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SECTION 1

INTRODUCTION

The purpose of the Community College Management Information System (CCMIS)
Procedures Manual is to document the procedures, terminology, definitions,
torms, and instructions which will be used by individual colleges. This Manual
is basically a revision of the Community College Management Information System

L_pMISl_Procedures Manual, June 1977 which documented standard reporting re-
quirenents for community co11eges in Florida.

The Division of Community Colleges is aware of the heavy reporting burden in each
of the colleges and exercises every possible restraint not to add to that burden.
In spite of these efforts, several reports have been added since the June, 1977
version of the Manual (FE-1, FW-1, AA-1E, AA-4, AA-5). Two reports have replaced
other reports (RF-1 replaced by SU-1 and OF 346-2 replaced by NCES 2404-1). One
report has been deleted (Program Budgets).

In order to achieve the best possible update of the Manual, a CCMIS Task Force

was established to represent the colleges, other organizations in the Department

of Education and the Division in the updating process. Members of this Task Force
are listed in Appendix C. Their efforts are gratefully acknowledged; their contri-
butions to this update have been invaluable.

In addition, the Division of Community Colleges has received numerous suggestions
and recommendations regarding specific aspects of the Manual. Many of these also
have been incorporated into the Manual. It is our belief that this revision both
clarifies and simplifies procedures, terminology, etc. Further, the Division
attempted to include all State and Federal reports which are part of on-going data
collection etforts and required from most colleges {see Appendix B).

The primary objective of the reporting system is to insure the comparability of
information submitted by each college. The following conditions must exist for
the information to be comparable:

A. Data are arrayed in a comwon structure. To accomplish this, most
reports are organized to collect information in the format of the
Community College Information Classification Structure. This will
provide a common thread running through the information collected.

Data are inserted iq the structure using standar< procedures and
classification provided by the Statewide Course Numbering System.

C. Data elements are defined in the same way.

D. Data are aggregated and summarized using the same procedures.
With the uniform application of the information classification structure, pro-
cedures and definitions by each college, comparable information and an improved

information system should be obtained to better serve the colleges and the
Division.
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SECTION 2

THE COMMUNITY COLLEGE INFORMATION CLASSIFICATION
STRUCTURE {CCICS)

Purpose of the Structure

The Community College Information Classification Structure (CCICS) is one of the
most important characteristics of the Community College Management Information
System. It is the integrating feature of the system which provides a thread of
continuity required to interrelate various types of information. The structure
is the common framework for classifying information by function and activity.
Since there are twenty-eight {28) community colleges in Florida with various
organizational structures and operational patterns,it is necessary to establish
a standard structure as a communications base for the State-level information
system. The use of the structure to group common functions and activities provides
the necessary uniformity without impinging on or reducing the college's freedom
of operation. The CCICS, therefore, provides a common basis for describing and

communicating the functions and activities carried on in the Florida Community
Colleges,

Characteristics of the Structure

The following are the basic characteristics of the CCICS:

1. Classification of All Functions and Activities - The structure was
designed to include all functions and activities carried on by the
community colleges. It was organized so that each specific activity
can be classified in only one component in each level of the structure.

2. Hierarchical Structure - The CCICS was constructed as a multi-level
structure to provide a basis for classifying, grouping, and summarizing
information. It was felt that the State-level information base should
not include detailed data. However, there should be a structure which
would provide for standard data elements in instructional data bases
which can be aggregated to an appropriate level for routine reports
and special requests.

3. Integrated Information - One of the most important aspects of a good
management information system is the ability to interrelate data or
information. The CCICS provides a mechanism for relating the various
categories of information (e.g., courses, programs, costs, expenditures,
facilities, etc.) to the function-and activity groups of the structure,
Furthermore, the CCICS is integrated with the Statewide Course Numbering
System to improve uniformity of the reporting function.

4, Standard Terminology and Definitions - Standard termindlogy and definitions
are used to describe and define each component in the structure. This
insures comparable classification and aggregation of data.

The chart on the following page shows the top two levels in the CCiCS: the Function
and Subfunction levels.

I5
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Community
College

__-—-""‘,‘,-""’

1.0 2.0 3.0 4.0 5.0 6.0 7.0 8.0
Instruction Organized Public Academic Student Institutional Physical Plant Student
Research Service Support Support Support Operation & Financial
Maintenance Assistance

1.10 Advanced & 3.10 Community 4.10 Learning 5.10 Social & Cult. 6.10 Executive
Professional Services Resources Development Management
1.20 Occupational 4.40 Instructional 5.20 Organized Ath. 6.20 Fiscal
1.30 Developmental Computing 5.30 Counseling & Operations
1.40 Community Servi<: Advisement 6.30 General Admin.
Instructional 4.50 Ancillary Op. 5.40 Placement Servs. & Logistical
Service 4.6D Academic Adm. 5.50 Financial Aid Adm. Services
4.70 Course & 5.60 Student Records 6.60 Administrative
Curriculum 4 Admissions & Ssupport
Development 5.70 Health Servicas Staff Service
4.80 Academic 5.80 services for 6.70 Community
Professional Special Students Relations
Personnel 5.90 Student Service
Development Administration




I Coding for the Structure

The Information Classification Structure provides a hierarchical arrangement
for classifying the functions and activities of the college. The following
shows the five (5) basic levels of the structure:

Hierarchical Structure (Exanple)

Function
Subfunction
Cluster
Category
Subcateqgory
An eight digit code is used to identify and classify information at the appropriate
Tevel in the structure. The following shows the arrangement qf digits for each
level: . o
- ]
Coding Structure T
Sub- Special Tf—- .__
| Function Function] Cluster Category Subcategory 1.D.
1 2 3 4 5 6 7 8

The following describes the general coding standards for each type of information:

1. Student Information - Information on students is related to courses/
disciplines and instructional programs.

A. Course/Discipline Coding - Each course {credit and non-credit)
offered by a college must be classified and coded according to its
subject matter content. It should be noted that the course number
is not included as part of the ICS since it is the standard course
number assigned by the Statewide Course Numbering System.

[
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Examples:

Code Level Component

1. Function Instruction

1.1 Subfunction Advanced and Professional
1.11 Cluster Natural & Physical Sciences
1.11.19 Category Physical Science
1.11.1902 Subcategory General Physics Course(s)
1. Function Instruction

1.2 Subfunction Occupational

1.23 Cluster Health

1.23.01 Category Dental

1.23.0102 Subcategory Dental Hygiene Course{s)

B. Instructional Programs - The educational objective of each
student in an Occupational or Advanced and Professional program
must be coded according to the ICS. The following examples
illustrate the proper use of this classification and coding scheme:

Code {evel Component

1. Function Instruction

1.1 Subfunction Advanced & Professional
1.11 Cluster Natural & Physical Sciences
1.11.00 Category Agriculture (Optional)
1.11.0114 Subcategory Forestry (Optional)

1. Function Instruction

1.2 Subfunction Occupational

1.23 Cluster Health

1.23.01 Cateqory Dental

1.23.0102 Subcategory Dental Hygiene Program
1.23.0102.0 Special ID Used to identify each unique

program if the first 7 digits are the same.

The detailed classification structure for courses and instructional
programs is presented in Appendix A.

2. Personnel Information - This type of information is related to both
resource utilization and salaries.

A. Personnel resource utilization information is derived from an
analysis and distribution of workloads. One dimension of the
distribution is to the components of the ICS. For example:

Distribution of a faculty workload assignment,

19

2.4

1. Function Instruction .

1.1 Subfunction Advanced & Professional
1.11 Cluster Natural & Physical Science
1.11.04 Category Biological Science



1 Function Instruction
1.2 Subfunction  Occupational
1.23 Cluster Health
1.23.03 Category Nursing

The above illustrates two things:

(1) The distribution of a faculty workload may be to
different subfunctions, clusters, and categories.

(2) The difference in the level of detail which is required
for different types of information. The category level

is the lowest level required for personnel resource information.

Another example is the distribution of an individual wurkload for tne
non-instructional functions:

5. Function Student Services

5.1 Subfunction Social & Cultural Development
and - - = - = - =

5.3 Subfunction Counseling & Advisement

Again this illustrates an even higher level of aggregation which
is used when classifying non-instructional personnel activity
assignments in the ICS.

B. Individuals and their respective salaries are not distributed
to the ICS, rather they are identified only by personnel categories
which reflect their primary assignment. However, salary expenditures
are distributed to the ICS in the personnel resource analysis
distribution illustrated above.

