affairs serves as the designated
liaison to the North Carolina General Assembly for the Department of Com-
munity Colleges and the State Board of Community Colleges. This individ-
ual communicates with the System President to keep him informed of special
assignments and confidential and/or sensitive administrative and political
matters. The Assistant anticipates and plans for legislative committee
and floor actiors; attends appropriate legi-lative committee, study com-
mission, and task force meetings; monitors legislation; and provides
information t. legislators. In addition to attending apﬁropriate and
various departmental meetings, this individual works wit ?roups in the
North Carolina Community College System, such as the Legislative Committee
of the N.C. Association of Community College Presidents, the Executive
Committee of the N.C. Association of Community College Trustees, North
Carolinians for Community Colleges, etc.

ASSISTANT TQ THE PRESIDENT FOR LEGAL AFFAIRS
The Assistant for Legal Services is responsible for providing

research, interpretations, clarifications and opinions with respect to the
General Statutes of North Carolina, federal laws and regulations and rules
of the State Board of Community Colleges for the State Board of Community
Colleges; staff of the Department of Community Colleges; and, upon

:} -

L. .
-

16




request, senior staff of the 58 colleges of the system and trustees;
ensuring that the rule-making process is conducted in accordance with
Chapter 150B of the General Statutes of North Carolina, the regulations of
the Office of Administrative Hearings, and the Administrative Rules Review
Commission. This individual is also responsible for drafting rules, pro-
posed bills, and other legal documents and reviewing bills under consid-
eration by the General Assembly to determine their effect on the System.

IRECTOR OF MINORJTY AFFAIR .

The Director of Minority Affairs provides Jeadership, technical
assistance, and oversight to improve the cultural diversity of faculty and
staff throughout the Community College System inclusive of the Department
of Community Colleges and the 58 System colleges. This individual serves
as the key policy advisor to the President of the Community College System
on multi-cultural issues and is responsible for developing and recommend-
ing system polices and programs,; serving as chief OCC liaison with facul-
ty, students, and staff; serving as the system advocate; and providing
technical assistance to system colleges on muiti-cultural issues.

PE EL SERVI ECTION

The Personnel Services Section is responsible for all human resource
management functions in the Department. These functions include Statutory
Provisions (G.S. 115D and G.S. 126); program development administration
and evaluation; policy development, interpretation and administration;
equal employment opportunity and affirmative action; recruitment and
seiection; appointment and separation; salary administration; position
management; employee relations; employee and management development; and
Records. The section also provides assistance to the 58 colleges com-

prising the North Carolina Community College System based upon request and
availability of staff.

PLANNING AND RESEARCH SECTIOQN

Planning and Research staff coordinate the development and continua-
tion of a strategic planning process for the State Board of Community
Colleges and the Community College System; assist the colleges in their
planning processes and review their plans; develop and report on the cri-
tical success factors; and conduct research to support policy development,

management and program improvement at the Department and throughout the
System. .

PROGRAM (FTE) AUDIT SECTION

The Program Audit Section's primary responsibility is to assist in
the equitable distribution of State dol{ars to colleges in the System by
documenting the accuracy of the Institution Class Reports (ICR) which the
colleges submit for each class offered. These reports, which essentially
determine the amount of State dollars each college receives the next fis-
cal year, have to be reviewed both quantitatively and qualitatively. To
determine the acc.racy of the ICR reports, the Education Program Auditors
conduct annual sice audits at each of the 58 colleges and develop audit
reports accordingly. If the auditors determine that the institutional

17
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reports are not consistent with the State law or departmental policy, the
auditors include this information in the audit report and request the

college to either reimburse the State accordingly or to submit corrected
reports.

PUBLIC AFFAIRS SECTION

Staff members within the Public Affairs Section are responsible for
providing professional public relations to the administrative staff of the
Department and to the colleges of the System. This involves liaison with
news media and production of news releases, background and media contact
and response, preparation c¢? speeches and other research for the System
President, State Board members and 1e?is1ators. In addition, the Public
Affairs staff is responsible for initiating and directing the statewide
marketing effort in conjunction with the 58 colleges of the system. The
Director provides marketing support to the Department and local colleges

when marketing and promotion is required to meet the objectives of the
System.




DEPARTHENT OF COMMUNITY COLLEGES

Finance and Administrative Support
Role Statement

The Division of Finance and Administrative Support for the Department of
Community Colleges provides effective leadership and services in fiscal and
other supportive functions to the community college system of North Carolina
by interpretation of rules and regulations of the State Board of Commun1t¥
S,

Colleges and the Department of Community Colleges consistent with the goa
mission, and objectives of the system.

This division works toward (1) attainment of the necessary funding, equitable
distribution, and determination of effective and appropriate expenditure of
funds, (2) providing the necessary, reliable, and comprehensive information
needed for the management of the community college system at both the
department and college level, and (3) providing state-level leadership and
direction to the 58 colleges in the area of library services, as well as
being responsible for providing leadership in deve opin? and interpreting
state-level policies and serving in advocacy roles for ibrary services.

Auditing and Accounting

1. Audits, allots, and certifies state monies and provides
accounting procedures assistance to system colleges.

2. Audits institutional program offerings to determine
consistency with community college system policies.

3. Prepares and manages departmental budget.
4. Proviacs for all state-level accounting functions involving

state funds including: encumbering, inveicing, and
reimbursing expenses.

Departmental Services
1. Provides a full range of internal support services for the
department including: duplicating, gurchasing, equipment
inventory, mail, graphic arts and publications.

2. Coordinates the Distant Learning Program and produces
statewide teleconferences.

Facility and Property Services

1. Serves as the central information center and as 1iaison
between colleges, the State Board of Community Colleges,
other state agencies and the public in matters relating to
acquisition of real property and in the construction and
renovation of facilities.

2. Maintains a central equipment inventory system and
coordinates the transfer and disposal of equipment.

19
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Role Statement
Finance and Administrative Support

Page 2 ‘
3. Manages a property donation program which includes the |

solicitation of property and equipment from industry and the
operation of a central distribution warehouse. )

4. Coordinates insurance activities for the department and
colleges.

Information Services

1. Design, develop, and implement ccllege information processing
systems (IIPS) and DCC information systems (IBM) and to

train/provide technical support to colilege personnel on the
use of those systems.

2. Design, develop, and implement state-level data processing

systems to receive, process, report on and manage ccilege
data on students, FTE, staff, finance, equipment, and
facilities.

3. Operate a fully functional in-house computing facility to
support IIPS software development, information processing,
and office automation and to treain and provide technical
support to DCC personnel on its use.

4. Develop and implement a DCC based Information Rescurce Center a
for the purpose of providing consultant and technical
services to DCC and college personnel on the application of

computer technology to information analysis and to serve as a
repository for information.

5. Implement a fu]]{ functional computer network that links
e

together all colleges, DCC, and other systems for the purpose
of electronic information interchange.

Institutional Services

1. Acquisitions - Selects vendors, orders and processes books
for community colleges. This component works closely with
college personnel on acquisition procedures.

2. Cataloging - Provides customized cataleging and processing of
books for community colleges. Cataloging of materials is
done through on-line shared cataloging system which is part
of the Online Computer Library Center (OCLC).

3. Library Technical Assistance - Provides assistance to
personnel at community colleges responsible for coordinating
1ibrary services. Assistance includes, but not Timited to,
marketing strategies, professional deveiopment,

interpretation of SACS criteria, grant writing, automation, '
planning, construction, etc.

\>
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‘ .. DEPARTMENT OF COMMUNITY COLLEGES
Programs Division

Role Statement

The Programs Division provides state-level leadership, coordination and
technical assistance in the planning and development of quality curriculum
and extension education in the areas of vocational and technical programs,
basic skills education including adult basic education, adult high school and
general education development training, employment readiness training
including Human Resources Development (HRD), State Legalization Impact
Assistance Grants (SLIAG), and Federal Vocation Education (Voc.Ed.), and Job
Training Partnership Act (JTPA) programming, college transfer education,
industry training services including new industry, existing industry and
small business assistance, fire protection, criminal justice training and
visiting artists programs.

Specific roles include:

1. To assist institutions in developing state-of-the-art curriculum and
instructional program designs and materials;

2. To assist in the upgrading and development of technical skills among
faculty;

‘ 3. To develop and adopt curriculum and instructional program standards
to ensure the quality of curriculum, instructional programs and
extension courses;

4. To evaluate program applications to assure program quality and
appropriate planning and to assure compliance with applicabie rules,
regulations and laws;

5. To provide coordination among the institutions and other state
agencies, federal agencies, and educational systems in the area of
programs, including program development and delivery;

6. To provide advisory, consultative, and coordinating services upon
request to system institutions;

7. To provide a full complement of training services to business and
industry through system institutions;

8. To provide resources and regulatory and advisory services to the
system’s institutions under the JTPA, the Voc. Ed., the SLIAG, and
the HRD;

8. To provide direction and assistance to programs in the local
institutions which provide continuing educational opportunities to
adulc¢s; and

‘ 10. To assist institutions in developing quality visiting artists
programs.

.
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Program Development Services

To provide direction, consultation, coordination, and assistance to
institutions in the community college system in the planning, develop-
ment, and maintenance of vocational and technical programs and
occupational continuing education.

To provide assistance to institutions in the community college system
in the areas of curriculum development, program approval, development of
appropriate criteria and standards, competencies, and dissemination of
curriculum material and information.

Employment Readiness Services

To administer and assist the colleges in the system in the operation and
delivery of selected categorical programs and services directed toward
the training and re-training of the state’s workforce.

1. JTPA Program Services

To provide direction, consultation, coordination, and assistance to
all institutions in the community college system in the planning,
development, and maintenance of JTPA programs to provide financial
assistance to select community colleges for support of specialized
JTPA training programs.

To coordinate JTPA training programs with local Private Industry
Councils, the State Job Training Council, the Employment Security
Commission, the Division of Employment and Training, and other state
agencies. To monitor program activities, including cost analyses,
program design, training facilities, and equipment utilization.

2. Human Resources Development Program (HRD) and State Legalization
Impact Assistance Grants (SLIAG) Program Services

To provide direction, consiultation, couordination, and assistance to
participating institutions in the community college system in the
planning, development, and maintenance of HRD and SLIAG programs.

To provide assistance to participating institutions in the areas of
curriculum development, development of zppropriate competencies, and
dissemination of curriculum material and information.

To coordinate HRD and SLIAG training programs and activities with
appropriate federal, state and local agencies and organizations.

To monitor program activities, including expenditure of funds,
student eligibility, training activities, and student data systems.

3. Federal Vocational Education Services

To provide direction, consultation, coordination, and assistance to
all institutions in the community college system in the planning,
development, and maintenance of vocational education programs under
the federal Carl D. Perkins Vocational and Applied Technology

S
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Education Act and to provide financial assistance to select colleges
in specialized federal vocational programs.

Provide statewide leadership and administration for the Federal
Vocational Education programs. The primary focus of these
programs is to make quality vocational education programs
accessible to special populations.

Provide local and statewide planning support and accountability

for the multi-million dollar Federal Vocational Education
program. FY

Monitor the activities associated with the Federal Vocational

Education program through the FTE audit process, MIS records and
fiscal accountability.

Provide leadership in the development of child care assistance
programs as an aid to reduce the barriers to enrollment in the
Community College system by single parents.

Provide state level leadership and direction in programs to expand
nontraditional training opportunities for men and women.

Provide state level monitoring for Office of Civil Rights (OCR)
compliance.

Business and Industry Services

To_administer and assist the colleges in the operation and delivery of

selected categorical programs and services directed toward particular
needs of business and industry.

1. Customized Job Skills for New or Expanding Companies

Encourages all personnel and programs within the system to
respond realistically and constructively to the challenges
created by a changing and expanding economy.

Provides direct assistance to the institutions in the development
and operation of job training programs for the production and

supervisory employees of new or expanding manufacturing and
service companies.

Establishes linkages and maintains liaison with the Division of
Economic Development, State Department of Economic and Community
Development, and other public and private agencies, primarily
engaged in industrial development activities.

Represents the community college system in regional and state
promotional efforts to attract new industries and to stimulate
expansion of existing industries.

2. Focused Industrial Training (FIT)

For the upgrading and retraining of skilled employees in existing
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industries, the grant-funded FIT program is designed to:

Provide for the assessment of training needs and to develop
customized programs to meet the needs of existing manufacturing
industries.and to provide training for industries that cannot be
provided by other existing occupational programs. The training
should result from a needs assessment and cooperative planning
between institution and industry.

Provide customized, small enrollment classes for skilled and
semi-skilled workers who need additional training in critical
technical skills knowledge.

Emphasize training for skilled occupations such as maintenance
mechanics, machinists, tool and die makers,

electrical/electronics technicians, quality assurance

technicians, first-Tine supervisors and other jobs critical to
economy in technological transition.

3. Small Business Assistance

For managerial and technical assistance to small businesses, the
grant-funded Small Business Centers are designed to:

Advise and consult with potential small business owners.
Provide a resource 1ibrary, a counseling/referral service, and
education and training programs to help small business people
improve the operations of their businesses.

Office of Special Proqrams

To provide direction, consultation, and assistance to the community
college system in the planning, development and maintenance of
educational and training programs in law enforcement, criminal justice,
protective services, and fire protection areas.

To provide assistance to the community college system in the areas of
curriculum development, program approval, development of appropriate
criteria and standards, competencies and dissemination of cur>iculum
materials and information in the areas of law enforcement, criminal
Jjustice, protective services and fire protection.

To coordinate and assist the community college system in providing
mandated law enforcement and criminal justice training courses as
required by the North Carolina Sheriffs’ Education and Training Standards
Commission.

A ministers and regulates the Fire Instructor Training Program and
monitors institution and instructor compliance.

To coordinate and assist the community college system in providing
certification with the N. C. Fire and Rescue Commission.