Financial and Cost Information - The Accounting Manual for Florida's
Public Cormunity Colleges - 1974 requires the consistent classification
of activities {and organizational units) by function. This provides
comparability at a high level of aggregation for both Budget and Annual
Financial Report jnformation. The General Ledger classification code
provides a scheme for classifying expenditure and revenue information
by type of transaction or account. For detailed classifying and coding
instructions related to the financial reports (Annual Financial Report,
Operating Budget, Quarterly Financial Reports, etc.) refer to the
Accounting Manual for Florida's Public Community Colleges.

Cost Analysis Information goes to a much greater level of detail in the

ICS than does the financial information. The basic unit costed in the
analysis is the individual course. This makes it necessary that each
course offered by a college carry the full seven digits of the ICS so that
the cost data can be aggregated to higher levels. It is also necessary

to associate (and crosswalk) organizational and personnel activities to

the ICS in order to distribute expenditures to the appropriate cost centers

in the ICS.
."; . f‘-(
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Facilities Information - An inventory of college sites, facilities,

and rooms (space) is maintained by the Division of Community Colleges.

The ICS code is used to identify the function for which the space is
used; e.9.,

Biology Laboratory - 1.11.0400

Dental Hygiene Lab - 1,23.0102

General Instructional Classroom - 1,00.0000
Library - 4.10.0000

Receiving Room - 6.40.0000

Mmoo D>

It should be noted that one add*tional code is used when classifying
facilities. The code 5.0 is used for facilities used by auxiliary
enterprises; e.q., bookstore, food services, etc.

The ICS code, along with the room use code, provides a means of
classifying all types of space to an appropriate level of detail.
An ICS code is not needed for site and facility records.

2.6




The Community College Information
Classification Structure

Relationship of CCICS with Statewide Course Numbering System

The Statewide Course Numbering System (CNS) has been developed as a vehicle to
designate Advanced and Professional (A & P) and Occupational Courses for the
community colleges. The determination of this classification is made by the Division
of Community Colleges and comnunicated to the colleges in the form of hard copy
printouts. These printouts identify Community College A/0 Code and HEGIS (Advanced
and Professional (A & P) courses) or USOEF Number (Occupational Courses) for each
comunity college course in the CNS. By using this method to classify A & P and
Occupational courses, consistency in classification will be achieved. The same
course taught in several different comunity colleges will carry the same A & P

or Occupational desigration, HEGIS or USOE number.

Every course has been identified with "A" or "0" to designate A & P or Occupational
courses. The A or O designation is used to determine whether the HEGIS Number or
USOE Number will be used in the translation to the ICS code. If the Comunity
College A/D code is "A", the HEGIS Number will be used in the translation; if the
Community College A/0 code is "0", the USOE Number will be used in the translation.

Determining ICS Codes for Advanced and Professional Courses (A). Advanced and
Professional courses will use the HEGIS Number as the basis for crosswalking to
the seven-digit ICS code in the CCMIS reporting system. Using the following table,
the full seven-digit ICS code can be constructed using the four-digit HEGIS number
in the Statewide Course Numbering System.

ICS Add ICS
Cluster HEGIS Number Code
1.11 Natural and Physical 01XX Agriculture and

Science Matural Resources 1.17.01%X

02XX Architecture and

Environmental Design 1.11.02XX
04XX Biological Sciences 1.11.04XX
09XX Engineering 1.17.09XX
12XX Health Professions }.11.12xx

19XX Physical Sciences L11.79XX

1.12 Fine and Applied Arts 10XX Fine and Applied Arts 1.72.10%XX
1.13 Letters and Foreign 11XX Foreign Languages 1.13.11XX
Languages 15XX Letters . 1.13.15XX

1.14 Education ‘08%XX Education 1.714.08XX

H
{




I1CS Add 1CS

Number HEGIS Number Code
1.15 Business and Management 05XX Business and Management 1.15.05XX .
1.16 Mathematics and 07%XX Computer and Information 1.16.07%X
Computer Science Science
17XX Mathematics 1.16.17XX
1.17 Social Sciences 03XX Area Studies 1.77.03XX
20XX Psychology 1.17.20X%X
22XX Social Sciences 1.17.22XX
1.18 Other Disciplines 06XX Communications 1.18.06%XX
13XX Home Economics 1.18.13X%X
14XX Law 1.18.14X%X
16XX Library Science 1.18.16XX
18XX Military Science 1.18.18XX
21XX Public Affairs 1.18.21X%X
23XX Theology 1.18.23xX
49%XX Interdisciplinary 1.718.49XX

As examples, the following Advanced and Professional courses will be translated
inte the ICS as:

Institutional Institutional

Course Number Course Title HEGIS 1CS

SPA 0101 Elementary Spanish 1105 1.13.1105 .
KUM 0287 Music Skills 1004 1.12.1004

MAT 0230 Calculus 1701 1.16.1701

Cetermining ICS Codes for Occupational Courses (0). Occupational courses must use
the USOE Number as the basis for crosswaiking to the seven-digit ICS code in the

CCMIS reporting system. It may be noted that the USOE Number is a ten-digit number.
The four rightmost positions of USOE ‘dumber are zero and therefore 1nsignificant for
crosswalking purposes. Using the following table, the seven-digit ICS Code can be
constructed from the ten-digit USOE Number in the Statewide Course Numbering System.
Beginning in the leftmost position of USOE Mumber, the first two digits are transiated
into the three-digit ICS cluster identification. The next four USOE digits are used
as is; the last four digits are ignored in the translation. The ten digits of USOE
Number represent Handbook VI equivalents in most cases.

23 .
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. {Translate the first two USOE digits into the three digit ICS cluster and use the
next four USOE digits as 1s.)

1CS USOE ICS
Cluster Number - Code
. —— - ——
1.21 Agriculture OTXXXXXXXX nggre L2710 XXXX
—t

1.22 Distributive OAXXXXXXXX 22, XXXX

.23 Health 07 XXXXXXXX .23 XXXX
.24 Home Economics OIXXXXXXXX .24 . XXXX
.25 Office TAXXXXXXXX 25, XXXX
1.26 Trade and Industrial 17 XXXXAXXX .26, XXXX
1.27 Public Service 27 XXXXXXXX 27 XXXX

As examples, the following Occupational courses would translate into the ICS as:

Institutional Institutional

Course Number Course Title USOE IcS
o~ - —

PLS 0175 Turfgrass Management 0105040000 1.21.0504

~

SAM 0284 0ffice Management 1408000000 1.25.0800
LAE 0262 Police Operations 2702010000 1.27.0201

Untit such time as all community college courses are carried in the CNS, the
colleges will continue to place those courses not in CNS into the CCICS structure,
according to guidelines presented in this and other sections.




The Community College Information
Classification Structure

Detail Definitions and Terminology
T.XX.XXXX Instruction .

This function inciudes all formally organized activities designed for the purpose
of transmitting knowledge, skills, and attitudes; i.e., activities carried out for

the express purpose of eliciting some measures of "educational change" in a learner
or group of learners.

T.1%X.XXXX Advanced and Professional Instruction

This subfunction includes courses and instructional programs designed to provide
the first two years of course work leading to an advanced or professional degree
(bachelors, first professional, masters, etc.). It includes both the general
education and specialized Towes division courses necessary to complete a transfer
degree program. It does not include non-credit courses, specifically designed

compensatory {remedial) courses, or vocational and technical courses {see definition
for Occupational Instruction).

The following coding standards apply to Advanced and Professional programs and
courses,

Coding Instructional Programs: Each program of study {or degree tract) which
provides the first two years of course work Teading to an advanced and pro-
fessional degree will be identified, classified, and coded according to the
structure found in Appendix A, Part 1. Further, each student pursuing, or

planning to pursue an advanced or professional degree will be identified with .
one of these programs based on their educational objective declaration at their

most recent registration. One of the folTowing two options will be used 1n

program enrollm.nt, placement, and follow-up reporting {AA Series) for Advanced

and Professional Programs:

1. Use each of the nine clusters; i.e.,

.11 Natural and Physical Science

.12  Fine and Applied Arts

.13 Letters and Foreign Languages

.14 Education

.15 Business and Management

.16 Mathematics and Computer Science

.17 Social Sciences

.18 Other Degree Programs (as specified)
.19 General Degree Transfer

— e ) —) — — — — t—

2. Use the single cluster of General Degree Transfer (1.19) for ail
students in the A.A. degree program.

ATthough a college may use either of these two options, it is strongly

urged that the first option be used. When option 1 above is used,

those students pursuing an Associate in Arts transfer degree, but who have not
chosen a major, should be placed in the cluster 1.19.XXXX General Degree

Transfer. .
Coding Courses - Each course offered by the college will be assigned the
full 7 digit ICS code specified by the Division of Community Colieges.

2.10
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The following illustrates the reiationshib between the clusters and categories

(HEGIS Disciplines) For the Advanced and Professional Function:

(1)

Coding

TTOXXXX
JA1.01XX
7.02XX
.11.04XX
L11.09%XX
A1.72XX
LT1.19XX

L12.XXXX
1.12.10XX

CT30XXXX
1.13.11XX
1.13.15XX

4L XXXX
1.14.08XX
1.14.0835(1)

5OXXXX
1.15.05XX

16, XXXX
1.16.G7XX
1.16.17XX

A7 XXXX
1.17.03XX
1.17.20%XX
1.17.22XX

18 XXXX

.18.06XX
L18.13XX
.18.14XX
.18.16XX
.18.18XX
.18.21XX
.18.23XX
.18.49XX

— — el — — — — —

1.19. XXXX

This code is used only when classifying physical education facilities

and space requirements.

Clusters/Categorics

Natural and Physical Science
Agriculturc & Natural Resources

Architecture & Environmental Design

Biological Science
Engineering

Health Professions
Physical Sciences

Fine and Applied Arts
Fine and Applied Arts

Letters and Foreign Langquages
Foreign Langquages
Letters

Education
Education
Physical Education

Business and Management
Business and Management

Mathematics and Computer Science
Computer and Information Science
Mathematics

Social Sciences
Area Studies
Psychology
Social Sciences

Other Disciplines
Communications
Home Economics
Law
Library Science
Military Science
Public Affairs
Theology
Interdisciplinary

General Degree Transfer




1.7X Occupational Instruction

This subfunction includes a1l courses (credit and non-credit) and instructional .
progroms designed to prepare persons for an occupation without subsequent training

or cducation in an institution of higher education or to provide courses to upgrade

Jjob related skills. Many of the courses classified as occupational instruction are
transferable to a State university to apply toward a bachelors degrees however, they

are placed in this subfunction since they are required for an gccupational degree or
certificate because of their specialized content. This classitication standard was

adopted to provide consistent classification of those courses which serve both a

transfer and occupational preparatory purpose.

The following coding standards apply to occupational programs and courses:

When classifying and reporting occupational instructional programs, all eight
digits of the ICS code are used to specifically identifty each occupational
program; e.qd.,

Automotive Mechanics 1.26.0302.0
Law Enforcement Training 1.27.0201.0
Forestry 1.27.0700.0

The eighth digit is used only to distinguish between two programs that have
the same coding for the first seven digits. This usually occurs in those
cases where there are degree and certificate tracks for the same program.

The following seven clusters are used to further subdivide the occupational

subfunction: .

1.21 Agriculture

1.22 Distributive

1.23 Health

1.24 Home Economics

1.25 Office

1.26 Trade and Industrial
1.27 Public Service

The basic classification logic was adapted from USOE Handbogk VI. However,
instead of a category entitled "Technical" there 1S gne calied "Public Service."”
This provides a functional classification since "Technical” is considered a
level of education. For the detailed classification and coding of the categories
and subcategories refer to Appendix A.

Although not a part of the basic 1CS coding scheme, a special coding consideration
for this subfunction provides that each occupational program of study (1nstrgct1ona1
program) and/or course will be identified according to the following categories and
definitions:

1. Post-secondary Technical (courses and programs of study} - This includes
programs of study and their related courses designed to prepare persons
for employment at the technical level which is between that of the skilled
and th2 professional. These are usually two-year programs of Study made
up of college level credit courses which are, for the most part, trans-

ferable. .

£y
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Pos t-secondary Skilled/Semi-Skilled {courses and programs of study) -
This includes programs of study and their related courses designed to

repare students for employment at a semi-skilled or skilled level which
55 Eetween that of the unskilled and the technican. These are usually
clock hour or institutional credit programs and courses similar to those
offered in area vocational schools.

Supplementary (courses) - A course that is organized for the purpose of
upgrading persons who are currently or who have been previously employed
in an occupational field or as a homemaker. This should not Include
courses which are organized as a unit of a preparatory program of studies.

Apprenticeship (courses} - A course providing occupational preparation
for skilled trades as authorized by State and Federal legislation and
usually conducted under the auspices of a joint apprenticeship committee
representing labor, management, and the school.




1.3X Developmental Instruction .

This subfunction includes the courses and instructional programs designed to
prepare persons for college entry. It also includes courses considered basic
and general education at the elementary and high school Tevel, It should not
include occupational courses,
It includes the following clusters:

1.31 Compensatory Instruction

This includes courses and/or programs designed to meet the
academic and personal needs of educationally disadvantaged
students. These activities are intended to bridge the gap
between secondary school and college for students with
specifically identified deficiencies,

1.32 Adult Elementary and Secondary Instruction
This includes instructional activities in the following areas:
1.32.17  Adult Basic Education
1.32.2 Adult General Education

1.32.3 Literacy .

1.32.4 High School Completion for Adults

1.32.5 Preparation for the General Education
Development Test (GED)




1.4X Community Instructional Services

This subfunction includes non-credit instructional courses designed to meet
comnunit& needs or to provide recrcational or leisure-time activities. Occupational
non-credit {suppiemental) courses should not be classified in this subfunction,
rather they should be placed in the appropriate occupational category.

The following two clusters are used to further classify community instructional

services:
1.41 Citizenship Instruction
o This cluster includes courses designed to solve significant
community problems identified by the local district board of
trustees. These problems should be categorized using the

following definitions:

1.41.1 Environmental problems are those which relate to the
development, use and conservation of natural resources.

1.41.2 Probiems relating to Health are based on provisions
for the development and maintenance of a physical and
emotional health of the people.

1.41.3 Safety problems are those which deal with the protection
of the people against natural and man-made hazards.

1.41.4 Human Relations problems relate to the interaction of
groups of people in the community and to the need for the
development and/or maintenance of a common set of values
and aspirations. ar

1.41.5 Governmental problems are those which relate to the _
organization and operation of agencies needed to maintain
services to the people.

1.41.6 Problems related to Child Rearing are based on provisions
in the conmunity for rearing children and for the education
of children, youth, and adults.

1.41.7 Consumer_ Economics problems relate to the consumption of
goods and services.

For a more detailed discussion of the terminology and procedures

related to offering citizenship courses, refer to "Guidelines for

Non-Credit Citizenship Instruction {1.4100)" distributed to the

colleges on June 20, 1975.

1.42 Recreational and Leisure Time Instruction

This cluster includes courses designed to provide non-credit
recreational and lejsure time instruction to members of the
community. For a detailed discussion of the terminology and
procedures related to offering recreational and leisure time
courses, refer to "Guidelines for Non-Credit Recreational and
Leisure Time Instruction {1.4200}" distributed to the colleges
on June 20, 1975, '3()
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1.9X Other Personal Qbjectives

These are persons from the college community who take courses for various
reasons other than to complete a degree or certificate program offered by the
college. With the emphasis on program enroliment, completion, placement, and
follow-up it is necessary for colleges to identify students with the program in
which they enroll. For those persons who do not intend to complete a program,
it is necessary to establish a category of "Other Personal Objectives” so they
can be reported as part of the clientele a college serves, but are not included
in specific programs for withdrawal, placement, and follow-up studies.

This subfunction is established to account for students who do not intend to
complete an instructional program offered by the college, but who are taking
credit courses to satisfy their personal objectives. An example would be a
teacher taking a course to be uysed for renewal of his certificate, in which case
the teacher is not seeking to complete degree or certificate rcquirements.

This subfunction is used only when accounting for students by instructional
program. It is not applicable to the classification of courses or disciplines.

31
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2. % Organized Research

This function includes contract and grant research projects which are established
to investigate a specific scope as defined by the commissioning agency to produce
research outcomes that may include creation of new knowledge, reorganization of
knowledge, and application of knowledge. However, this function does not include
institutional research, operations research, curriculum development, or systems
development activities.

3.X Public Service {(Otier than Instruction)

This function includes community services which are designed to improve the
quality of community Tife or assist in the identification and solution of
community problems. These community services may include but are not limited
to library and clinical services for citizens not\enro]]ed at the college;
consultative and technical services provided to community groups; cultural
enrichment programs; public television; and community use of facilities. This
function does not include any instructional courses which serve the community.
These courses should be classified as Community Instructional Services {1.4X).




4.X Academic Support

This function includes activities that directly support, supplement, 0/ augment
the Instructional function,

Subfunctions:

Learning Resourcus

Instructional Computer Services
Ancillary Dperations

Academic Administration

Course and Curriculum Development
Professional Personnel Development

Fgn-gn- g K]
o~ h O —

4.1D Learning Resources

Included in this subfunction are activities which provide for the
collection, storage, distribution, and use of instructional materials

* and equipment. It includes:

4.1 Libraries - consists of activities that directly support
the operation of a cataloged collection of published
materials.

4.12 Audio-Visual Services - includes activities associated

with providing audio and visual materials, media, and
equipment in support of the instructional program.