To provide leadership, coordination, consultation, and assistance to the
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institutions -in the community college system in providing community
services and immured group programs including course approvals,
accountability, and plan development.

Basic Skills Services

To provide direction, consultation, coordination, and assistance to
institutions in the community college system in the planning,
development, and maintenance of basic skills programs:

1.

4.

Adult Basic Education (ABE)

This program addresses the educational needs of North Carolina adults
who are 16 years of age and older and of school, who have less than
an eighth grade education. The major objective of this program is to

increase literacy by providing classes in reading, writing, speaking,
and computation.

Adult High School Program

The Adult High School Program consists of two components: the
General Educational Development (GED) testing program and the Adult
High School Diploma (AHSD) programs. Both provide for the completion
of an academic high school education for all nongraduates who are at
Teast 18 years of age and for individuals between 16 and 18 years of
age and for individuals between 16 and 18 years old with special
needs. The GED testing program is operated jointly by the American
Council on Education and the State Board of Community Colleges.

The Adult High School Diploma program operates through an agreement
of affiliation between the local boards of trustees of the community

college system institutions and the local boards of education
(secondary education).

Compensatory Education for Mentally Retarded Adults

This component of continuing education focuses on the skills needed
by mentally retarded adults to function as independently as possible
in the adult world. It assumes an end result of productivity,
employment, independence and self-sufficiency for its clientele.

English-as-a-Second Language

To provide instruction to help adults who have limited or no
proficiency in the English language to achieve competence in the
English language.

Visiting Artist Program

The Visiting Artist Program which is a cooperative program between
the department and the North Carolina Arts Council provides nine to
twelve month residencies for artists representing art forms including
crafts, dance, film, folk arts, jazz, literature, classical music and
visual arts.




DIVISION OF STUDENT DEVELOPMENT SERVICES

Role Statement

The Division of Student Development Services provides state-level
leadership in enrollment management, student progress, student support, and
student career planning/development. It provides technical assistance to the
58 colleges in creating learning environments to maximize the development of
the whole individual (academic/technical instruction and the development of
mind, body, and character).

This division also assumes responsibility for staff development of
student development professionals, for satisfying community needs for
information, and for securing necessary funding to meet the student
development needs of the community college system.

In addition, the division:

1. Serves as a clearinghouse or networking service to allow for

a more effective and efficient gathering and distribution of
information to and within North Carolina's community college
system.

2. Serves as an advocate for North Carolina's community colleges

and as a contact and coordinating agency in working with
state agencies, federal agencies, and other state-level
government agencies.

3. Serves in a coordinating and facilitating role among various

groups ard organizations concerned with student development
(alumni associations, student government associations, North
Carolina Student Development Personnel Association, etc.).

4. Serves as a link between student development services and

instructional services at the state level.l

1Position Paper prepared by Deans' Division of the North Carolina
Student Development Personnel Association, July 1989.
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Continuing Education Services and Process

A continuing education course is a short course that is complete within
itself and is designed to meet specific needs. Continuing education courses
cover a diverse range of topics including courses as diverse as home
maintenance and repair or caring for the developmentally disabled. They vary
in Tength. Five basic categories of continuing education have been
identified for accounting and enrollment purposes.

1. Occupational Programs

2. Basic Skills Programs

3. Specially Funded Programs

4. Business and Industry Services

5. Self-Supporting Courses

REFERENCES: GS 115D-5(c), Administration of Institutions by State Board of
Community Colleges
23 NCAC 2E.0403, Provision of Instruction to Immured Groups
Memo CC-81-97, Criteria for Courses of Instruction to be Offered
to Immured Groups
Memo CC-81-145, Revised Forms for Approval of Courses of
Instruction to be Offered to Immured Groups Beginning with Fall
Quarter 1981

Memo CC-88-238, Revised Form DCC 9-33
Memo CC-91-202, Adult Driver Education (MIC 3410)

FORMS: DCC $-33 (July 1989), Request for Approval for Curriculum
Programs/Courses and Extension Courses to be Offered to
"Captive" or "Co-Opted" (Immured) Groups
DCC 9-33 (July 1988), Request for Approval for Curriculum
Programs/Courses and Extension Courses to be Offered to
Correctional System Inmates




Continuing Education Program Management
(Formally Accountability and Credibility Program)

The Community College System’s image is based on the performance of its
colleges, individually and collectively. Program integrity and public
confidence are essential to excellence in a teaching and learning

environment. The Internal Audit Plan is a State Board required component of
Program Management.

One of the primary ways to maintain integrity and public confidence is
through the utilization of a system of checks and balances designed to ensure
proper use of public funds on appropriate educational objectives. Community
college boards of trustees must adopt a policy which requires the development
and implementation of an internal audit plan. Each college is required by
the State Board to publish, maintain and utilize an internal audit procedure.
Internal audit results must be reported to the college president quarterly.
The president shall periodically report to the college board of trustees on
their internal audit program. College plans must address the specific
criteria contained in the referenced "Compliance Review Checklist" and the
plans must be submitted to the Department of Community Coileges for

compliance review. During compliance review, college internal audit plans
are compared with State Board standards.

CONTACTS: Director of Special Programs, 919-733-7051, Ext. 460
Administrative Assistant, 919-733-7051, Ext. 459
Director of Program Development Services, 919-733-7051, Ext. 401

REFERENCES: Continuing Education Internal Audit Plan
Compliance Review Checklist
Memo CC-96-301, Continuing Education Audit Criteria

FORMS: None

o
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. Course Approval Process

A list of titles and codes for all approved continuing education courses

is published by the Program Services Division entitled Master Course List -
Continyi jion.

1. Continuing education courses that are a part of the approved 1ist may be

offered by any college as long as the course is reported with the correct
title and code.

2. Courses that are not listed in the 1ist of approved titles and codes must
be approved by the State Board of vommunity Colleges prior to being
offered. The college wishing to offer such a course must prepare
form DCC 9-27 and send it to the Vice President of Program Services at

the Department of Community Colleges for review and presentation to the
State Board.

3. Continuing education courses that must be approved prior to offering
include the following:

. Courses offered to captive or co-opted groups and courses offered on a
military base

. Work experience or clinical instruction

‘ 4. A1l occupational courses that need approval should come to the Director
of Program Development Services. A1l others should be referred to the
Director of Special Programs.

CONTACTS: Director, Special Programs 919-733-7051, Ext. 460
or
Director, Program Development Services 919-733-7051, Ext. 401
Occupational Courses

REFERENCES: Master Courses List - Continuing Education
NCAC 2E.0101(2)(a)
DCC 9-27 (New course approval)
DCC 9-14 (Immured courses)
DCC 1-11A (Revised work experience and clinical)
DCC 9-33 (Courses offered to correctional system inmates)




TUITION EXEMPTIONS AND REGISTRATION FEE WAIVERS

The following information provides a comprehensive summary of tuition
exemptions and registration fee waivers. North Carolina General Statute
115D-5(b) provides for these fee waivers and tuition exemptions.

It should be noted that the waiver of registration fees for occupational
groups is applicable for extension courses only and applies only when the
extension course enhances the performance of the individual on his/her job.
(Curriculum Basic Law Enforcement Training classes are the lone exception
under curriculum exemptions). Also, for additional information regarding
registration fee and tuition waivers see the March, 1988 issue of the
"Between the Lines" department newsletter.

EXTENSION EXEMPTIONS

A. Training for Department of Corrections Employees for job-related
training courses taught by the Department of Community Colleges.

B. Waiver for Adult Basic Education (ABE) Students.

C. Waiver for Compensatory Education (CED) Students.

D. Haiver for Sheltered Workshops and Adult Development Activity Program

(ADAP) Centers.

E. Fire Department, Police Department, Rescue and Lifesaving Personnel. ‘

F. Elementary and Secondary School Teachers taking CPR and First-aid
instructional programs.

G. Individuals Engaged in Civil Preparedness.

H. Senior Citizens {65 years or older and NC residents).

I. Prison Inmates.’

J. Institutional Full-Time Staff Members (limit: one course per quarter).

K. Members of the North Carolina Militia.

CURRICULUM EXEMPTIONS

A. Senior Citizens (65 years or older and NC residents).

B. Prison Inmates.

C. Institutional Full-Time Staff Members (limit: one course per quarter).

D. Basic Law Enforcement Training Program (BLET).

E. High School Students Enrolled in Cooperative or Huskins Biil Classes. .
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Instructor Certification

Many occupational instructional areas now require the instructor to be
certified with specific requirements to teach specific courses. Instructor

certification requirements may be recommended or mandatory depending upon the
regulatory agency.

Colleges offering courses under a regulatory body must make sure they know
of the instructor certification or the training may not count as credit.
Students completing courses that are regulated only receive credit if the
instructor is certified to teach those courses.

For a 1ist of courses that require certification and the agencies that

regulate them see the Licensure/Certification Course Information at the back
of this manual.
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Extension (Continuing Education) Student Registration Information System

The student registration information system for extension (continuing
education) programs is used to develop statistical data on continuing
education students. These data form the basis for numerous enrollment
reports for the colleges, DCC, and other agencies. For each student who
enrolls in a continuing education class, a unit record of data is submitted
to DCC. For the 53 colleges using the DCC-developed standard continuing

education software package, the preparation of the quarterly registration
report is an automated process.

Quarterly registration data are processed at DCC into whole state files.
From these files, statistical enrollment reports for each college and totals
for the system are generated. Quarterly files are used to produce annual
summaries of enrollment. Annual files are used to produce annual statistical
reports on enrollments and to generate trend analyses of enrollment over
extended time periods. Copies of each 'college’s reports are returned to the
colleges for each gquarter and for annual reports. Special reports are
generated off the state file on request.

CONTACTS: Bill Bullard, Supervisor of Statistical Services, 733-7051
Donna Watkins, Data Processing Coordinator, 733-7051

REFERENCE: Memo CC-91-168 (This numbered memo has the reporting instructions
attached that specify the requirements for this
information system. These instructions are too
long to be included in this document. Please
refer to them for more details.)
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SERVICE AREA ASSIGNMENTS™

PHILOSOPHY

Service areas were established to regulate the offering of courses by
colleges in specific geographic areas in order to eliminate duplication of
services by different colleges in the same area. The assignments do not

regulate or establish attendance areas. Citizens may enroll in any course at
any college they choose.

PURPOSE

The purpose of service area assignments is to assign specific geographic
areas for all collepns, assigning the authority and responsibility for
providing courses in a county other than the one in which the college is
located. The assignments also include a coordination procedure, whereby a
college may offer courses in another college’s service area when there is
mutual consent and written agreement approved by the State Board.

Institution Service Area

see Special Provisions (1-6)
Alamance CC Alamance
Anson CC Anson, Union (5)
Asheville-Buncombe CC Buncombe, Madison
Beaufort County CC Beaufort, Hyde, Tyrrell, Washington (6)
Bladen CC Bladen
Blue Ridge CC Henderson, Transylvania
Brunswick CC . Brunswick
Caldwell CC and VI Watauga, Caldwell
Cape Fear CC New Hanover, Pender
Carteret CC Carteret
Catawba Valley CC Alexander, Catawba (4)
Central Carolina CC Chatham, Harnett, Lee
Central Piedmont CC Mecklenburg
Cleveland CC Cleveland

*This material is extracted from the N. C. Community College System
Factbook published January 1990.
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Coastal Carolina CC

College of the Albemarle

Craven CC
Davidson CC
Durham CC
tdgecombe CC
Fayetteville TCC
Forsyth TCC
Gaston College
Guilford TCC
Halifax CC

Haywood CC
Isothermal CC
James Sprunt CC
Johnston CC
Lenoir CC

Martin CC

Mayland CC
McDowell CC
Mitchell CC
Montgomery CC
Nash CC
Pamlico CC
Piedmont CC
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Camden, Chowan, Currituck, Dare,
Gates, Perquimans, Pasquotank

Craven

Davidson, Davie (3)

Durham, Orange

Edgecombe

Cumberland

Forsyth, Stokes

Gaston, Lincoln

Guilford

Halifax, Warren {Townships of
Fishing Creek, River, Roanoke, and
Judkins), Northampton (Townships of
Gaston, Occoneechee, Pleasant Hill,
and Seaboard)

Haywood

Polk, Rutherford

Duplin

Johnston

Greene, Lenoir, Jones

Martin, Bertie (Townships of Indian
Woods, Merry Hill) (1,6)

Mitchell, Avery, Yancey
McDowell

Iredell (3,4)
Montgomery

Nash |

Pamlico

Person, Caswell
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Pitt CC
Randolph CC
Richmond CC

Roanoke-Chowan CC

Robeson CC
Rockingham CC
Rowan-Cabarrus CC
Sampson CC
Sandhills CC
Southeastern CC
Southwestern CC
Stanly CC

Surry CC
Tri-County CC

Vance-Granville CC

Wake TCC
Wayne CC

Western Piedmont CC

Wilkes CC
Wilson County TC

37

Pitt

Randolph

Richmond, Scotland

Hertford, Bertie (Townships of
Colerain, Mitchells, Roxobel,
Snakebite, Whites, and Woodville).
Northampton (Townships of Jackson,
Kirby, Rich Square, Roanoke, and
Wiccacanee) (1)

Robeson

Rockingham

Cabarrus, Rowan (2)

Sampson

Hoke, Moore

Columbus

Jackson, Macon, Swain

Stanly, Union Consortium (2,5)
Surry, Yadkin

Cherokee, Clay, Graham

Vance, Franklin, Granville, Warren
(Townships of Smith Creek, Nutbush,
Sandy Creek, Shocco, Hawtree,
Warrenton, Six Pound, and Ford)
Wake

Wayne

Burke

Alleghany, Ashe, Wilkes

Wilson




SPECTAL PROVISIONS

1. Bertie County is divided between Roanoke-Chowan CC and Martin CC as
stated in the service area assignments. In the case of offering courses
within the town or township of Windsor, Martin CC has exclusive authority for
offering curricuium and adult basic education courses, and both Martin CC and

Roanoke-Chowan CC are authorized to offer other continuing education
courses.