4.13 Museums and Galleries - includes activities established to .
provide services related to the collection, preservation,
and exhibition of historical materials, art objects,
scientific displays, etc.

4.14 Planetariums

4.15 Auditoria - including perfoerming arts auditoria and
teaching auditoria.

This subfunction should include the centralized activities of
learning resources for instructional purposes. If a library,
audio-visual laboratory, or exhibit is established and maintained

b, a specific instructional area {discipline, department, division),
it should be accounted for in the Instructional function.

4.4D Academic Computing Support

This subfunction includes general computing Support to the
Instructional Programs of the College. 1t should not include

any service which can be directly assigned to a course or program
of courses (i.e., Data Processing). Administrative Data Processing
(6.3) shall include services such as scheduling, room assignments,
etc., even if they are generated from the campus Academic Dffices.
Dnly individual student centered services shall be included in 4.4.
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4.50

4.60

4.70

4.80

Ancillary Operations

This subfunction inciudes activities of instructional
organizational units which provide training or work experience
for students, as well as services to the community.

Examples of ancillary operations are:

Automobile Repair Shop
Dental Hygiene Clinic
Cosmetology Services

The costs of supporting these special services should be lodged
in this subfunction for the Direct Cost Study and allocated to
the specific set of courses which they support for the Full Cost
Study.

Academic Administration

This subfunction includes academic, administrative, and managerial
activities of offices and positions with coilege or campus-wide
responsibilities. It should include the offices and positions of
Academic Vice-Presidents, Academic Deans, Deans of Instruction,
Dean of Continuing Education, Dean of Occupational Programs, etc.
It should not include departmental or divisional administrative
activities related to specific instructional organ1zat1onal units
since provision is made to account for these activities in the
Instruction function. It should not include offices or positions
responsible for curriculum pianning and development. These activities
should be classified in 4.70 Course and Curricuium Development.

Course and Curriculum Development

This subfunction includes activities related to designing courses,
developing course materials, planning and impiementing programs,

and evaiuating programs (1nc1ud1ng follow-up activities It does

not include a faculty member's time associated with preparing for

or conducting existing courses. It is, therefore, the resources and
cost of development, rather than maintenance of existing courses and
curricula. However, when & major revision is made to ex1st1ng course
materials, or the mode in which such materials .are presented is signif-
icantly changed, such costs should be identified with the subfunction.

Academic Professional Personnel Development

This subfunction includes activities related to the development and
improvement of the college's instructional professional staff. It
would include activities such as in-service training programs, sab-
batical teaves, training institutes, seminars, workshops, etc.




5.X Student Support

This function includes those activities provided by the college to assist and .
provide services for current and potential students.
Subfunctions:

5.1 Social and Cultural Development

5.2 Organized Athletics

5.3 Counseling and Advisement

5.4 Placement Services

5.5 Fipancial Aid Administration

5.6 Student Admissions and Records

5.7 Health Services

5.8 Services for Special Students

5.9 Student Service Administration

Auxiliary service facilities (e.g., bookstore, food service space, etc.) are
classified and coded at the functional level - 5.0.

5.10 Social and Cuitural Development

This subfunction inciudes activities related to the students’
soclal and cuitural development outside of the context of the
formal instructional program. Objectives of this subfunction
usuaily focus on personal hygiene, participatory recreational
activities, involvement in civic affairs, and appreciation of

various artistic and communication forms. It inciudes such
activities as: .

‘5.11 Student Activities; clubs, newspapers, etc.
5.12 Cuitural Events; conferences, lectures, convocations, etc.
5.13 Student Organizations
5.14 Recreational Activities
5.15 Intramural Sports
5.20 Organized (Inter-collegiate) Athletics

This subfunction includes activities estabiished for the purpose
of competing with other colieges in basketball, basebali, track,
swimming, tennis, goif, volieybali, etc.

5.30 Counseling and Advisement

This subfunction includes activities such as counseiing students

and parents, evaluating student abitlities {testing), assisting
students in career planning and goal setting, and assisting students
in personal and social adjustment and development. It should also
include related types of activities such as orientation, career
laboratories, and career days. It should include centratized advise-
ment activities if they are made available to students.
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5.40

5.50

5.60

5.70

5.80

5.90

Placement Services

This subfunction includes activities related to placing students
in jobs or in institutions to continue their education. 1t should
include the services for students that completed programs, as well
as those still enrolled in the coilege.

Financial Aid Administration

This subfunction includes activities established to administer
the financial aid program of the college. It does not include
revenue or expenditures for student loans or scholarships.

Student Records and Admissions

This subfunction includes activities related to developing,
processing, maintaining, and distributing student records.
It includes:

Admissiouns
Registration
Records

Transcripts

Transfer Evaluation
Degree Certification
Statistics

Health Services

This subfunction includes activities established to provide
clinical and other health services to students.

Services for Special Students

This subfunction includes activities established to provide non-
instructional services to students with special needs or problems.
It includes services for veterans., foreign students, and dis-
advantaged or handicapped students. 1t does not include financial
aid or compensatory instructional activities.

Student Service Administration

This subfunction includes activities established to administer

the student service function. Include in this subfunction those
administrative offices and positions with college or campus-wide
management responsibilities; e.g., Vice-Presidents of Student
Services, Deans of Student Personnel Services, Directors of Student
Services, etc.




6.X Institutional Support

This function includes those activities within the {nstitution that provide
support to the other functions and departments.

Subfunctions:

6.10

6.1
6.2
6.3
6.6
6.7

Executive Management
Financial Management and Operations

General Administrative and Logistical Services
Administrative and Support Staff Services
Cormunity Relations

Executive Management

This subfunction includes activities established for college-wide
policy development, planning, management, ¥nstitutional research,
and evaluation. It in

6.1

6.13
6.14

College-wide
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Legal servic

College-wide
or task forc

6.14.1
6.14.2
6.14.3

cludes the following activities:
management

District Board of Trustees

President

Assistant to the President

Executive Vice President(s)

Chief Campus Administrators in multi-campus
colleges (vice-presidents, provosts, etc.)
Equal Access, Equal Opportunity, Equal Employ-
ment Officer

planning and development
Institutional research
Analytical studies
Facilities planning

es

planning and management committees, councils,
es

Faculty senates
Planning committees
Administrative councils




Financial Management and Operations

This subfunction includes thosc activities related to the
financial management and fiscal operations of the institution.
It includes the following activities:

6.21 Financial management and controi
Business officer (firancial duties)
Comptrolier

Internal auditing
Budget administration and control

Financial operations
Payroll operation
Bursar
Cashier
Disbursement
Accounting
Investment management

6.23.1 Cash flow management
6.23.2 Endowment management

Grants and contracts financial management

6.24.1 Grants management
6.24.2 Grants accounting

Gencyal Administrative and Logistical Services

This subfunction includes services and general institutional
expense which cannot be logically classified in one of the other
subfunctions; e.q.,

6.31 Administrative Data Processing (See 4.4D for
Academic Computing Services)
6.32 Personnel Services




6.33 Logistical Services

Purchasing I

6.33.1

6.33.2 Receiving

6.33.3 Shipping

6.33.4 Warehousing

6.33.5 Property Management

6.33.6 Mail and Distribution

6.33.7 Telephone and Telegraph Services

6.33.8 General Printing and Reproduction

6.33.9 Campus Transportation (inc. Motor Pool)

6.33.10 Parking and Parking Space Managcment
6.34 Other general expense which cannot be distributed to a

specific function or subfunction; e.q., business hospitality,
organizational memberships, general insurance {other than
property), etc.

6.60 Administrative and Support Staff Services

This subfunction includes activities related to administrative
and support staff development, improvement, and general services.
It includes:

6.61 In-Service Trainin?
6.63 Sabbatical Leaves (administrative and support staff only)
6.63 Training Institutes, etc. .
6.64 Staff Dining Rooms, lounges, etc.
6.70 Community Relations

This subfunction includes activities established to maintain
relationships with the general community and the college's alumni.
It includes the following activities:

6.71 Alumni relations _ o
6.72 Community and/or public relation activities
6.73 Development (fund raising)

39 .
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This function includes activities established to provide scrvices and support
related to the operation, maintenance, and security of the physical plant. 1t
includes the following activities:

7.10 Building Maintenance

7.20 Grounds Maintenance and Operation

7.30 Custodial and Janitorial Services

7.40 Utilities

7.50 Plant Operational Expense
(including insurance on tuildings and equipment. electricity and
water bills)

7.60 Repairs of Furniture and Equipment

7.70 Minor repairs, alterations or renovations of existing buildings
financed from General Current Funds.

7.80 Police and Campus Security Services

8.X Student Financial Assistance

This function includes financial assistance to students which is administered

by the college. It includes only the expenditures recorded by the college for
tne purysse of assisting students financially. This function does not include
the activities and costs associated with administering the student finmancial

aid programs, rather they should be classified as 5.50 Financial Aid Administra-
tion.