2. Cabarrus County is assigned to Rowan-Cabarrus CC, which is authorized to
offer all courses except as follows: Stanly CC may continue to offer
continuing and adult educaticn courses in Cabarrus County for industrial
firms and volunteer fire departments it was serving as of August 1984,
including the continuation of the contractual agreement with the private
cosmetology school in Concord. (This provision was in effect prior to

service area assignments, but it was reaffirmed through Board action on April
11, 1985.)

3. Davie County is assigned to Davidson County CC which is authorized to
offer all courses in Davie County except as follows: Mitchell CC is
authorized to provide in Davie County a learning laboratory; all courses for
the Autumn Care Nursing Center; all instructional credit courses for Davie
County Hosnital; and all fire service courses for the County Line,

Farmington, Sheffield-Callahan, Davie Center, and William R. Davie Fire
Departments.

4. Catawba Valley CC is authoriz.. to continue offering the furniture
training program at the Iredell Prison Unit. This exception shall be

re-examined periodically by the State President with his findings reported to
the State Board.

5. Union County is assigned to both Anson CC and Stanly CC. The existing
consortium (agreement) between the two institutions shall be used in
providing service in Union County.

6. Martin CC is authorized to offer in Washington County all adult basic
education, adult high school/GED, fire training and emergency medical
training and in-plant training. Washington County is assigned to Martin CC
for the sole purpose of offering adult basic education, adult high

schoo1/GED, fire training and emergency medical training and in-plant
training.
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Extension (Continuing Education) Institution Class Record Information System

The ICR system for the extension (continuing education) programs is used
to develop the Full-Time Equivaient (FTE) student data. The FTE data form
the basis for determining state funding to colleges. The ICR data are based
on information collected and reported to the Department of Community Colleges
on each class that is run each quarter. For the 53 colleges using the DCC-
developed standard continuing education software package, the preparation of
the quarterly ICR report is an automated process.

CONTACTS: Bill Bullard, Supervisor of Statistical Services, 733-7051
Margaret Perry, Data Processing Coordinator, 733-7051

REFERENCES: N.C. Administrative Code 2D.0324 - 2D.0328
CC-90-105 (This numbered memo has the reporting instructions

attached that specify the requirements for this
information system.)




LITERACY (BASIC SKILLS) EDUCATION INFORMATION SYSTEM (LEIS)

This accountability system is designed to provide the community colleges
with the ability to collect, edit, analyze, maintain, report and store data
on Basic Skills students. LEIS also provides the colleges with the necessary
tools to manage the areas of recruitment, assessment, retention, and
evaluation. LEIS gives colleges the ability to participate in student
performance and tracking for longitudinal studies, data analysis on outcomes
and delivery methods, resource utilization and success, ongoing assessment of
program effectiveness and costs, analysis of retention activitjes and
results, and analysis of student characteristics and persistence indicators.

CONTACT: Terrence Shelwood - 919-733-7051, Ext. 311

REFERENCES: Form DCC 9-4, Annual Literacy Data Report
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COLLEGE/COMPANY CONTRACT TRAINING

Recommendation 22 of the Report on the Future of the North Carolina Community
College System indicated that "The State Board should examine the current
policies toward the use of state funds to provide training for business and
industry and seek methods to undertake selective training on a contract and
fee basis." This position paper seeks to clarify existing State Board policy
as it relates to providing contract training to business and industry, as

well as to specifically identify and explain training options available to

the community colleges.

To address training needs in business and industry, the North Carolina
Community College System has most often utilized occupational extension
training, new and expanding industry training, and focused industrial
training; however, many training needs cannot be met through these
traditional approaches. State funds are often insufficient to pay for high
costs relating to state of the art equipment of;en required as well as the
instructional costs involved. As a result, co]ieges in providing training
for business and industry often find that training programs which involve
high salaries are cost prohibitive and, therefore, cannot offer the training;
however, in other training situations, the community colleges should not
assist with business and industry training, e.g., the community colleges

should not duplicate existing company training.

In addition to occupational extension training, focused industrial training
and new and expanding industry training, another training option available

to colleges involves developing contracts with business and industry.
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Contract training is defined as providing direct training services to a
client for reimbursement for an agreed upon fee as specified in a written
contract. For the purposes of this position paper, there are two options for
contract training. The first option, Sixty-Forty Contract Training (NCAC
2D.0326), permits the college to share instructional costs with business and
industry and still report the student hours generated for Budget-FTE. Many
colleges due to their uncertainty with the application of this policy have
been reluctant to utilize this provision. The second option, Self-Supporting
Contract Training (NCAC 2D.0325(b)), may alsc be applied. This option
permits the industry to pay the college directly for the entire cost of
instruction provided, requires the college to report the student hours as
self-supporting, and allows the college to utilize excess dollars acquired
from the industry to fund direct instructional costs for other types of

training which could generate Budget-FTE. The two contract training options

are discussed below:

I. SIXTY-FORTY CONTRACT TRAINING (NCAC 2D.0326)

Example:

Acme Manufacturing Company contacts Tarheel C. C. to provide mid-
management upgrading training. The instructor which Acme Manufacturing
wants to use is costly and Tarheel C. C. cannot afford to pay the total
salary of $1,000. The college and Acme Manufacturing agree to share
the instructional costs involved. The college pays from college

funds $1,000 for the instructional hours delivered, and the company
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agrees to reimburse the college for $400 or 40% of the instructional

hours delivered. The college reports the membership hours for Budget-FTE.

Definition:

Training that is delivered by the college according to a mutually agreed
upon contract between the college and a company in which the college pays
the instructor (or the agency providing instruction) for 100% of the
instructional hours delivered, and the company reimburses the college
for no more than 40% of these hours. A1l student membership hours
generated shall be counted for budgeting purposes. See Attachment A,
Section 2D.0326 of the N. C. Administrative Code. Also refer to
Attachment C, Section 2E.0402 of the NCAC - Provision of In-Plant Skill
Training. In addition, funds received by a college as a grant or a
general donation from a cdmpany with no expectation for services to be
rendered may be utilized to fund instruction which generate Budget-FTE

{(Note: questions 1-3 for related information.)

Rules/Guidelines:

- Section 2D.0326 (Sixty/Forty Policy) of the N. C. Administrative Code
provides for this method of funding instruction for business, indus-
try, and other areas as well. If this option is exercised, the

provisions listed in the code will apply. (See Attachment A.)

- The class in this example will be operated consistent with department
policies for occupational extension classes regarding reporting student

hours in membership, maintaining documentation, etc.

43




I1.

- Student registration fees, as specified by the State Board, will be
collected (currently the fee is $25 for occupational extension classes).
Registration fees may also be paid by the company; however, this
expenditure for registration fees shall not be considered as part of

the company's 40% share under the Sixty/Forty arrangement.

- A written agreement signed by both parties is required so that

responsibilities of each party can he identified. (See sample contract

in Attachment D.)

. Contract training may be offered in continuing education or curriculum

as appropriate.

SELF~SUPPORTING CONTRACT TRAINING (NCAC 2D.0325(b))

Example:

Really Big Enterprises contacts Tarheel C. C. to provide upgrade
training for certain employees of the company. In this instance,
however, the college does not have funds available to pay for the
instruction or even 60% of the instruction, and other possible programs
(new and expanding industry, etc.) are not applicable. The college
develops a training model and identifies the training costs involved.
The company likes the model and agrees to pay for the instruction. The
company pays the college the entire cost of instruction delivered and
the college reporis student hours in membership under self-supporting

and no Budget-FTE is generated. (See Attachment B, subpart (b).)

44




‘ Definition:

Training that is delivered by the college according to a mutually
agreed-upon contract between the college and a company whereby the
company pays the college for the entire cost of delivery of instruc-

tion. The college reports the student hours in membership generated

in the class to the department as self-supporting.

Rules/Guidelines:

. The college will estimate costs based on the best available infor-
mation. The administration of a program/course, necessary instruc-
tional supplies and materials, rental of space, rental or purchase of

‘ equipment, as well as instructor costs, may be included in the contract.
If revenue exceeds the costs, the excess dollars shall be retained at
the college. At the end of the fiscal year, the funds may be carried
forward. If an amount is carried forward to the next fiscal year, the
funds shall be used for instructional purposes, e.g., program develop-
ment, payment of start-up costs for programs, instructional salaries,
etc. The excess dollars generated should be used in occupational
extension or in the curriculum area consistent with the program area

for which the excess dollars were initially received.
. After expenses for a given self-supporting arrangement have been paid,

the college may use excess dollars received from industry to fund

‘ direct instructional costs which may generate Budget-FTE.
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. The college will set up a special fund account to receipt dollars

collected and to disburse dollars for eéxpenses; 100% of the instruc-
tional costs incurred through this arrangement shall be paid through
this special fund account; appropriate administrative costs (costs di-
rectly associated with the offering of a course--rental of space, course

development) may also be charged against this special fund account.

. The college will report student hours in membership generated for

classes totally funded by a business or industry as described above

under self-supporting category of the Institutional Class Report
(CC51585E).

- The in-house fcollege) accounting procedures will be the same as

those for the budgeting and expenditure of regular instructional

funds.

. There will be a department-specified class prefix and number (see

Memorandum CC-90-21) unique to this type of training in order to
track hours and funds generated. Also note Memorandum CC-89-99
which indicates that the fourth space in the department-specified
prefix is to be used to identify the class(es) as self-supporting.
The letter "Z" is to be utilized in the fourth space to indicate

self-supporting classes.

- A contract signed by both parties is requirea so that the

responsibilities of each party are clearly identified.
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ADDITIONAL EXAMPLES OF SELF-SUPPORTING CONTRACT TRAINING

Example I:

Really Big Enterprises contacts Tarheel C. C. to provide upgrading training

for selected staff members. Although the college has occupational extension
funds available to fund this type of instruction, the type of training the
company requests will require an excessive instructional expenditure by the
college. The supplies/material costs will be high as well. The college and
company mutually agree that the company will pay the college to develop the
model for training, but the company will pay the instructional salary costs

and supplies/materials directly to the provider/instructor who is not associated

with the college. Therefore, since no college funds were used to pay for

.instruction, no student hours are reported by the college on the Institution

Class Report, not even the self-supporting columns.

Example II:

A new industry, Smith-Jones, is located in the college's service area. At the
Smith-Jones site, new industry program entry-level training wa- provided for new
employees. Additional training is now needed in a very specialized area - robotic
welding. This training cannot be provided through the New Industry program. The

college could utilize Option I - Sixty-Forty Contract (NCAC 20.0326) Training;
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Option IT - Self-Supporting Contract (NCAC 2D.0325(b)) Training; or if excess
funds were generated by applying Self-Supporting Contract Training from earlier ‘
classes, these excess dollars accumulated in a special institutional account could

be used to fund the training and the student hours in membership reported would

generate Budget-FTE as explained on pages 3 and 4.

o
‘\. +
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‘ RELATED QUESTIONS AND ANSWERS

If the college receives a donation from a company with "no strings
attached," can the college utilize the funds to start new programs
and generate Budget-FTE?

. Yes

If funds are received by a college from a company for instructional
services to be rendered to the company, can the dollars received be
used to generate Budget-FTE for the instruction provided?

. Yes; but the dollars received from a company for services to be

rendered may not exceed 40% of the instructional salaries for a

given class. If the funds received exceed 40% of instructional
salaries for a given class, the student hours reported for
Budget-FTE must be prorated accordingly. (See Sixty-Forty Policy,
Attachment A.) If the total instructional salary cost is assumed

by the company, the class shall be reported totally self-supporting.

a. If the college receives funds from a company for instructional services
to be rendered and the college expends no instructional dollars, can
hours generated from the class be reported for Budget-FTE?

. No

b. In the same situation, if furds in excess of the cost to deliver
instruction remain, can the college use these funds to fund subsequent
occupational extension courses which could generate Budget-FTE?

. Yes; see Attachment A - Sixty-Forty Funding.
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If the college pays a pro rata share of the instructor's salary from

college funds, may the college report the student hours in proportion to

the pro rata salary paid?

. Yes; see Attachment A, subpart 1.

In a contractual agreement, can the college charge the company for
rental or purchase of equipment, rental of facility and cost of utilities?
. No - if Option I, Sixty/Forty Contract Training, is utilized.

. Yes - if Option II, Self-Supporting Contract Training, is utilized.

a. Can equipment be purchased through Self-Supporting Contract Training?

. Yes
b. Can equipment be purchased with excess funds accumulated through
Self-Supporting Contract Training?

. No; equipment can only be purchased through the original contract

with the company. (Sze 6a above)

In a contractual agreement, can the college charge the company for
administrative overhead?
. No; if Option I, Sixty-Forty Contract Training, is utilized.

. Yes; if Option II, Self-Supporting Contract Training, is utilized.

In applying Option I, Sixty-Forty Contract Training, if the college pays
for 60% of the instructional hours delivered and the company pays the
remaining 40% directly to the instructor, can the college report 100% of

the FTE generated?

hY
oty
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- No - The instructional salary portion paid by the company must flow

‘ through the college's budget in order to court full FTE. (See

example under Sixty-Forty Contract Training, page 2.)




IN-PLANT TRAINING

DESCRIPTION: The In-Plant program authorizes the institutions to deliver
training services in the actual working environment to the employees of

manufacturing, service and governmental organizations. It is funded through
regular FTE budgets.

PROCESS: In-Plant training is a limited application occupational extension
program that is used when the following conditions prevail.

1. Enrcliment is limited to the employees of the organization in which the
training occurs.

2. Training is conducted at the employee’s assigned work station during
normal working hours.

3. Training is directly related to job skills.

If the duration of a course exceeds 160 hours (440 hours is the maximum
course length), the institution must submit an application to the Department
for approval at least one week prior to the first class meeting of the
course. Only a notification is required for courses of less than 160 hours.