8.10 Student Aid
8.11 Loans
8.12 Scholarships and grants
8.13 Fee Waivers
8.20 Student Work-Study and Other Assistantship Programs

It should be noted that 8.X should not be used to classify space in the room
inventory system.

50
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SECTION 3

OPERATING BUDGET (OB)
{and Amendments to the Operating Budget)

Genera |

The operating budget for community colleges consists of the following:

Exhibit A - Budget Summary for All Funds of the College
Exhibit B - Budget Justification

Exhibit C - Schedule of Revenues for Funds 1, 2, and 7
Exhibit D - Expenditures by Object for Funds 1, 2, and 7
Exhibit E - Expenditures by Organizational Unit - Fund }
Exhibit F - Expenditures by QOrganizational Unit - Fund 2
Exhibit G - Analysis of Plant Fund Expenditures

Forms

In order that all columnar headings for each exhibit may be presented on the
same page without upndue cramping, the budget should be prepared on 8%" x 14"
pages with at least 3/4" margin on the left side to permit stapling or binaing.

Each exhibit should be started on a new Page and if continued, subsequent pages
should be pumbered accordingly. (Example: Exhibit 3, page 2 of 6)

The budget may be submitted on size 8%" x 11" by photographic reduction of the
ay" x 14" forms.

Submission

Two copies of the budget must be submitted to the Director for review and
approval. Both copies must be signed with the original or facsimile signature

of the President. OQOpne approved copy will be returned to the college to be placed
in the official files of the Board. Budgets are to be submitted no later than
June 1 of each year.

Exhibit A

This exhibit is a summary of the financial plan for each of the funds through
which money resources will be received and disbursed throughout the budget year.
The sumnaries for Funds 1, 2, and 7 will reflect the budgets as presented on
succeeding exhibits for review and approval.

Exhibit B

Information to support the budget request is presented on this exhibit. Include

here any information that will be useful and informative to your Board and other
reviewers or users Of the budget document. Items I and I1I should be addressed

if applicable. Additional data or explanation may be included in each item; however,
the information requested in Items IV through X is the minimum that should be included.

11
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Exhibit C .

This schedule presents the revenue and other income expected to be received for
each of the budgeted funds. Revenue for the General Current and Restricted Current
Funds is to he presented in comparative form.

Only transfers-in (General Ledger Codes 491 and 492) will be shown on this exhibit.
Transfers-out will be shown on Exhibit D. Amounts shown should agree with the
transfer amounts shown in Item VII, Exhibit B and the amounts shown on Exhibit A,

Exhibit D

This exhibit is, like Exhibit C, comparative. Expenditures for the General Current
and Restricted Current Funds are to be presented in comparative form. Expenditures
of Staff and Program Development Funds will be budgeted and accounted for in the
General Current Fund.

Transfers-out will be shown in this exhibit under Current Expenses. Mandatory and
on-Mandatory transfers should be shown separately in the category of “Other
Current Charges." Specific general ledger codes have not been assigned; however,
we suggest the use of codes in the 690-699 series.

Payments for Unemployment Compensation should be budgeted under Current Expenses.
Again, no specific general ledger code has been assigned, but the use of a number
which would place this item under the general category of "Services" is suggested.

Exhibit_E .

The amounts budgeted for each organizational unit of the General Current Fund
should be reported on Exhibit F. The totals for salaries, current expenses, and
capital outlay should equal the expenditures requested on Exhibit D for the
General Current Fund.

A11 Personnel Benefits including employee insurance, fee waivers, retirement,
Social Security matching funds, etc., shall be budgeted to at least the function
level on this exhibit. This may be done by allocation to individual departments
or by adding a line in each function entitled "Unallocated Personnel Bepefits."

The total salaries for each function should be computed as percent of total
salaries for the entire fund. Likewise, current expense and capital outlay
expenditures for each function should be computed as percent of the total
current expense and capital outlay of the fund.

This schedule should reflect the estimated cost of operating each organizational
unit of the General Curvent Fund. Therefore, if an individual works in two
different organizational units, each organizational unit should budget for its
portion of his salary.

Funds transferred from Fund 3 for expenditures in accordance with Section 6A-14.771,

SBE Rules, are to be budgeted in Function 60, Institutional Support. The

amount to be expended for hospitality of business guests will be budgeted as a

separate organizational unit identified as "Business Hospitality." .

42
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Budgeted transfers need not be shown separately on this exhibit. However, approval
of the budget includes approval of the budgeted transfers-out as recorded on

Exhibit D. Actual transfers-out may not exceed the amount budgeted unless the
budget is appropriately amended.

Exhibit F

The amounts budgeted for each organizational unit of the Restricted Current Fund
should be reported on Exhibit F. It should be prepared in the same manner as
Exhibit E.

If work study salaries cannot be estimated with reasonable accuracy for each
organizational unit, they may be budgeted as a separate organizational unit under
Function 80, Student Aid, as "Unallocated Work-Study Salayies.”

Expenditures budgeted for the Restricted Current Fund may be based on a reasonable
estimate of resources expected to be received during the budget year. If the
organjzational unit is unknown, the expenditures should be budgeted to the
organizational unit entitled "Unallocated Revenues” under Function 90. An
explanation of the basis for the estimated expenditures must be shown on Exhibit B
1isiing the types of projects and grants expected to be funded.

Exhibit G

The Exhibit for Plant Fund Expenditures consists of three sections. Section A

is a recapitulation of the Unexpected Plant Fund by source of funds. Section B
presents the budgeted expenditures by project and by source of funds. Section C
presents the budgeted expenditures by project by expenditure object and includes

a column in which "total expenditures to date"” are to be reported for each project.

If License Tag Fee fund (COXDS), State Board of Education Bonds sold under the
provisions of the School Capital Outlay Amendment (SBE Bonds) or Public Education
Capital Guilay Funds (PECO} are to be expended for a construction project, the
project must appear on the current Project Priority List (PPL) approved by the State
Board of Education. The PPL project number and a short description must be
included as shown on the SBE approved PPL. Projects to be financed from funds
other than those listed above do not have to appear on the approved Project

Priority List, but should be assigned a project number for control and identifica-
tion.

Expenditures for projects to be funded with the proceeds of bonds sold by the
State Board prior to 1968 on behalf of the local school district for college
construction are Timited to the amounts stated in the original or amended bond
resolutions for each project. Therefore, budgeted expenditures from the proceeds,
or any interest earned on the investment of the proceeds of that prior series of
bonds must be further explained by a footnote to Section B as shown in the

example on Exhibit C. The total "Amount Expended in Prior Years” plus the

“Amount Budgeted" cannot exceed the "Amount Authorized in Bond Resolution."




Expenditurcs for projects to be funded with bonds sold by the State Board on

behalf of the District Boards of Trusteecs subsequent to 1973 arc not limited as .
to the amount for cach project, but the projects budgeted for expenditure of

those bond procceds must be the same projects listed in the original bond

resolution or in the resolution as appropriately amended.

Public Education Capital Outlay Funds (PECO) appropriated cach ycar and each

issue of State Board of Education Bonds is a separate source of funds and must be
50 identified in Sections A and B. The Public Education Capital Qutlay Funds are
identified by the year in which appropriated, thus funds appropriated in 1977 would
be identified as PECO 1977. State Board of Education Bonds are identified by an
alphanumeric code. Bonds sold in 1974, for example, are identified as

series 74-A. Additional columns should be added to Sections A and B to provide
space to identify separately the revenues and expenditures from each fund source.

In Section C refer to projects by project number only. The amounts budgeted
for each expenditure object should be entered. The grand totals for each project

code must equal the amounts for each expenditure code i1n the Unexpended Plant
Fund column on Exhibit D,

Expenditures should not be budgeted in the Unexpended Plant Fund unless resources
are on hand, an award or commitment has actually been received, or there is a
reasonable basis for anticipating that the funds will be received.
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College txhibit A

B
19— FISCAL YEAR

__Current Fund Group
tducational and General
General Restricted Unexpended
Current Current Plant
Fund Fund Fund

Estimated Fund Balance, July 1, 19 XXX XXX XXX

Add: Revenues, Exclusive of Transfers XX XX XX
Transfers In XX XX XX
Proceeds from Bond Sales XX

—

Total Available XXX XXX

Deduct: Budgeted Expenditures XX
Transfers Out XX

Estimated Fund Balance, June 30, 19__.

APPROVED

President

STATE OF FLORIDA, DEPARTMENT OF EDUCATION

APPROVED

Checked by




_ College Exhibit B
BUDGET JUSTIFICATION
19

I. HNew Programs
A. Instructional Programs
Comment on any new instructional programs or departments that are to be

added this year--what and why. If none, write "not applicable" in this
section.

B. HNon-Inslructional Programs
Comment on any new non-instructional programs oOr departments that are to
be added this year--what and why. If none, write "not applicable" in
this section.

II. Program Upgrading or Expansion
Comment on any instructional or non-instructional programs that are to

be upgraded or expanded--what, reasons for, desired results, etc. If
none, write "not applicable.” :

III. Program Reductions or Deletions
Comment on any instructional or non-instructional programs that are to
be reduced in size or scope or to be deleted--what, reasons for, etc.

IV. Salary Analysis--General Current Fund Only
A. List new positions requested and why they are needed.
B. Salary expenditure analysis: (Example Analysis Below)
Cost of continuing existing positions
Cost of improving salary schedules’ .

Cost of "lump-sum” salary items last year
Cost of "lump-sum” increases (decreases)
Cost of new positions requested

Cost of established positions being deleted { )
Cost of personnel benefits

Total Budgeted Personnel Costs $

V. Student Enrollment Information - .se the same format as the Enrollment
Funding Data report FA-2, 3, 4,




VI.

VII.

VIII.

IX.

Exhibit B (continued)
Student Fee Charges

{Show in-state and out-of-state fee charges for full-time and part-time
students and the amount charged or included for student activities)

Transfer In and Out Information:

Fund Number Fund Number
Purpose of Transfer Amount Transferred From Transferred To
Federal Funds Information
Name of Name of Law and/or Amount of Amount of
Federal Agency Title and Part Purpose of Award Award Matching Required

Approved Satary Schedules for Academic, Administrative and Other
Employees {(Enclose Copy).

Currently Approved Project Priority List (Enclose Copy)

(9o
o
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College

SCHEDULE OF REVENUES
19 FISCAL YEAR

EXHIBIT €

General Current Restricted Current

Actual | Current |Proposed | Actual | Current | Proposed Unexpendedm
[Revenue | Estimate Plant

Revenue [EStimate
Student Fees

40t In-State Matriculation

403 OQut-of-State Tuftion and Matriculation
404 Laboratory Fees
etc.

Total Student Fees

Support From Local Governments
415 Grants & Contracts from Cities
416 Grants & Contracts from Counties

Total Support from Local Governments

Support From State Government

421 College Program Fund Appropriation

422 License Tag Fees Appropriation
etc.

Total Support from State Government $

Support From Federal Government $
Gifts %

Private Grants & Contracts
Sales and Services Thp detail fér these c tegories|would be 1
Endowment Income
Uther Revenue
Non-Revenue Receipts

$
$ $

isted as 3bove.

Total Revenue




College
EXPENDITURES BY OBJECT EXHIBIT D
19 . FISCAL YEAR

General Current Restricted Cyrrent
Actual Current | Proposed | Actual Current | Proposed | Unexpended
Expend.| Estimate Exoend. | Estimate Plant

Egrs%nn%1 ExDPenses
alaries

xecutive, Administrative, Managerial
520 Instructional
530 Other Professional
540 Technical, Clerical, Trade & Services

Total Salaries

Other Personal Services
Executive, Administrative, Managerial

etc.

Total Other Personal Services

" Personnel Benefits
- E91 Soclal Jecurity Contributions

etc.

o

Total Personnel Bemefits f
Total Personnel Costs _L

Current Expenses
Services

Materials & Supplies Thﬂ detail foL these categories would-dg'aisted as abo
Other Current EEarggg

2

Total Currunt Expenses

etc.

Capital Outla
710 furniture and Equipment $detaﬂ fbrseach Gengral LedgeE Code w0ul§ be 1isted$as above.

Total Capital Outlay $ 3 $

Toxt Provided by ERI




EXHIBIT E

COLLEGE

EXPENEI|G ES BY ORGANIZATIONAL UNIT
19 FISCAL YEAR

GENERAL CURRENT FUND

Personnel Costs Current Expenses Capital Qutl Total Expend{tures
Amount_ ¥ of Total Amount % og Total Amount % of fotal Amount % of Tofal

Instruction
partment
Business Adminfstration
English
Humanit{es
Adult, Elementary & Secondary
Occupational Non-Credit Courses
etc¢.

©  Total Instruction 3 T 3 I 3 X 3 X

o

The organfzatfonal units of each of the other sub-functions would be 1{sted and totaled by sub-function and function.
Total General Current Fund $ I 3 I 3 I 3 %

EXHIBIT F
RESTRICTED CURRENT FUND

The same procedure as above would be followed for this budget, 11sting each organizational unit and getting
totals for each function.




——

COLLEGE EXuIsdT G
ANALYSIS OF PLANT FUND EXPENDITURES
For 19 FISCAL YEAR

AL Hecapititlation by Source - Unexpended Plant | Total Funds Local Funds License Tag Fees SBE Bonds* PECO FUND
Heqinaing Balances, July 1, 19 $ $ $ $ $
ki Revenues
[ond Proceads
Deduct ExPenditures
Cnding Balances. June 30, 19 3 by $ i !
fi. EvxPeaditures by Project and Source
List each Project by Project number and $ $ $ $ $
short description {(Include PPL Project
o Humber)
S totals $ $ $ $ ]
*Projects Funded by SBE Bonds [ jeries Project Ro. Project Description - Amount Authorized Amount Expended Amoynt Budgeted
SoTd Prior o T968 " In Bond Resolution | in Prior Years.
¢. Expenditures by Project and Type
[7st each project by project txpenditures to Date Total G.lL. 110 g.L, 230 G.L. 750 G.L, 170 G.L. /90
numbse s
$ $ $ $ $ $ $
Totals $ $ ] $ ] $ $
3% ob

ERIC

Aruitoxt provided by Eic:




Am2ndments to the Operating Budget
When Budget Amendments Are Required .

In accordance with the provisions of Rule 6A-14.713, Florida Administrative
Code, community colleges are required to submit the following budget amendments
for approval by the Commissioner of Education.

a. The transfer of appropriations from one fund to another.

b. The transfer of appropriations from one class of expenditure
to another class within the same fund, such as capital outlay
to salaries or salaries to current expense.

c. The reallocation of appropriations from one project to another
in the Unexpended Plant Fund.

Forms

Budget amendments should be prepared in the format shown on page 3.14. These
forms should be reproduced at the college. A separate amendment is required
for each fund. The format provides for amending fund balances, revenues and
each class of expenditure. When proceeds from the sale of State Board of
Education Bonds are being amended into the Unexpended Plant Fund it will be
necessary to insert a line entitled "Bond Proceeds” in the revenue section of
the form. Some colleges may find it desirable to show budgeted transfers
separately in which case it is permissable to insert lines entitled "transfers”
in the revenue and expense sections of the form. In order to maintain sequential
continuity at both the local and state level, provision is made for resolution
numbers and amendment numbers on the form. Each amendment including local amend-
ments not requiring the Commissioner's approval, should be numbered consecutively
in the space provided for-tamendment number®. In addition, amendments submitted
to the Department of Educatton for approval should be identified by consecutive
“resolution” numbers.

Preparation of the Amendment

In preparing the amendment the amounts to be entered in the present budget column
are the amounts shown in the latest approved budget or budget amendment for the
fund being amended. The amounts of increases or decreases to any of the lines on
the form should be entered in the appropriate columns and added to or subtracted
from the amount in the present budget column. The resulting amount should be
entered in the revised budget column. The amounts shown on the "Total to be
Accounted For" line should always equal the amounts shown on the "Total Accounted
For" line.

Justification of Amendment _ ———

A concise statement of justification should be shown on, or attached to the
amendment form. This statement should identify the source of revenues being
budgeted and the purpose of the budgeted expenditures. When revenues from federal
sources are being budgeted a copy of the grant approval letter is required to be
submitted as part of this Jjustification. The Justification for all amendments to

the Unexpended Plant Fund budget should include a revised copy of Exhibit G from .
the original operating budget. This form should show the amounts budgeted by

project and source funds after the amendment.

&

by
f
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Submission

Two copies of each amendment, containing the original or facsimile signature
of the President should be submitted to the Bureau of Financial and Business
Services, Division of Comunity Colleges, Florida Department of Education,
One copy of the amendment will be returned to the college upon approval of
the Commissioner.

Rule 6A-713{3), Florida Administrative Code, prohibits approval by the
Commissioner of any budget amendment for a prior fiscal year received in his
office after July 20 of any year.