REFERENCES:  NCAC 2E.0402
DCC 13-17 Course Outline
DCC 13-18 In-Plant Course Contract
DCC 13-19 Application for In-Plant Course
DCC 13-20 Notification of In-Plant Training Course
(Copies of all forms follow.)

CONTACT: Existing Industry Services (919) 733-7051
Associate Director Ext. 411

T
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‘ Internal Program Audits

The following class information should be available for each continuing
education class for which membership hours are reported: instructor
contracts, student registraticn forms, class attendance forms, receipt
rosters or individuail receipts, and instructor time sheets (if applicable).
It is recommended that these documents be filed together for each class;
however, other filing systems are acceptable as Tong as all documents listed
above are readily available for audit. These class records are typically

selected from the CC515 report and may be accessed either by contract number
or class number.

Other documentation which should be available during the audit includes:
listing of immured approvals; listing of clinical approvals; listing of
off-campus class locations and descriptions; current continuing education
schedule; and listing of in-plant approvals. Class schedule and location
information may be maintained on the computer. Other reports from the Prime
audit software will either be requested by, or run by, the auditor. Colleges
who have run these reports during the year should file them by quarter for
audit review and indicate any adjustments that have been made. Colleges who

are not on the Prime system should be prepared to produce comparable reports
and should contact the auditing division for details.

A copy of the college’s current Internal Audit Plan should be available
for review. In addition, supporting documentation should be filed by quarter
for review period. This documentation should clearly show that the plan is

being implemented as approved and documentation should be available for
audit.

The senior continuing education administrator should be familiar with all
pertinent sections of the administrative code including: NCAC 2C, 2D, and
2E. It is also recommended that all copies of the departmental newsletter,
"Between the Lines," as well as all relevant numbered memoranda from the
department be reviewed. A new administrator should also request the most

recent FTE audit reports for the college to become familiar with past areas
of concern.

CONTACT: Bill Cole, Director of Program (FTE) Audits
733-7051, Ext. 203

"
D
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Between The Lines

The Department created the "Between the Lines,” a newsletter type publication
in 1987 at the request of the colleges, to address certain policy and
procedural concerns which develop as a result of site FTE audits. The
publication seeks to provide the colleges information on student hour
reporting procedures and student hour reporting problems. Several articles

are included in each issue. Questions which are frequently directed to the
Department are also noted in the newsletter.

"Between the Lines" is published twice annually in March and October. One
copy of each issue is mailed to the president, one copy to the business
manager, and one copy to the chief instructional officer at each college for
review and discussion. Prior jssues are available upon request. The

department also requests suggested topics from the college for areas which
they feel need to be addressed.

Periodic interpretations are made in "Between the Lines" regarding concerns
which require updating due to the changes in legislation, State Board policy
changes, etc. Contact the Program Audit Section of the Department if you
have suggestions or questions regarding the publication.

Contact:

Dr. Bill Cole

Director of Program Audits
(919) 733-7051 Ext. 203

c.
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OCCUPATIONAL PROGRAMS

Overview

One of the major missions of the community college system is to provide
opportunities for the citizens to prepare for new occupational opportunities
or to upgrade their knowledge and skills in their current employment. These
opportunities are provided through single courses or a series of courses
specifically designed for an occupation.

These courses are designed for the specific purposes of training an
individual for employment, upgrading the skills of persons presently
employed, and retraining others for new employment in occupational fields.
They are offered to people in all technical or vocational occupations and
vary in length according to the complexity of the skill and the need of the
employee or employer. Most occupational continuing education courses are
developed and taught on request from a group or an employer. Courses are

usually offered at a time and place convenient to the employee and/or
employer.

Within the occupation continuing education courses there are a group of
academic-related courses for occupational training. These two groups of
courses may be reported for budget FTE. To offer these academic courses and

report them for budget FTE the course must be a direct requirement for the
occupational training.

Offering Courses

In order for the college to offer an occupational continuing education course
and report it for budget FTE, the course must be approved by the State Board
of Community Colleges. A complete 1ist of approved courses for continuing
education is included in the "Master Course List - Continuing Education
(Effective Summer Quarter 1991)." This 1ist provides the courses by program
area (agriculture, etc.), program code (W113 Agriculture Mechanics, etc.),
course prefix and number (AGR 3104, etc.), and course title (Building and
Grounds Maintenance, etc.).

If a college needs to offer a course not on this 1ist, complete form DCC 9-27
and submit it to the Vice President for Program Services for approval. The
course request will be reviewed and if complete and appropriate will be
submitted to the State Board of Community Colleges for approval. Please
allow a minimum of eight weeks for this process.

CONTACT: Director of Program Development Services 733-7051, Ext. 401
REFERENCES: (CC-91-172, Master Course List - Continuing Education

Form DCC 9-27
GS 115D-5(a)(c)(f)




Licensure/Certification
Occupational Continuing Education Courses

There are a significant number of occupations in North Carolina that
require licensure and/or certification as a prerequisite to employment. Many
of these occupations require a person to successfully complete educational
requirements prior to application for the Ticensure or certification. For
many of these occupations the educational requirement consists of a short
course or series of courses that range from a single course 8 hours in length
to a series of courses each 30 or more hours in length.

The colleges may offer these courses but most often must do so on certain
conditions prescribed by the licensure or certification agency. The
college offering these courses should always make sure they comply with all

requirements of the licensure or certification agency before offering the
course.

A complete 1isting of the courses currently required is included in the
appendix under Licensure/Certification with individual courses described with

their requirements. You are encouraged to contact the agency listed for the
~course for any additional information.

CONTACT: Program Development Services Section A ‘
§19-733-7051

REFERENCES: NCAC
Master Course List - Continuing Education
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. Instruction to Captive or Co-opted Groups and on Military Bases

These are extension courses or curriculum programs offered to groups in
the following areas:

Correctional system inmates

Residents of rest or nursing homes

Clients of sheltered workshops

Residents of alcoholic rehabilitation centers
Residents of mental retardation centers
In-patients in mental hospitals

Instruction offered on a military base

Continuing education courses or curriculum programs offered to these
groups must be approved by the State Board of Community Colleges prior to
impiementation. The college should complete form DCC 9-33 for instruction to
be offered to correctional system inmates and DCC 9-14 for all other immured
instruction and submit the completed form to the Department of Community

" Colleges. When appropriate, tentative approval to implement the instruction
will be given by the System President and then it will be placed on the State
Board Agenda for action. The college will be notified of State Board action
immediately after the board meeting.

‘ Allow appropriate time for processing (minimum of three weeks).

CONTACT: Continuing Education Courses
Director, Special Programs 919-733-7051, Ext. 460

REFERENCES: NCAC 2E.0403
Memo CC-81-97
Memo CC-81-145
Memo CC-85-7
form DCC 9-14 (July 1981 revised)
Form DCC 9-33

~
-
-~

{

57




Work Experience/Clinical

Work experience or clinical instruction may be a required component of some
occupational continuing education courses. Whenever clinical or work
experience is a requirement in the course it must have prior approval from
the Department of Community Colleges on Form DCC 1-11A. Clinical or work
experience will only be approved when it is a Tegally authorized requirement

as a part of the training so the individual may qualify for certification or
registration.

CONTACT: Director, Special Programs 919-733-7051, Ext. 460
Director, Program Development Services 919-733-7051, Ext. 401

FORM: DCC 1-11A Request for Approval of Student Work Activities for
Extension (Occupational) Courses (10/89)

REFERENCE: NCAC 2D.0324(d)
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Fire Rescue Training

The fire rescue program provides skills development training courses for all
levels of fire and rescue personnel in the state. The topic areas currently
include over 50 different subject areas. Courses are provided fee exempt to
all members of fire departments and rescue squads. A member of the Special
Programs staff is the program specialist for fire and rescue programs. This
person reviews curriculum programs for standard compliance, monitors
continuing education offerings, establishes policy for continuing education
programs, oversees the eight fire training regions, and reviews new course
proposals for state board approval. This staff person represents the
Community College system on the Fire and Rescue Commission and four policy
setting boards of the Commission related to fire and rescue certification.
This section also oversees the six associate degree granting programs in the
Community College system. In addition, there are eight regional fire

training coordinators based across the state to provide information and
assistance to local colleges.

CONTACT: Director of Fire Training Services, 919-733-7051, Ext. 447

REFERENCES: GS 115-D-5 (b) Waiver of Registration Fee
Memo CC-89-31, Waiver of Fees
Memo CC-89-59, Educational Methodology
Instructors for the Fire Service
Between The Lines (A1l Issues)
NC Fire & Rescue Commission Standards Manual

FORMS: None

Emergency Services Training

The emergency services pregram provides both continuing education and
curriculum programs for various levels of Emergency Medical Services
persennel. Continuing education courses are provided fee exempt to members
of all EMS provider units. The courses are designed to train personnel

for various levels of state certification that are required to be an
emergency care provider. A member of the Special Programs staff is the
program specialist in this area. The program specialists maintains liaison
with the N. C. Office of Emergency Medical Services on policy issues. This
person reviews curriculum programs for standards compliance, monitors
continuing education offerings, establishes policy for continuing education
programs, and reviews new courses for State Board approval.

CONTACT: Director of Fire Training Services, 919-733-7051, Ext. 447
REFERENCES: GS 115-D-5 (b) Waiver of Registration Fee

Memo CC-89-31, Waiver of Fees

Between The Lines (A1l Issues)

FORMS: None




Criminal Justice/Law Enforcement

In Community College System programming, the term "criminal justice" is
generally used as an inclusive term referring to corrections, police
operations, sheriffs’ operations, juvenile justice operations and law
enforcement. Members of the Special Programs staff are the program
specialists for criminal justice continuing education and curriculum
programming. They review curriculum programs for standards compliance,
monitor continuing education offerings and review new course proposais for
State Board approval. They also represent the Community College System on
the North Carolina Criminal Justice Education and Training Standards

Commission, and The North Carolina Sheriffs’ Education and Training Standards
Commission.

CONTACT: Director of Special Programs, 919-733-7051, Ext. 460

REFERENCES: GS 115D-5(b), Wavier of Registration Fees

12 NCAC 9, NC Criminal Justice Education and Training Standards
Commission

12 NCAC 10, NC Sheriffs’ Education and Training Standards
Commission

Memo CC-89-31, Wavier of Fees for Firefighting, Law Enforcement
and Emergency Services Personnel

Between the Lines (A1l Issues)

FORMS: See Continuing Education and Curriculum approval sections

60 - by




BASIC SKILLS

One of the primary missions of the community college system is the offering
of educational opportunities for adults 16 years of age and older who are out
of school. (Refer to NCAC 2C.0301 concerning the emancipated minor
provision.) The system provides educational opportunities through five major
program areas which include: Adult Basic Education (ABE), Adult High School
Diploma (AHS), General Educational Development (GED), English As A Second
Language (ESL), and Compensatory Education (CED). These programs utilize on
and off-campus sites, including work sites, churches, community centers,
schools, Tibraries, sheltered workshops and prisons. Special program
emphasis is placed on Family Literacy, Homeless, Workplace Literacy, Job
Opportunities and Basic Skills program (JOBS) and special populations. The
Basic Skills programs are accomplished through the administration of federal
ABE, GED testing and reporting, faculty in-service education, development and
administration of standards, policies, rules and regulations affecting each
program. Colleges must submit an annual program plan and application which
includes all Basic Skills programs. Colleges are given prior (blanket)
approval to offer Basic Skills programs to immured groups. No registration
fees are charged to students enrolled in Basic Skills programs.

The Basic Skills instructional budget represents a combination of federal and
state funds. The budget is based upon several factors which include:

Base allocation

Target population

Student enrolled (FTE)

High School equivalency diplomas awarded (GED)
Adult high schocl diplomas awarded (AHS)
Eligible population served

Basic Skills instructional funds may be utilized in the following
provisions:

Literacy funds may be used only for literacy programs and may not

be transferred to any other area.

Literacy funds may be used to hire assessment and retention
specialists.

Literacy funds may be used to hire literacy skills recruiters.
Literacy funds may be used to hire literacy coordinators.

Literacy funds may be used for transportation of literacy students.
Literacy funds must be used to provide literacy education programs.
Literacy funds may not be used for support of administrative
function; i.e., director of literacy programs.

CONTACT: Bobby L. Anderson, Director, Basic Skills
(919) 733-7051 Extension 301

REFERENCES: NCAC 2C.0301 - Admission to Institutions
CC-89-209 - Reporting Student Hours for Literacy Programs
CC-90-338 - Clarifications Concerning Enrollment of High School
Graduates in Basic Skills Classes and the 60/40 Rule
and Special Projects
CC-91-51 - Workplace Literacy Classes
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FORMS: DCC-9-32 - Basic Skills Plan and Application
DCC-9-28 - Basic Skills Program Monitoring Checklist

Adult Rasic Education

Tie Adult Basic Education program is designed to address the educational
nezds of adults who are 16 years of age and older and have less than an
eighth grade education. (Refer to NCAC 2C.0301 for the emancipated minor
provision.) In addition, the program provides opportunities for adults to

improve their skilis if they have high school credentials yet their
functionai skills are below the eighth grade level.

The major objective of the ABE program is to increase basic skills in Horth
Carolina by providing classes in reading, writing, speaking, and computation
with an emphasis on developing c¢ritical thinking skills. Adult participants
should improve their ability to benefit from occupational training, have
greater opportunities for more productive and profitable employment, and.meet
their own objectives for enrolling in the program.

The North Carolina Adult Basic Education Program Guide serves as a foundation
for the curriculum taught in the ABE program. The guide 1lists 63 learning
objectives and describes selected work texts that have been used to teach ABE
in the North Carolina Community College System. In addition, the guide
provides a collection of instructional techniques used by ABE instructors
throughout the state. The guide offers two levels of objectives. Level 1
covers objectives that would traditionally be taught between grade levels 0
and 4. tLevel Il objectives cover grade levels 5 through 8. The curriculum
topics covered include letters, words, sentences, paragraphs and mathematics.

Some colleges are implementing the CASAS (Comprehensive Adult Student
Assessment System) approach to curriculum which correlates competencies with
appropriate instructional materials. An integral part of CASAS is the
comprehensive assessment component. This competency-based approach teaches
basic academic skills in context with knowiedge areas such as consumer

education, health, job knowledge, community resources, and government and
law.

CONTACT: Basic Skills Section

REFERENCES: C(C-89-321 Procedures for Administering the TABE for Placement
of Literacy Students :
CC-90-299 Comprehensive Adult Student Assessment System
(CASAS) Certified Trainers
NCAC 2C.0301 Admission to Institutions

Adult High School Programs

The Adult High School programs offered by the HNorth Carolira Community
College System are designed for adults 18 years of age or older to complete
their high school education. (Refer to NCAC 2C.0301 for the emancipated
minor provision.) Individuals between the ages of 16 and 18 years old y1th
special needs may be enrolled in the adult high school programs provided
that: (1) the applicant has left public school for at least six months or a
waiver has been granted by the local school system, and (2) parental or
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guardian approval is given.

The A-4lt High School program consists of the General Fducational Development
testiig program and the Adult High School Dipioma program.

General Educational Development (GED)

The General Educational Development (GED) testing program is operated Jointly
by the American Council on Education and the State Board of Community
Coileges. The program includes pre-GED preparatory instruction and testing
to measure academic skilis considered to be outcomes of a high school
education. The GED test battery consists of five tests to measure academic
skills in the areas of writing, social studies, science, reading and
mathematics. Adults who achieve minimum qualifying scores of 35 on each test

and a total of 225 are awarded a High School Diploma Equivalency by the State
Board of Community Colleges.

There are GED test centers at all community colleges and one at Saint Andrews
College which operates under the auspices of the State Board of Community
Colleges. To establish or disestablish a GED test center requires approval
by the State Board of Community Colleges. The Department of Community
Colleges contracts with GED Testing Service to score the essay component of

the Writing Skills test on a weekly schedule. The other tests are scored by
the Tocal GED Examiner.

A i i A

The State Board of Community Colleges gives approval by policy to the Tocal
boards of trustees of the community colleges to enter into an agreement of
affiliaticn with the local public boards of education to cooperatively
establish an Adult Kigh School Diploma Program.

The Adult High School Diploma program is offered by those community colieges
which have entered into an agreement of affiliation with a Tocal public high
school. The curriculum for this program is developed and approved by the
local boards of ed.cation and boards of trustees. The program consists of
classroom instruction or learning laboratory courses or a combination of both
designed to qualify individuals for ar adult high school diploma. All
diplomas are awarded through the local boards of education upon successful
completion of the HNorth Carolina Competency Test. The Department of
Community Coiieges contracts the scoring for all parts of the Competency Test
following a quarterly testing schedule.

CONTACT: Basic Skills Section

REFERENCES: NCAC 2E.0303 GED Testing Program
NCAC 2E.0301 Adult High School Program
NCAC 2D.0204(d) Other Fees

MEMORANDUMS :

CC-91-71 March 13, 1991 General Educational Development (GED
Annual Contract)

CC-89-220 July 10, 1989 GED Essay Accountability Report
and Institutional Verification
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CC-91-143 May 31, 1991 Revised GED Application Form
CC-S-89-73 July 7, 1989 Revised Quarterly Report for AHS Program

MANUALS:

GED Examiner’s Manual
GED Testing Service at the
American Council on Education
Test Coordinator’s Handbook
North Carolina Competency Test Program
for the North Carolina Community College System

FORMS:

DCC 9-8 Application for Admission to the GED
Tests and for High School Equivalency

DCC 9-35 GED Essay Accountability Report and
Institutional Verification Form

DCC 9-10 Nuarteriy Report, Diplomas Awarded,
Adult High School Diploma Program

Appointment of GED Examiners by Community Colleges - form letter.

Compensatory Education

The Compensatory Education Program is designed specifically for mentally
handicapped adults. It is a program whose focus in on the skills needed by
mentally handicapped adults to function as independently as possible. The
program assumes an end result of productivity, employment, independence, and
self-sufficiency for its clientele. The program is highly individualized and
fosters a maximum level of independent 1living commensurate with personal
ability. The Compensatory Education curriculum includes language, math,
social science, community living, consumer education, health, and vocational
education. Classes are offered in conjunction with sheltered workshops,
adult developmental activities programs as well as other locations in the
community.

CONTACT: Basic Skills Section

REFERENCES: Program of Study
Coordinator’s Guide

English as a Second Language

The ESL program provides morning, afternoon, and evening classes to
accommodate the enormously varied immigrant and refugee populations from
nearly 50 different countries. Attention is given to both the cultural and
linguistic needs of this program’s students as dinstructors focus upon the
formation of accurate, appropriate communication skill and upon the student’s
ability to function in the American adult community.

Students are placed in classes after appropriate assessment. Classes are
offered at the beginning through advanced 1levels of ESL. The curriculum
focuses on developing the basic language skilis of reading, writing,
speaking, and listening. Classes integrate English language instruction with
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topics that prepare students for everyday life, employment and citizenship.
Materials used in classes present topics with cultural and social interests.
Instructors use an array of instructional strategies to meet individual
learning styles and to foster interest in learning. In addition, students

may use the learning centers where they can work with tapes, computers, and
other methods of instruction.

The program widely coordinates its activities with other agencies, programs,

and employers. Student recruitment is more effective because of this high
level of coordination.

CONTACT: Basic Skills Section

REFERENCES: CC-88-287 ADMISSION - Legal Aliens, Former Residents of
Other States

Literacy (Basic Skills) Education Information System (LEIS)

This accountability system is designed to operate on the PRIME computer
network and provides the colleges with the ability to collect, edit, analyze,
maintain, report and store data on basic skills students. LEIS also provides
the colleges with the necessary tools to manage the areas of recruitment,
assessment, retention, and evaluation. For example, LEIS provides cclleges
with the ability to participate in student performance/tracking for
longitudinal studies, data analysis on outcomes and delivery methodology,
resource utilization and success, ongoing assessment of program effectiveness
and costs, analysis of retention activities and results, and analysis of
student characteristics and persistence indicators.

The Annual Literacy (Basic Skills) Data Report, DCC 9-4, which is due
annually by July 31 can be prepared using LEIS data. The optical scanning
program for LEIS is developed for use with the Scantron 8000 Series or NCS
OpScan 5 Series. Recommended features include simultaneous front and back
scanning, auxiliary port, and two RS-232 connections.

CONTACTS: LEIS - Terrence M. Sheiwood - 919/733-7051, Ext. 311
ANNUAL REPORT - Florence Taylor - 919/733-7051, Ext. 329

REFERENCES: Form DCC 9-4, Annual Literacy (Basic Skills) Data Report

Grants

There are two general sources of competitive grants available tc colleges for
basic skills education. One is special innovative and demonstration projects
funded by the Department of Community Colleges and the other is discretionary
funding from the U.S. Department of Educaticn and private foundations.

Special jnnovative and demonstration projects

The Adult Education Act requires that at least 10% of the federal funds
received each year by the Department of Community Colleges be used to fund
special innovative and demonstration projects in an effort to improve the
overall quality of basic skills efforts in the state. The Department of
Community Colleges establishes overall priorities for special projects and
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mini-grants in the State Plan for Adult Literacy Education and annual
priorities in the request for proposals issued in January of each year. ’

Applications are required to be submitted by March 30 and funding awards are
made for a twelve month period from July 1 to June 30. Mini-grants are

limited to no more than $1,000, but special projects may be based on a budget
deemed necessary to test the innovative project.

Discretionary grants

A variety of sources are available for colleges to apply for funding of
special efforts in basic skills education such as for serving homeless
adults, workplace literacy, and family literacy.

Homeless

Funds for serving the basic skills needs of homeless adults are awarded to
state educational agencies on a competitive basis annually. The Department
of Community Colleges issues a memo each year to all colleges requesting
those interested in serving the populaticns group in their service area to
submit the necessary information to be included in the state proposal for
funding. If the state proposal is funded by the U.S. Department of
Education, the State Board makes sub-grants to those participating colleges
for a period of twelve months. A third-party evaluation is conducted of each

program in the project and an annual data report is required of each college
participating.

Workplace literacy ‘

The U.S. Department of Education issues a Request for Proposals for National
Workplace Literacy Programs annually in the Federal Register. The Department
of Community Colleges transmits the RFP to the colleges upon receipt. Each
college interested in competing for these funds must submit a proposal
directly to Washington. Proposals must be in partnership with business and
industry and a 30% match of the federal funds is required.

Private foundaticn grants

From time to time the Department becomes aware of private foundation grants
for areas such as family literacy, workplace Titeracy, and reading incentive
programs. These funds are sometimes targeted for specific groups or
geographical regions of the state and, therefore, are not available to all
colleges. However, whenever possible the Department sends a request for
proposal for these grants, also.

CONTACT: Basic Skills Section

REFERENCES: State Plan for Adult Literacy Education
North Carolina Adult Education for the Homeless Proposal
Homeless Data Report

MEMORANDUMS: Special Conditions for Homeless Adult Projects, dated
October 7, 1988

FORMS: Adult Literacy Education Special Project Appiication
Adult Literacy Education Instructor Mini-grant Application
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High School Dropouts -- Students with Speciai Needs

High school dropouts between 16 and 18 years old may be considered students
with special needs and may be admitted into the GED or AHS program if the
Tocal public or private educational agency refers such students as dropouts
and if admission is approved by the community college.

Such students are required to submit to the community college a notarized
petition from their parents or 1legal guardian certifying the student’s
residence, date of birth, date of leaving school and the petitioner’s 1legal
relationship to the student.

If such students have been out of school at least six months, then only the
notarized petition is required for admission.

Emancipated minor less than 18 years old, under the general admission rule
2C .0301 ADMISSION TO INSTITUTIONS, are interpreted to be individuals who
have been granted a judicial decree of emancipation by the court or who are
married. Admission requirements for such individuals shall be the same as
for an applicant 18 years or older.

The State Board of Education adopted a high school dropout referral policy in

1987. This policy was adopted as a result of Senate Bill 184 that directs
the public schools to refer dropouts to appropriate services.

The policy establishes a dropout referral system where a dropout may be
referred to an extended day school, alternative school, or optional school
program, including a community college system adult high school completion
program. The policy stipulates that no student entering an alternative
educational program will be allowed to graduate prior to his or her normal

date of graduation without the written permission of the Tlocal
superintendent.

CONTACT: Basic Skills Section

REFERENCES: NCAC 2C.0305(b) Education Services for Minors
NCAC 2C.0301 Admission to Institutions

MEMORANDUMS: CC-88-25, January 29, 1988 Referral of High School
Dropouts from the Public School System

INSTRUCTOR AND STAFF TRAINING

Training and development are provided to Basic Skills personnel within the
system through conferences and workshops at state, regional and local levels.
Programming is designed to meet three primary objectives in enhancing
professional growth:

Informational: Updates and briefings on federal, state, and )
local developments impacting basic skills program administration
and management.

Skills Building: Further enhancing the abilities of instructors
and other staff to effectively perform their roles.
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within the system and the sharing of programmatic activities and
ideas between and among individuals with similar roles and
responsibilities.

Networking: Promoting further acquaintance among literacy staffs .

The focus is Basic Skills programs instruction and management.

CONTACT: Basic Skills Section
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Specially Funded Programs

Overview

The Community Service Program is comprised of an instructional component
and a cultural and civic activities/Visiting Artist component. This
program is funded by a General Assembly special appropriations block grant.

These funds may only be used for Community Service programs instruction and
activities.

The Human Resources Development Program, a community college program
supported with state funds, provides structured pre-vocational training,
counseling and assistance into employment or further skill training for
unemployed or underemployed adults.

The Job Training Partnership Act is a federal law which provides funds to
the states to support job training programs. JTPA programs offer education
and training services to economically disadvantaged individuals and the
programs prepare these students for the changing standards in the business
community as well as for the new advancing technologies in industries. The
services provide basic education, training, counseling, support services,
and screening for appropriate job placement.

The State Legalization Impact Assistance Grant, an adult education
program supported with federal funds, provides educational training and
services to eligible legalized aliens to help them develcp those
competencies needed to become permanent legalized residents.

The Job Opportunities and Basic Skills Program is a portion of the Family
Support Act which is a national education, training, and employment program
that provides services to families with dependent children, specifically
single parent households and persons dependent upon welfare. The Division
of Social Services provides funds for training community college personnel
and social service agencies in implementirg vhis program.

w3
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Community Service/Visiting Artist Programs

The Community Service Program is designed to provide courses, seminars, and
activities that contribute to the community’s overall cultural, civic and
intellectual growth and to assist adults in the development of new skills or
the upgrading of existing ones in their avocational, academic, and practical
skills areas. This program meets community needs through lecture and concert
series, art shows, the use of college facilities by community groups and by
providing speakers to community organizations. This programs, along with the
Visiting Artist program, demonstrates the Community College System’s
recognition of itself as an integral part of North Carolina communities, with
a major responsibility to be involved and to contribute to the overall

cultural, civic, and intellectual greowth of our
communities.

CONTACTS: Director of Special Programs, 919-733-7051, Ext. 460
Administrative Assistant, 919-733-7051, Ext. 459

REFERENCES:  NCAC 2E.0101(5)(2), Self-Supporting Programs
Memo CC-90-233, Community Service Program
Memo CC-88-253, Community Service Program Plan
Between the Lines, March, 1989

The Visiting Artist Program is a cooperative grant program of the State Board
of Community Colleges and the North Carolina Arts Council. The program is
funded by the State Board through community service program grant funds to
colleges who choose to make application and agree to operate their visiting
artist program in accordance with established guidelines. The program
provides eligible artists an opportunity to work as artists in residence to
enhance local arts resources and promote the various visual, performing and
literary arts in communities throughout Nortk Carolina. The program also
serves as a structure in which artists can continue to develop creatively and
advance professionally. Artists serve as cultural ambassadors for their
employing college; they do not teach formal classes. Instead, they share
their talents and ideas with communities through demonstrations,
performances, lectures, workshops, exhibitions and special projects.