Stare of Fimnie BU DGET ' AM[:NDMENT REQUEST

Depaetmnt  Tigahnn

G . CoLLece

RESOLUTION NUMBER FISCAL YEAR

AMENDMENT NUMBER
Be it Resolved that the Board of Trustees of

College District, State of Florida, in meeting assembled, Pursuant to Section 240.335,
Florida Statutes, and Rule 6A-14.713, Florida Administrative Code, hereby requests the
State Commissioner of Education to approve amendments to the community college budget

for the fiscal year as follows:

FUND NAME NUMBER

Present Increase Decrease Revised
CATEGORY Budget Budget

Beginning Fund Balance

Revenues (Detail Attached)

Total to be Accounted for

Salaries (Detail Attached)

Current Expenses (Detail
Attached)

Capital Qutlay (Detail
Attached)

Ending Fund Balance

Total Accounted For

Justification:

Certified Adopted

President Date

STATE OF FLORIDA, DCPARTMENT OF EDUCATION

Approved

State Commissioner




SECTION 4

INSTRUCTIONS FOR THE PREPARATION OF
TIE ANNUAL FINANCIAL REPORT FOR
FLORIDA'S PUBLIC COMMUNITY COLLEGES

(AFR)

General

The Annual Financial Report consists of the following exhibits and schedules:

Exhibit A Balance Sheet

Exhibit B Statement of Changes in Fund Balance

Exhibit C Statement of Current Funds, Revenues, Expenditures and
Other Changes

Schedule 1 Educational and General Expenditures by Organizational Unit

Schedule 2 Auxiliary Fund Balance Sheet

Schedule 3 Statement of Revenues, Expenditures and Qther Changes
Auxiltary Enterprises

Scheduie 4 Statement of Revenues, Expenditures and Qther Changes
Service Departments

Schedule 5 Summary of Loan Fund and Endowment QOperations

Schedule 6 Summary of Plant Fund Operations

Schedule 7 Summary of Investment In Plant

Schedule B8 Sutmary of Revenue and Expenditures by General Ledger Code

Appendix A Notes to Financial Statements

Appendix B Summary of Significant Accounting Policies

Form

The report should be prepared on 8%" x 14" pages with at least 3/4 inch margin

on the left side to permit stapling or binding. Al1l columnar headings for each
exhibit and schedule should be presented on the same page. Fach exhibit or
schedule should be started on a new page and if continued, subsequent pages should
be numbered.

Example: Schedule 3 (p.2 of 6)

Reports may be submitted on size 84" X 11" by photographic reduction of 8%" X
14" forms.

Sample formats of exhibits and schedules are enclosed. These forms are identical
to those contained in the Accounting Manual for Florida's Public Community Colleges,
1974,

Submission

The Annual Financial Report is to be submitted to the Director, Division of
Community Colleges, no later than August 15 of each year. Only one copy of the
report is required. ‘

Specific Instructions

The cover page should show the name of the college, a 11st1ng of the enclosures
and the statement - "This report is certified to be true" - signed with the original

or facsimile signature of the President. No provision for endorsemen® by the
Department of Education is necessary.

4.1
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The formats for the exhibits and schedules have not been changed and the

information to compicte them should be readily available from the accounting .
records, if the records were maintained in accordance with the Accounting Manual.

The following guidelines arc provided to assist you in preparing the various

scheduies and exhibits.

Schedules 1 through 8

The preparation of the Annual Financial Report should begin with Schedules 1
through 8 since most of the information required to complete Exhibits A, B, and

C, will be derived from these schedules. The source of the information and the
procedures to be used in completing the information to be entered on the schedules
will depend on the specific accounting records and procedures in use at your
college; therefore, we cannot provide detailed instructions for preparation of
them. The following items should bec observed in preparing the schedules:

1. A1l personnel benefits, including all items in the 580 series of
General Ledger Codes, should be reported in the departments in which
the salaries of the personnel to which they apply are reported. These
benefits may be distributed to the departments on an actual basis or
prorated.

2. The information contained on Schedule 4 regarding Service Departments
housed in the Auxiliary Fund, will not be included in the items relating
to the Auxiliary Fund on Exhibits B and C. Since the services provided
by these departments are charged to the using departments, including the
information from Schedule 4 in Exhibits B and C would result in double .
reporting. If the procedures prescribed in the Accounting Manual :
(pages 20-1 and 20-2) are followed, the Revenues and the Expenditures
and Other Deductions shown on Schedule 4 will be equal, and thus the
operations of the Service Departments will not affect the Fund Balance
of the Auxiliary Fund.

3. We note that in some instances, colleges reported Academic and Student
Services Vice-Presidents and Deans under the Institutional Support
Function in last year's Annual Financial Report. This is not in accord
with the current Accounting Manual. The revised Manual (1974 Edition)
which was presented to the Council of Business Affairs included these
positions in this function; however, it was determined that this proce-
dure was in conflict with the CCMIS Manual and the Accounting Manual was
changed. Only those college personnel who have college-wide responsi-
bilities which cannot specifically be associated with another Function
should be included in the Institutional Support Function. The Academic
Deans and Vice Presidents should be in the Academic Support Function and
Deans or Vice Presidents for Student Services should be included in the

Student]Services Function. (See pages 6-2 and 6-3 of the Accounting
Manual.

61 .
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Exhibit A

This exhibit should be prepared after Schedules 1 through 8 have been completed.
As you prepare these schedules, you may discover that other adjusting entries
should be made.

1. After all adjustments have been made, balance sheet accounts shown on
the June 30 Trial Balance for each Fund (except the Loan and Endowment

Funds) should be entered in the proper Current Year Fund columns on the
Balance Sheet.

2.  Any endowment balance sheet accounts in Fund 4 should be entered in
the current year Endowment Fund column. (It will be necessary to
obtain this information from an analysis of the endowment accounts.)

3.  The remaining balance sheet account balances in Fund 4 should be
recorded in the Current Year Loan Fund column.

4. The Funds within a Fund Group should be added together to arrive at
the Fund Group total for the current year EXCEPT when there are Due To
and Due From amounts between Funds within the same Fund Groups such as,
$5,000 Due From Fund I in the Auxiliary Fund and $5,000 Due To Fund 111
in the'GeneraT Current Fund. In these cases, the Due To and Due From
should be eliminated in the Total column and a footnote should be entered
indicating that inter-fund advances and liabilities have been eliminated.

5. From the prior year annual Balance Sheet, balance sheet accounts should
be entered in the proper Fund or Fund Group columns except for Agency
Fund.

Exhibit B

This exhibit should be prepared after schedules 1 through 8 have been completed.
It will be necessary to utilize some of the information in these schedules in
preparing Exhibit B.

Exhibit B is the Statement of Changes in Fund Balance and will account for
everything which happened during the year having an effect on the fund balance
of each fund. Since Adency Funds do not belong to the college, they are excluded
from this exhibit.

1.  From Schedule 8 (and perhaps even from your detailed accounting records)
complete the transfer portion of Exhibit B.

2. For the Restricted Current Fund and for the Scholarship Fund, categorize
revenues from Schedule 8 according to major source as indicated on
Exhibit B. These revenues plus or minus the transfers should equal the
total revenues shown for these two funds in Schedule 8.

3. Deduct transfers from General Current Fund revenues and enter the
balance as Educational and General Revenues in the Unrestricted column
of Exhibit B. Also deduct transfers from Auxiliary Enterprises revenue
(do not include Service Departments) and enter this as Auxiliary Enter-
prises revenue in the Unrestricted column of Exhibit B. ({Auxiliary
Enterprises revenue information can be obtained from Schedule 3.)

4.3 e




Categorize the revenues in Schedule 8 by source for the Loan and
Endowment Funds and Unexpended Plant Funds. .
From Schedule 7 enter the plant asset additions in the Invested In

Plant column of Exhibit B. [f you have debt service, the retirement

of indebtedness from Schedule 6, section D, will be entered in the

Invested In Plant column of the revenue section of Exhibit B.

The Restricted Current Fund expenditures will be obtained from
Schedule 8 and will be entered as Educational and General Expenditures.
Indirect Cost Recovery, General lLedger Code 439 and 449, will also be
entered in the Restricted Current column of expenditures.

General Ledger Code 439 and 449 will be entered under Indirect Cost
Recovered in the Scholarship column of expenditures. The expenditure
portion of Schedule 8 for scholarships will be analyzed to get collection
costs and other expenses and the remaining expenditures in the Scholar-
ship Fund would be entered as Educational and General Expenditures.

Total expenditures for Personnel Costs, Current Expense, and Capital
Quttay for the General Current Fund, will be entered in the Unrestricted
column as Educational and General Expenditures. Likewise, the expen-
ditures for Auxiliary Enterprises will be obtained from Schedule 3.

Schedule 5 should give an adequate analysis of expenditures for loans
and endowments.