Artists of all art disciplines are invited to apply. Applicants must
demonstrate a strong commitment to their art form by virtue of their
experience and education; a masters degree or the equivalent in experience or
training is required. It is a responsibility of the Arts Council to recruit
and screen, by means of professional panels, artists of exceptional merit to
become approved candidates. Each college interviews and selects its artists
from the approved candidates list.

CONTACT: Director of Basic Skills, 919-733-7051, Ext. 301

REFERENCES: 23 NCAC 2E.0304, The Visiting Artist Program
23 NCAC 2E.0101(4)(e), Visiting Artist Programs . . .
The North Carolina Visiting Artist Handbook
Memo CC-91-52, The Freeze and Its Effect on the Visiting Artist
Program
Memo CC-91-129, Visiting Artist Program
FORMS: DCC 9-11, Visiting Artist End-of-the-Year Report
DCC 9-12, Visiting Artist Program Evaluation
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HUMAN RESOURCES DEVELOPMENT PROGRAN

DESCRIPTION

The Human Resources Development Program (HRD) sponsored by the NC Department
of Community Colleges provides structured pre-vocational training, counseling

and assistance into permanent employment or further skill training for
unemployed or underemployed adults.

INSTRUCTION AND OTHER ACTIVITIES

Programs are responsible for recruiting, training and assisting graduates
with job or further training piacements. The program structure and
instructional content are developed to achieve this aim. A1l HRD programs
must provide a pre-vocational (orientation and motivation) training
component. Course content is developed and modified according to the

emp loyment needs of each local community.

Instruction includes but is not limited to the following: assessment of
individual assets and limitations (includes assessment of attitudes, personal
appearance, interpersonal behavior, and personal, educational and career
goals), and development of problem-solving skills, communication skills,
positive self-concept, and employability skills (includes instruction in how
to appropriately complete job applications and resumes, handle job interviews
and follow~-up, and employee responsibilities.)

Instruction can also include short-term skills training and basic academic
instruction in addition to pre-vocational training.

PROGRAM EVALUATION

The performance of each program is evaluated in terms of student completion,
job or training placements and an efficiency index which measures the

increase in income and decrease in public assistance receipts of program
graduates against training costs. .

Graduates of HRD programs receive follow-up services for 12 months after they
complete the program. During this period, program staff monitors each
student to assess how they are progressing and if they need additional job

or training placement assistance or employment counseling.

PROGRAM RECORDS

The state office keeps an updated file of course outlines, application forms,
and funding data for each local program. The state office also has produced
since 1974 an annual HRD Performance Summary which contains enrollment,
completion, and other performance information. These reports are kept on
file in the state office.
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Local programs are responsible for maintaining class enrollment records, .
entry, exit and follow-up forms for each student and a student file for

release forms, application forms and any documentation necessary for that

individual student. These files are maintained for five years.

Funding

The state budget for HRD is included in the legislative budget package for
DCC. Al11 HRD funds are allocated directly to local HRD programs. The State
HRD Office determines annual allocations for local programs based on FTE, an
Earnback Index (determined by the economic performance of the program’s

graduztes) and a maintenance fund. HRD programs are funded on the state
fiscal year, July 1 -- June 30.

Allocations to programs are determined annually by the following procedure:

1/3% 1/3% 1/3%
PROGRAM FTE EARNBACK
MAINTENANCE GENERATION INDEX

Program maintenance portion is divided equally among all HRD programs.
FTE portion is allocated according to number of FTE’s earned by each program.
Earnback Index portion is allocated according to performance by this formula:

EI = INCOME INCREASE + (3 x PUBLIC ASSISTANCE DECREASE) '
STATE COSTS + STUDENT BENEFIT COSTS

An HRD program cannot receive a funding increase or decrease of more than
$20,000 from one year to the next.

If an HRD program generates a negative earnback index for two consecutive
years it will not receive funding for the next year without special approval
from the State Board of Community Colleges.

REFERENCES: HRD Procedures Manual, N. C. Department of Community Colleges
HRD Performance Summary, N. C. Department of Community
Colleges, 1974 - 1990
NCAC 2D.0319 Allotment Procedures for the Human Resources
Development

NCAC 2D.0325(d) Limitation in Reporting Student Membership
Hours

NCAC 2D.0326(5) Sixty-Forty Funding

NCAC 2D.0327(c) Reporting Student Membership Hours to the
Department

NCAC 2D.0328 The Full-Time Equivalent (FTE) System

NCAC 2E.0101(4)(a) Special Instructional Programs

CONTACT PERSON: Associate Director, HRD and SLIAG Programs (91§)t732%2051
xt.




JOB TRAINING PARTNERSHIP ACT
“EDUCATION COORDINATION AND GRANTS* (8%)

DESCRIPTION: The Job\Training Partnership Act (JTPA) is a federal law
enacted in 1982 that provides funds to the states for job training. It is
part of a long history of federal job training programs intended to help

?. C. citizens keep pace with advancing technelogy and lead more productive
ives.

JTPA offers education and training services to prepare eligible individuals
to become valuable employees of businesses in their communities. These
services include basic education training, institutional skills training,
counseling, and job development assistance, job placement assistance and

human resource development programs, and screening for appropriate job
placement.

In general, an individual is eligible for services under JTPA if he/she is
sixteen years of age or older and is considered economically disadvantaged
according to federal income guidelines. Aid to Families with Dependent
Children and Food Stamp recipients are also eligible. Fourteen- and
fifteen-year-olds also may be served through a limited number of programs.

In special cases, individuals facing certain barriers to employment may be
eligible for JTPA services. Also, eligibility for participation in the
dislocated workers programs is based on whether an individual has been "laid
of f" from certain occupations rather than on income criteria.

The department annually receives a portion of the funds provided under the
"Education Coordination and Grants" section (referred to as 8% percent funds)
of the JTPA. These funds are utilized to promote coordination between the
department and other state agencies involved in employment and training
activities and to promote assistance to interested local community colleges
and other local agencies similarly involved in such programs. In addition,
the department receives program funds which are granted to select local

colleges for the implementation of appropriate employment and training
programs.

PROCESS: The following procedure is usually followed in awarding JTPA 8%
programs to the colleges:

1) The department anticipates transmitting a Reguest for Proposal (RFP) to
colleges during the menth of February each year. The RFP contains a
description of allowable activities which can be supported by the
department and all the necessary information and forms that must

accompany proposals.

2) Proposals from interested institutions will be received for a.period of
approximately six weeks. The exact deadline for submission will be
clearly stated in the RFP.

3) The JTPA Program Services staff members reviews 2ll proposals and ranks
them according to weighted criteria. During this evaluation process,
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consultations with appropriate local institutional personnel is held to

assure economy and compliance with all applicable governmental
regulations.

4) Recommendations for the SBCC regarding select institutions are developed
for consideration at the Board’s May meeting. Shortly after that

meeting, a cooperative agreement between the department and each
institution is transmitted.

5) The implementation of the programs begins on July 1 or on the date

projected in the proposals, whichever is later and concludes on June 30
of each year.

REFERENCES: JTPA Operational Manual, N. C. Department of Community Colleges
NCAC 20.0301(e) JTPA Administrative Allotment
NCAC 2D.0325(c) Limitation in Reporting Student Membership Hours
NCAC 2D.0327(c) Reperting Student Membership Hours to the
Department
NCAC 2D.0328(12) The Full-Time Equivalent System

CONTACT: Program Services, Employment Readiness Section (919) 733-7051
Associate Director, JTPA Programs Ext. 449
(':}
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STATE LEGALIZATION IMPACT ASSISTANCE GRANTS
FOR ADULT EDUCATION

DESCRIPTION: The federally funded State Legalization Impact Assistance Grant
(SLIAG) program is designed to assist eligible legalized aliens (ELAs) in
meeting the educational requirements for becoming permanent US residents and
eventually gaining US citizenship.

State Legalization Impact Assistance Grants (SLIAG) are authorized by section
204 of the Immigration Reform and Control Act of 1986 (IRCA). Under SLIAG,
funds are appropriated to provide educational services to aliens granted
lawful resident status under the Immigration and Nationality Act, as amended
by IRCA. These aliens are eligible for services for five years from the date
on which they were granted lawful temporary resident status.

Eligibility Criteria
Eligible Applicant: Any community college within the N. C. Community
College System.

Participants Eligibility Criteria:

. Eligible Legalized Alien {ELA) - Eligible Legalized Alien means an alien
whose status has been adjusted to lawful temporary resident under Section
245A, 210, or 210A of the Immigration and Nationality Act. An ELA retains
that status for a period of five years from the effective date of his or
her effective adjustment to temporary resident status.

. ELAs must be over the age of 16 who (1) have attended U.S. schools for
fewer than three complete academic years, and {(2) is not enrolied in
elementary or secondary school at the time services are provided.

. Each ELA may be counted only once each year by a program.

Allowable Activities

SLIAG reguiations permit the use of SLIAG funds for activities authorized
under the Adult Education Act (20 U.S.C. 1201 et seq.). These activities
include the following:

. Instruction and educational assistance in classes for basic skills, high
school completion, limited English proficiency and citizenship skills.

. Educational counseling, recruitment, student transportation and
baby-sitting provided to ELAs who receive educational services.

. Activities associated with providing planning, administration, evaluation
and coordination activities which are necessary and reasonable

Reimbursement of SLIAG Expenditures _
Local colleges will be grazied SLIAG funds based on actual expenditures

rather than on obligation of funds. Local programs are reimbursed monthly
for SLIAG expenditures under the following conditions:
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. Local community colleges must demonstrate that SLIAG funds were used solely
to provide educational services, as defined above, to ELAs.

. Payments to local colleges cannot exceed an amount equal to $400 multipiied
by the number of ELAs who received educational services from the college in
that fiscal year, or actual costs, whichever is less.

. When conducting classes which contain both ELAs and non-ELAs, the cost of
the class must be prorated between the twoe groups. The amount allocable to
SLIAG may not exceed the amount obtained by (1) dividing the number of ELAs
attending the class (or the number of ELA contact hours) by the total
number of persons attending the class (or the total number of contact
hours) and (2) multiplying this fraction by the total cost of the class.

Allowable Expenditures
. These costs associated with administering allowable assistance or services
to ELAs {non-instructional expenses, including planning, administration,

evaluation, personnel development and coordination -- that are necessary
and reasonable).

. Those costs associated with facilitating instructions for ELAs (salaries/
fringes for instructors, instructor aides, and instructional supplies/
materials directly related to allowable educational components).

Note: Although instructor salaries can be paid out of SLIAG funds, classes
paid for with federal SLIAG funds will NOT generate Budget/FTE.

. Those costs associated with educational counseling, recruitment,
transportation and day care or baby-sitting services for ELAs receiving
educational services.

Recordkeeping and Reporting

The college must maintain accurate accounting of the ELAs served in this
project to ensure an accurate record of unduplicated number of ELAs to whom
it provided services in a fiscal year. Student enrollment reports and
financial expenditures documentation must be submitted by the first (1st)
working day of the month for the preceding month.

Proposal Submission Schedule:
Request for Proposals Transmitted: April 1
Proposals Due: April 30
Notification of Selected Recipients: July 1

REFERENCES: Public Law 99 - 603, Section 204
Federal Register 45 CFR Parts 16 and 402, Vol. 53, No. 47
Memo CC-91-69
SLIAG Resource Guide, N. C. Department of Community Colieges
SLIAG Reporting Form - Adult Education and Instructions

CONTACT PERSON: Associate Director, HRD and SLIAG Programs (912)t733;2051
xt.

. )
A
P
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J0B OPPORTUNITIES AND BASIC SKILLS PROGRAM
(J0BS)

The JOBS program of the Family Support Act is the national education,
training, and employment program designed to provide services to Aid to
Families with Dependent Children (AFDC) clients to enable them to become
self-sufficient, economically independent citizens. Resources are targeted
on those hardest to serve, particularly young women with children, and most
at risk for long-term welfare dependency. Basic skilis education is one of
the most important tools an individual needs to achieve self-sufficiency.

The JOBS program emphasizes a variety of education components. These
include:

1. Basic and remedial education to achieve a basic literacy level;

2. Assistance in cbtaining a high school diploma or its equivalent; and

3. Education in English as a Second Language.

The Division of Social Services is providing funds for the cost of training
Tocal community colleges and social services offices in the impiementation of

CASAS (Comprehensive Student Assessment System) for JOBS clients. Colleges

may receive additional funds from their local DSS offices if the funding has
been included in the local DSS plans.

CONTACT: Basic Skills Section
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Apprenticeship

Related instruction for apprentices is that part of the technical and
related information pertaining to their trade which is taught in the
classroom. The North Carolina Community College System has the designated

responsibility for providing related instruction for registered apprentices
in North Carolina.

Local colleges are expected to make related instruction available for

apprentices on an as-needed basis. Courses are generally provided in one of
the following ways.

1. Courses are offered through the regular occupational program. These
courses are designed for specific groups of apprentices and/or specific
apprenticing trades. Classes may be taught on campus, at an industrial
site or offered through supervised correspondence.

2. Courses are offered with special funds established by the General
Assembly to provide related and supplemental instruction to support
formal apprenticeship. These classes are offered for small numbers and
are usually conducted in the same manner as regular occupational
courses except that they do not earn regular budget FTE.

Applications for special funds to provide non-FTE earning classes of
related instruction to support formal apprenticeship are submitted to the
Department of Community Colleges in accordance with the procedure which is
distributed annually to all colleges within the system. Recommendations for
allocating funds are usually submitted to the State Board of Community

Colleges for approval in May. Special funds are available for use at the
beginning of the next fiscal year.

CONTACT: Mike Pittman, Program Coordinator for Apprenticeship Programs
919-733-7051, Ext. 437

REFERENCES: Accounting Procedures
NCAC
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FOCUSED INDUSTRIAL TRAINING ‘

DESCRIPTION: This program, within the Business and Industry Services
section, is a grant-funded training service operating at 31 of the 58
community colleges (as of June 30, 1991). FIT’s primary purpose is to
furnish additional resources to the colleges to allow them to offer
occupational classes in critical industrial skills without concern for the
usual constraints (minimum class enrollment, instructor salary, etc.) that
attend FTE generating courses. Classes supported with these funds do not

generate budget FTE. Currently each participating college receives $75,000
annually for this program.

PROCESS: Listed below are the basic activities to be following by an
college in operating this program.

1. Conduct a needs assessment of critical occupational skills within the
college’s service area.

2. Select target industries and critical skills within those industries for
focused attention.

3. In cooperation with the participating company, develop and operate
courses customized to the particular needs of the company and the

occupation. At lease one-third of the grant should be reserved for
direct instructional costs.

4. Review and evaluate each training program periodically. ’

5. Each participating college must submit a biennial plan to the Department
of Community Colleges by June 1; each year a detailed proposed budget,
along with any revisions to the biennial plan, must be sent to the
Department of Community Colleges by June 1. Complete guidelines for

development of a FIT program are available from the Department of
Community Colleges.

Those colleges which are not funded to operate a FIT Center may access a
balance-of-state fund for smaller grants to support a specific training
effort with a specific company.

If and when additional funds are appropriated to this program by the General
Assembly, designation of additional FIT Centers, based on the appropriate
demographics, will be made by the State Board of Community Colleges.

REFERENCES: NCAC 2E.0101(4)(C) (FIT Centers were originally named
Cooperative Skill Training Programs.)
CC-88-259

CONTACT: Associate Director, Existing Industry Services (912)t732i1051
xt.
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NEW AND EXPANDING INDUSTRIES

DESCRIPTION: This categorically funded program is a customized training
service for the new employees of a new or expanding company. Begun more than
30 years ago, it was the nation’s first initiative to link skills training to
industrial development. Representatives of the college, the Business and
Industry Services Office, and the employer work together to plan and operate
each training project. State funds, allotted to the sponsoring college on a
project basis, are used to pay the essential training costs:

Instructor wages

Instructor travel :
Materials development (shared with the company)
Video training tapes

Allowance for non-salvageable production materials
Temporary training facility

Other provisions necessary to a successful training program may be negotiated
with the Regional Manager, Business and Industry Services. (lasses conducted
under this program do not e:rn budget FTE; however, an administrative
allowance of 5% of the project costs is allotted to the sponsoring college.
No fees or charges are assessed either the trainees or the companies.

PROCESS: The Regional Manager and the appropriate college personnel are

responsible for preparing and submitting the requi ‘ed project documentation
and records.

Training project data

Industrial training project profile
Industrial training funds Action Request
Agreement of Understanding

REFERENCES: NCAC 2E.04Cl1 Training for New and Expanding Industry

Procedures Manual: Training for New and Expanding Industries
(July, 1991)

CONTACT: Program Services (919) 733-7051
Associate Director, New Industry Training Ext. 407

(S

-\
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SMALL BUSINESS CENTERS

DESCRIPTION: This program, within the Business and Industry Services

Section of the Programs Division, provides an annual grant to selected
colleges, enabling them to develop and deliver services designed expressly
for small businesses. The primary purpose of this program is to furnish
dedicated and categorical support to participating colleges for them to offer
to existing or prospective small businesses training, counseling, and
referral services without concern for the usual constraints associated with
FTE-generating programs. Activities supported with these funds do not
generate budget FTE. Currently 50 of the 58 colleges receive an annual grant

of approximately $54,000 exclusively for the delivery of services to the
small business community.

PROCESS: Listed below are the basic guidelines and principles governing the
operation of this program:

1. Grant funds may be used for part or all of the salary for one full-time
director and one support person. It is recommended that the SBC staff be
supported by a combination of grant and regular budget funds.

2. At least $7,000 of the annual grant must be reserved for direct

instructional costs. Courses, seminars and other instructional programs
supported with SBC grant funds do not generate budget FTE.

3. Not more than $7,000 of the annual grant may be used for instructional
equipment.

4. Grant funds may not be used for facilities, for classroom or office

furnishings, for telephone service, or for other expenses normally
provided with local funds.

5. Each center should conduct an assessment of small business needs within
its service area; then operate programs whose content and format are
designed to respond to those identified needs.

6. Each center should coordinate its programs with other service providers
such as chamber: of commerce, economic development agencies, and SBTDC
offices; and zhould maintain an active advisory council.

7. Each center must complete and submit required reports.

t
REFERENCES: Small Business Center Guidelines, N. C. Dept. of Community
Colleges, July 1991

CONTACT: Director, Small Business Centers (919) 733-7051, Ext. 409
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CONTINUING EDUCATION
NUMBERED MEMOS

CC-81-97 Criteria for Courses of Instruction to be Offered to Groups
Referred to in General Statutes 115D-5(c) and as Defined in NCAC
4E.0403 (4/9/81)
CC-81-145 Revised Forms for Approval of Courses of Instruction to be Offered
to Immured (Captive or Co-opted) Groups Beginning with Fall
Quarter 1981 (7/16/81)
‘ CC-83-142 Decrease in Length of Course Hours and Content for Previously
|

State Board Approved Courses to be Offered to Immured Groups under
NCAC 2E.0403 (Extension Courses Only) (8/5/83)

CC-85-7 Approval of Curriculum Courses to be Offered to Immured Groups
(1/14/85)
| CC-86-301 Continuing Education Audit Criteria (11/20/86)

CC-88-25 Referral of High School Dropouts from the Public School System
(1/29/88)

‘ CC-88-238 Revised Form DCC 9-33 (8/22/88)
CC-88-253 Community Service Program Plan (9/16/88)
CC-88-259 Registration Fees for Small Business Centers and FIT (9/19/88)

CC-88-287 Admission - Legal Aliens, Former Residents of Other States
(10/13/88)

CC-89-31 Waiver of Fees for Firefighting, Law Enforcement and Emergercy
Services Personnel (2/3/89)

CC-89-51 Request for Proposal for JTPA "Education Grants" (8% Projects)
(2/21/89)

CC-89-59 New Procedure on Fire Service Instructor Methodology and Request
for Instructors (2/20/89)

CC-S-89-73 Revised Quarterly Report for AHS Program (7/7/89)
CC-89-209 Reporting Student Hours for Literacy Programs (6/29/89)

CC-89-220 GED Essay Accountability Report and Institution Verification
Forms DCC 9-35 (7/10/89)

' CC-89-321 Procedures for Administering the TABE for Placement of Literacy
Students (10/18/89)
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CC-90-105

CC-90-233
CC-90-299

CC-90-337
CC-90-338

CC-91-51
CC-91-52

CC-91-69
CC-91-71
CC-91-129
CC-91-143
CC-91-154

CC-91-168

CC-91-172
CC-91-202
CC-92-50
€C-92-70
€C-92-73

CC-92-94

CC-92-95

CC-92-110

CC-92-171

Revised Institution Class Report
Instructions (Effective Summer Quarter 1990) (3/26/90)

Community Service Program (7/2/90)

Comprehensive Adult Student Assessment System (CASAS) Certified
Trainers (8/24/90)

College/Company Contract Training (10/4/90)

Clarification Concerning Enrollment of High School Graduates in
Basic Skills Classes and the 60/40 Rule and Special Projects
(10/1/90)

Workplace Literacy Classes (2/21/91)

The Freeze and its Effect on the Visiting Artist Program
(2/26/91)

Request for Proposal for SLIAG "Adult Education Grants" (3/18/91)
GED Annual Contract (3/13/91)

Visiting Artist Program (5/14/91)

Revised GED Application Form (5/31/91)

Accountability and Credibility Plans (Internal Audit Plan)
(6/10/91)

Revised Extension Registration Data Reporting Instructions - DCC
7-2 (6/21/91)

Master Course List - Continuing Education (Revised) (7/1/91)
Adult Driver Education (MIC 3410) (7/25/91)

Technical Assistance in Basic Skills Staff Training (2/14/92)
Driver Training Instructor Program (2/21/92)

Fee Wajver Clarification for W 977 CODE ENFORCEMENT Courses
(2/26/92)

North Carolina Vehicle Safety Inspection and Emissions Control
Inspection (3/13/92)

Child Care Credential I & II - Curriculum & Continuing Education
(3/13/92)

Compensatory Education Classes at Intermediate Care Facilities for
the Mentally Retarded (ICFMR) (4/2/92)

SCBA Objectives Approval - Ruling by N.C. Fire and Rescue
Commission (5/18/92) ‘
~3
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CC-92-181

CC-92-286

Compensatory Education Classes at Intermediate Care Facilities for
the Mentally Retarded (ICFMR) (6/9/92)

Compensatory Education Classes at Intermediate Care Facilities for
the Mentally Retarded (ICFMR) (8/25/92)
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) ‘ DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
LARRY 5 sLaxE RALEIGH 27611
SIATE M4 s NI

May 28, 1981

$16-733-7041

MEMORANDUM

T0: Presidents of Communi ty Colleges, Technical Colleges,
and Technical Institutes

FROM:
Vice President for Program Services

SUBJECT: Criteria for Courses of Instruction to be Offered to Immured Groups

Enclosed are the revised criteria for Courses of instruction to be offered to
i gred groups as approved ?y t?$]State Board of COmmunity Colieges on April 9,
198 ria w

. These revised crite be utilized by the institutions in offering
courses to immured groups beginning with the Fall Quarter, 198,

The major Changes are in Item 4 which establishes maximum hours for Occupational,
‘ academic, and avocational courses. Oue to the number of inquiries for interpre-
- tations which we have received, the following are Provided to assist you.

1. Occupational extension courses may be offered up to a maximum
0 hours per quarter per student. If an institution offers
a course for fewer hours than 330, it may offer more than one

course per quarter, but the combined courses should not exceed
330 hours per student.

Example: A Student may enroll ip both a 160-houf occupational
extension course and a 170-hour 0ccupational extensjon course

during the same quarter, since the combination of the two

courses does not exceed the Hmit of 330 hours Per quarter per
Student.

2. Students may enroll in a combination of academic and avocational
Courses not to exceed 66 hours per quarter per student,

Example: A Student may enroll for 40 hours in an academic e

xtension course
and hours in an avocatijonal extension course or vice versa

3. A student may enroll in a combination of Occupational, academic
and avocational courses, but not to exceed the maximum of 330
hours per quarter per student for Occupational courses and 66
hours per quarter per student for academic or avocational courses.

Ly
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Presidents
Page 2
May 28, 1981

Example: A Student may enroll in a carpentry course for 330
hours per quarter

cautious in using a combination of the max

illustrated above; and such combinati

ons should only be offered
to students ip extenuating circumstances.

4. Courses in curriculum Programs offered to immured groups may be
offered in the Same combinations or configurations as approved
to be offered by the institution to the students

it serves.
1f the department 1s successful in the Genera) Assembly with Proposed legislation
to repeal Chapter 1150-5(c), Institutions would then be able to offer courses
without prior approval of the S

to these criteria and a Post-audit of the courses

Should you have further Questions,

Please let us know,

HJ0:gh

Enciosure

Qﬁ
-
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Approved: State Board of
Community Colieges 4/9/8)

CRITERIA FOR COURSES OF INSTRUCTION T BE OFFERED To
GROUPS REFERRED TO IN GENERAL STATUTES 1

AND AS DEFINED IN NCAC 4E.0403

Courses of instruction to bz offered shall meet the foliowing Criteria;

A. The course of instruction must be identifiaple as vocational,
technical, general, avacaticnal or college paralle) education,

and should pe designed in terms of accepted educational

principles and Practices, both in terms of Subject matter and
time required to teach.

B. AN courses of instruction shall meet quality standards required

for institutional accreditation by the Southern Association of
Colleges and Schools.

C. There must be a course plan, including outline, with Specific
learning objectives Stated, and an evaluation method by which
the student's pregress is Measured, The course Plan should state
the number of Planned class meetings and the length of each class.

Technical and vocationa) courses of instruction shal

1 be given highest
priority.

Courses of instruction pProvided to Subject Groups shal) net be functions
expected to be performed-by the requesting agencies.

Residents of Menta} Retardation Centers, and In-Patients in Menta)

Hospitals, The following specific provisions are applicable to al}
Courses offered to Supject Groups.

A. Occupationa) extension courses may be offered up to 2 maximum
of 330 hours per quarter per student.

B. Academic and avocatiocnal extension courses may be offered up to
a maximum of 66 hours Per quarter per student.

Recreationa) Courses shall not be State funded, but may be offered to
Subject Groups on a self-supporting basis.

A1l enrolments of Subject Group; shall be with the full knowledge of
the clients.

No instructor or other employee of a communi ty college, technical
college, or technical institute shall engage in the normal management,
Supervisory and operational functions of the establishment in which

the instruction is offered during the hours {n which the instructor

Or other employee is empioyed for instructional or educationa) nurposes.

€C-81-97
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NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
LARRY 4 BLAKE RALEIGH 27611
STATE PRESIOENT

July 16, 1981

919-733-7051

MEMO TO: Presidents of Community Colleges, Technical Colleges and
Technical Institutes

FROM:
Vice President for Rrogram Services

SUBJECT: Revised Forms for Approvail of Coyrses of Instruction to be

On April 9, the State Board of Communi ty Colleges approved Criteria for
Courses of Instruction to be Offered to Groups Referred to in General Statutes

- and as Defined in NC E.0403. The revised criteria were sent to
you on May 28, » and wi € applicable to a1} curriculum and extension
courses submitted for approval for offering to alj immur .

Q with the Fall Quarter, 1987.8p. (Attachment 1)
-t

of immured group, the institution will be authorized to offer the course to the
Same category of immured group at different locations. As iong as the immured
criteria approved by the State Board of Community Colleges on April 9, 1987,

are followed, this approval wiil be continuous so long as the immured group
category and course content remain the same or until changed or rescinded by the

of an application for approval. A 20% increase or decrease in course hours of an
approved course shall create a presumptfon that a change in course content has
been made, therefore, a new application and approval shall pe required.

If you can anticipate your future needs, Please request the courses and
immured group categories to fi1] needs now. We wilj begin Processing requests
for Fall Quarter, 1981-82 offerings to immured groups as soon as they are received
on the revised form which 1s attached. We plan to present all Fall Quarter
requests to the State Board of Community Colleges at the September, 1981, meeting.

. CC-81-145

G,
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Memo to Presidents

Page Two
Form DCC 9-14, Request for Approval for Curriculum Pro rams/Courses and . ‘
Extension Courses to be Offered to “Captive" or “Co-opted" ?Immured) Groups, is N

to be used for all curriculum and extension pPrograms or courses. (Attachment 1)

t have approvai
n application

to Immured Groups" rather than a cover memo as in the past. This summary listing
by immured group category will serve as a Check to insure accuracy and completeness
of your materials. A blank form and a sample are included. (Attachment III)

One copy of Form DCC 9-14 with supportive documents should be submittedsto:

Vice President for Program Services
Department of Communi ty Colleges
114 W. Edenton Street

Raleigh, NC 27611

Please let us know if we may assist you further in implementing these . .
new procedures. . . .

HJO/bs
Attachments:

I. CRITERIA FOR COURSES OF INSTRUCTION TO BE OFFERED TO .GROUPS REFERRED
TO IN GENERAL STATUTES 115D0-5(c) AND AS DEFINED IN NCAC 4E.0403 (CC-91-97)
II. REQUEST FOR APPROVAL FOR CURRICULUM PROGRAMS /COURSES AND EXTENSION COURSES
TO BE OFFERED TO "CAPTIVE" OR CO-OPTED". (IMMURED) GROUPS (Form DCC 9-14 Rev.)

IIT. SUMMARY OF SUBMITTED APPLICATIONS FOR COURSES TO BE OFFERED TO
IMMURED GROUPS ,
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ROBERT W. SCOTT . RALEIGH 27611
STATF PRESIDENT

“August 5, 1983

DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES

918-733-7051

MEMORANDUM

T0: Presidents
Community College System

FROM: Bobby L. Anderson, DirectorZX s .

Academic and Special Programs

SUBJECT: Decrease in Length of Course Hours and Content for Previously

State Board Approved Courses to be Offered to Immured Groups
under NCAC 2E.0403. (Extension Courses only')

On July 16, 1981 a numbered memo, CC-81-145, was transmitted to your
institution explaining the revised criteria and process to be used in
submitting requests for State Board approval of ~ourses to immured
groups.. A provision in this letter stated: "A - ¥ increasa or decrease
in course ‘hours of an approved course shall create a presumption that a

“ change in course content has been made, therefore, a new application
and approval.should be requested."

Due to the recent action of the General Assembly, there is a need to
reconsider this provision as it applies to a 20% decrease in course
hours or content. The tuition for practical skills and avocational
extension courses was increased to $.75 per membership hour effective
August 1, 1983, This action may necessitate a change in length of
course hours and content to make them affordable,

In order to facilitate and assist you in the process of making changes,
the provision of a 20% decrease in course hours is rescinded immedi-
ately. Therefore, your institution may decrease hours for a previousl
State Board approved immured course without submitting a new application
and course plan to be approved by the State Board. However, any crea-
tion of a new course or a 20% increase in hours and content of a pre-
viously approved course by the State Board will require State Board
approval. An application should continue to be submitted under the
normal procedure explained in numbered memo CC-81-145 utilizing form

DCC 9-14 for all new courses and those with more than a 20% increase
in hours,

If 1 can assist you in your deliberations, please let me know.

/sh
"7 Attachment: Form DCC 9-14 o
xl&l

cc: Dean of Continuing Education CC-83-142

EQUAL OPPORTUNITY AFFIRMATIVE ACTION EMPLOYER




DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
ROBERT W SCOTT

STATE PRES.DEN RALEIGH 27611 197337081

January 14, 1985

——

MEMORANDUM

T0: Presidents

FROM: Sanford C. Shugart/ﬂ‘
Vice President for Programs

SUBJECT:  Approval of Curriculum Courses to be Offered to Immured Groups

With a new program approval process, it is necessary to clarify

procedures to obtain approval for curriculum courses to be offered

. to immured groups. Generally, approval of curriculum courses for
fmmured groups will continue to be governed by NCAC 2E.0403 using

the criteria and procedures established in 1931 (CC-81-145, (C-81-97)
with the following changes: .

1. If you are seeking approval of a new curriculum to
be offered in the immured setting only, the full
curriculum approval process need not be followed.
Specifically, the "Demonstration of Need" will be
unnecessary. Instead, complete the usual form
(DCC 9-14) and the second portion of the curriculum
approval materials “"Institutional Application for
Vocational or Technical Curriculum" (CC-84-273).
Note that the curriculum must meet the appropriate
Curriculum standard. Submit these forms to the
Vice President for Program Services. Approval of
the request by the State Board of Community Colleges

shall constitute approval to offer the curriculum in
~ the immured setting only.

2. A1l requests for approval of curriculum courses to be
offered to immured groups should be sent to the Vice
President for Program Services. Requests for approval
of Extension Courses to be offered to immured groups
should be sent to the Vice President for Adult and

0 Continuing-Education.

If you have questions or suggestions regarding this memo, piease do not |
hesitate to call.

[fRJj:‘ SCS/jw ey CC-BS-f




‘ DEPARTMENT OF COMMUNITY COLLEGES
NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES

ROBERT W. SCOTT RALEIGH 27603.1712 919.733.70%1
STATE PRESIDENT

Novemrber 20, 1986

MEMORANDUM

TO: Presidents
Cammuni ty College Systen

FROM: Rcbert W. Scott £
SWBJECT: Continuing Education Audit Criteria

Enclosed is a copy of the "Criteria for Accauntability and
Credibility for Continuing Education" which the State Board of
Cammnity Colleges adopted at its November 13, 1986, meeting.

" I have also erclosed a copy of the statement I made to the.
Board on the entire continuing «ducation situation.

With your help, we were able to develop crif.eria which
provide adequate safeguards and, yet, are as practical as
possible. We regret, as you do, the nead for these criteria,
Lut they are necessary to maintain a positive public image of
our systen.

Please develop your plan as soon as possible so that we
can have all institutional plans in place by March 1, 1987.

I hope that you and your family have a safe and happy
Thanksgiving.

RWS/EHWjr/gcw
Enclosures

CC: Deans of Continuing Education

CC-86-301

Q EQUAL OPPORTUNITY AFFIRMATIVE ACTION EMPLOYER




STATE BOARD OF (OMMUNITY COLLEGES

Criteria for Accountability and Credibility
Contimuing Education

The cammunity college system's credibility is based solely on the rerformance
of the institutions, individually and collectively. Accountability and cred-
ibility are two of the most inportant elements of the camunity college sys-
tem’'s ability to achieve quality in teaching and learning and to provide
effectiveness and efficiency in the overall management of institutions.

One of the primary ways this is accamplished is through a system of checks
and balances designed to assure proper use of public funds. Each institution
shall take immediate steps to review existing provisions for maintaining amd
protecting accountability and credibility. This review should include all
existing safeguards designed to maintain the pwlic trust.

An internal audit plan will be developed at each institution. The local
board of trustees will adopt a policy which requires the development of an
internal audit plan. The intermal audit plan developed by the institution
will be submitted to the Department of Cammunity Colleges to determine if the
pPlan addresses the criteria for accauntability and credibility adopted by the
State Board of Cammnity Colleges. The approved plan must be submitted to
the local board of trustees for information and/or gpproval. FReriodic re-
ports on the implementation of the auditing plan must be made to the local
board of trustees. The plan must address specific actions for implementation
of all the criteria cutlinel in one through five below:

1. Ormrsite visits to each class

A. The instructor's supervisor or designated representative as
gpproved by the senior continuing education administrator will
make at least one visit each quarter to all continuing education
classes (all sections of each course) and will maintain written
documentation for the purpose of establishing an audit trail.
When the duration of the class restricts the ability to visit
one class session, adequate documentation of the class' exis—
tence will be acceptable in lieu of a visit.

B. When applicable, the next level supervisor will make selected
unannaunced visits each quarter amd will maintain written
documentation.

C. The senior continuing education administrator will visit se-
lected of f-canpus continuing education classes each quarter with
no prenotification of these visits and will maintain written
documentation of such visits. Aan off~campus class is defined as
any class not held in institutionally owned or leased property
or a center under the supervision of a resident supervisor or
director who is on-site during the entire preriod the instruction
is taking place therein. -

~
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2. Student Membership Verification

A. Appropriate forms signed by enroliees (class receipt forms,
class registration forms, etc.) must be utilized for all contin-
uing education classes and must be carefully checked. If the
form must be signed by a teacher (most likely ABE or Campensa-
tory Education), appropriate measures should be taken to assure
that the students are enrolled properly. In all instances,
State Board policies in the Administrative Code ard th- System's
Accaunting Manual shall be followed.

B. A randam sanple (of sufficient size) of the individuals regis-
tered in off-campus continuirg education courses will be con—
tacted to assure verification of actual atterdance by a repre-
sentative of the college as designated by the institutional
president. Samples shall include courses which are held in
locations amd under conditions which might be subject to abuse.

3. Instructor Verification

A. Procedures associated with the payirent of full-time and part-
time personnel must include appropriate verification that ser-
vices have been rendered ard that proper personnel are being
paid.

4. Institutional Arproval Process for Conducting a Contimiing Bducation
Class )

A. The senior continuing education administrator shall be respoi-

. sible for agpproving the establishment/of fering of all continuing
education classes consistent with the mission and role of the
camunity college system. Classes which are held without prior
approval will not earn budget FTE. Criteria for accreditation
by the Southem Association of Colleges and Schools (SACS) pre-
scribes that each college must have a planning ard evaluation
process. Thece criteria should be utilized when gppropriate in
developing and evaluating educational progress.

B. The institution will maintain an up~-to-date master schedule,

including day, time, and location, for all continuing education
classes.

5. Institutional Responsibility for Accuracy in Reporting Practices in
Contiming Bducation Programs

A. The institutional president, having overall responsibility for
institutional administration, must take appropriate measures to

14
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ensure that the internal audit plan be maintainsd and that the
institution camplies with its approved procedures.

Dq)artnmxt of Conmunity Colleges

A

A thorough review of current operational procedures and audit
practices is being urdertaken to assure the accauntability of
the experditure of public tax furds. A report of this review
and recamended changes will be presented to the State Board of
Camunity Colleges by February, 1987.

Audit exceptions which are deemed by the State President to
necessitate the assessment of a penalty, in eddition to normal
restitution, will be presented to an ad hoc camittee camposed
of mot less than two State Board representatives, two cammunity
college presidents, one state Department of Cammnity Colleges'
representative, amd one representative of the North Carolina
Asscciation of Cammunity College Trustees. The representatives
will be appointed by the chairpersons of the respective groaups;
however, none of the menbers of the camittee shall pe affili-
ated in any way with the institution in question.

This cammittee shall have full authority to recammerd to the
State President the amount of the assessment and the conditions
arnd timetables for making the payment. The camrittee shall
consider, when a@ppropriate, the bonding campany's actions ard
recamerdations as well as recammerdations and actions of
approrriate law enforcement and judicial bodies imvolved. The
State President shall consider and take into full account the
recamendation(s) submitted to him by the camittee in subse-
quently making his recammendation(s; to the full State Board,
which has final authority in this area.

The institution may, if it disagrees with any or all of the
State President's recamendation(s) to the State Board, appeal
to the State Board and ask to be heard on the matter. The
State Board shall determine if the appeal will be heard. The
decision of the State Board regarding the recamerdation(s) of
the State President shall be f. nal, except that the institution
in guestion has the right to appeal the State Board's decision
in the State courts under the agppropriate General Statutes of
the State of North Carolina.

In addition, audit exceptions involving the misappropriation of
funds for any reason shall be subject to these same conditions.

Current procedures for audit exceptions which are not deemed to
necessitate a penalty remain in effect.

1]




STATEMENT
by State President Robert W. Scott
to the State Board of Cammunity Colleges
Novenber 13, 1986
Kinston, NC

Mr. Chairman and members of the board:

At your last meeting, I suwbmitted same general principles that I felt
should be followed as we developed guidelines to strengthen the auditing amd
monitoring procedures for continuing education classes in ocur local
institutions. You instructed me to work with the institutions to develop
guidelines based on those principles and bring them to you for your

consideration. I have done that and have them ready for your deliberation
this moming.

Before I present these guidelines, however, I would like to update the
Board briefly on the SBI's investigation at Cape Fear Technical Institute.

I met last week with representatives of the SBI in Raleigh. I was
informed that there is extensive evidence of bogus continuing education
classes in Pender County. The latest estimates by the SBI show that over
£1.34 million in state funds are involved ard that this prdblem goes back at
least to 1979. As many as 60 pecple may be involved in bogus classes of fered
in Pender Caunty. There is also evidence of enrollment irregularities in
fire training classes in New Hanover County. I would point out that, at this
time, the irregularities in the fire training classes seem umrelated to the
investigation in Perder Caunty. There is also same concern about missing
equipment ard supplies.

The SBI also informed me that they plan to lodk at allegations at cwo
other institutions -- Brunswick Technical Colle