Schedule 6 will give the necessary information to complete the Unexpended .
Plant expenditure section and the Debt Service expenditure section of
Exhibit B.

If adjustments were made directly to fund balances of any of the funds

during the year, these entries should be analyzed and entered on the

appropriate line of Exhibit B. If an adequate description does not

already exist on the Exhibit B examples, write in your own description
- of the transaction.

After you add and subtract the various figures in each column, you
should come out with the Fund Balance End of Year as shown on Exhibit A
Balance Sheet.

Exhibit C

This exhibit should be completed after Exhibit B. It deals only with Current
Funds (Fund I and 111 as unrestricted and Funds Il and V as restricted). Since
Restricted Fund revenues can be recognized only to the extent they were expended,
the restricted figures will probably be different from those in Exhibit B. The
proof of accuracy of this report is found on the l1ast 1line -- Net Increase in Fund
Balances which should be the same as that same line on Exhibit B.

1.  General Current Fund revenues in Schedule 8 would again be used to enter

the transfers on the appropriate lines and would also be used to cate-
gorize revenues by type. Please note that Indirect Costs Recovered are .
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to be shown as Support from the Federal Government or if the Indirect
Costs Recovered were from gifts and private grants and contracts, it
would be included in that section.

2. Auxiliary Enterprises revenue should be the same as Auxiliary Enterprises
revenue shown on Exhibit B.

3. Schedule 1 shows expenditures of the General Current and Restricted
Current fund by function. Therefore, the Educational and General expen-
ditures portion of Exhibit C will be obtained from this schedule. Please
note that Scholarship Fund information is also shown on Schedule 1.

4, Auxiliary Enterprises expenditures should be the same as on Exhibit B.

5. The Restricted Current Fund revenue section is the most difficult part
of Exhibit C. Revenues for Fund Il can be shown only to the extent
they were expended. Therefore, we would strongly recommend that each
college debit revenues and credit deferred income for any unspent
receipts in Fund II each year. If this practice is followed, Fund II
revenues will be the same on Exhibit C as on Exhibit B, except that
Indirect Costs Recovered will not be shown on Exhibit C--only grants
received and actually spent will be reported there. The Indirect Costs
Recovered will be included in fFund I revenue as already explained. If
unspent receipts are not backed out of revenues, the difference between
the receipts and the expenditures will be entered in the last section

of Exhibit C and "Excess of Restricted Receipts over Transfers to
Revenue."

6. When the columns are totaled, the net increase in fund balances should
equal the net jncrease for the year as shown on Exhibit B.

Appendix A

The Accounting Manual contains no reference to this appendix. In accordance

with the accepted procedures described in the AICPA Audit Guide, this appendix

will be used to summarize the notes of the financial statements. All notes should
be included here rather than on the various exhibits and schedules. A list of
examples of notes is attached to these instructions. Other examples may be found
in the Audit Guide. The notes should be used to explain any items contained in the
financial statements which require amplification to be fully understandable to the

user. A1l colleges should include a note providing an estimate of the amount of
uncollectible loans.

Appendix B

This appendix also is not contained in the Accounting Manual, but is included in
these instructions to conform to procedures contained in the Audit Guide. This
appendix is intended to describe the significant accounting policies followed by
the college thereby enhancing the usefulness of the financial statements to the
reader. An example of a typijcal statement for a community college is attached.
Your statement should contain basically the same information.

4.5
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Assets
Cash
Accounts Receivable
Investments
Inventories
Due From Other Funds
Prepaid Expenses & Other Assets

Total Assets

Liabilities and Fund Balances
Liabilities
Accounts Payable

Salaries and Wages Payable

Payroll Taxes and Deductions Payable

Deferred Income
Due to Other Funds

Total Liabilities

Fund Balances
Funds Restricted For Encumbrances
Funds Allocated for Staff and
Program Development
Unallocated Fund Balances

Total Fund Balances

Total Liabilities and Fund Balances

COLLEGE

BALANCE SHEET
JUNE 30, 19 __

WITH COMPARATIVE FIGURES AT JUNE 30, 19__

Unrestricted Fund Group

Exhibit A
Part 1

Restricted Fund Group

Total
Auxiliary Current Prior
Fund Year Year

General
_Fund

Restricted
Fund

Scholarship Current Prior
Fund Year  Year

$

$

$




COLLEGL Exhibit A

BALANCE SHEET Part 2
.NON-CURRENT FUNDS

Plant Fund Group Agency
Endowment Funds Loan Funds Current Year Fund
Current  Prior Current Prior | Unexpended Debt Invested Prior| Current
Year Year Year Year Plant Service In Plant Total VYear | Year

Assets
Cash $ $ 5 $ $ $ $ $ $ $
Notes Receivable
Investments
Due From Other Funds
Land
Buildings
Other Structures & Improvements
Furniture, Machinery & Equipment

~ Books
~ Films
Construction in Progress

Total Assets $ $ $ $ $ $ $ $ $ $

Liabilities and Fund Balances
Liabilities
Accounts Payable $ $ $ $ $ $ $ $ $ $
Payroll Taxes & Deductions Payable
Due to Qther Funds
Bonds Payable

Total Liabilities $ $ $ $ $ $ $ $ $ $
Fund Balances |
Funds Restricted for Encumbrances$ $ $ $ $ $ $ $ $ $

Fund Balanctes, Restricted
Fund Batlances, Qnrestricted
Net Investment 1n Plant

Total Fund Balances $ $ $ $ $ $ $ $ $ 4

Total Liabilities & Fund Balances § $ $ $ $ $

LAy
gl
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Exhibit B

. - _ COLLEGE
STATEMENT OF CHANGES TN FUND BALANCE
FOR THE YEAR ENDED JUNE 30, 19

Current Fund Group
Unrestricted Restricted Fund Group Loan and Plant Fund Group
(General & Restricted Total Endowment Unexpended Debt  Invested
Auxilicry __Current  Scholarship Restricted Fund Plant Service in_Plant

Revenues & Other Additions
fducational & General Revenues $ $ $ $ $ $
Auxiliary Enterprises Revenues
Governmental Grants & Contracts-
Restricted

Governmental Appropriations-
Restricted

Investment Income-Restricted

Realized Gains on Investments-
Restricted

Other Receipts

Plant Asset Additions

Retirement of Indebtedness

; Total Revenues & Other Additions }

Expenditures & Other Deductions
Educational & Gen. Expenditures §
Auxiliary Enterprises Expenditures
Indirect Costs Recovered
Refunded to Grantors
Loan Cancetllations and Write~Offs
Collection Costs & Other Expenses
Expended For Plant Asset Additions
Debt Retirement & Interest
Disposal of Plant Assets

Total Expenditures & QOther
Deductions

Transfers, Additions, {Deductions)
Mandatory-Matching Grants
Non-Mandatory

Total Transfers
Net Increase {Decrease) For Year
Fund Balance, 8eginning of Year

Fund Balance, End of Year

®
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. COLLEGE

. STATEMENT OF CURRENT FUND REVENUES, EXPENDITURES AND OTHER CHIANGES
FOR THE YEAR ENDED JUNE 30D. 19
WITH COMPARATIVE FIGURES FOR 13

Current Year

Unrestricted Restricted
(Fund 1 & 1ID) (Fund 11 & V} Total Prior Year

Revenues & Mandatory Transfers - In
Educational and General $ $ $ $
Student Fees
Support from Local Government
Support from State Government
Support from Federal BGovernment
Gifts & Private Grants & Contracts
Sales and Services
Endowment Income
Other Sources

Total Educational & General $ $ $ g

Auxiliary Enterprises

Total Revenues $ $ $ [4

Expenditures & Mandatory Transfers
tducational & General
Instruction 3 $ $ $
Research

Public Services
. Academic Support-Learning Resources
Academic Support-Other
Student Services
Institutional Support
Physical Plant Operation & Maintepance

Student Aid

Total Educational & General Expenditures § $ S $
Mandatory Transfers For:

Matching Grants $ $ $ $

Total Educational and General 3 $ $ $

Auxiliary Enterprises
Expenditures $ $ $ $
Mandatory Transfers

Total Auxiliary Enterprises $ 5 $ $

Total Expenditures & Mandatory Transfers $ $ $ $

Other Transfers & Additions (Peductions)
Refunded to Grantors $ 3 $ $
Non-Mandatory Transfers For:
List

Excess of Restricted Receipts over
Transfers to Revenue

Net I[ncrease in Fund Balance b § $ $




Schedule 1
COLLEGE

EDUCATIONAL™ & GENERAL EXPENDITURES, GY ORGANIZATIONAL UNIT
FOR THE YEAR ENDED JUNE 30, 19 __

Personnel Costs Current Expenses Capital Outlay
Unrestricted Restricted Unrestricted Restricted Unrestricted Restricted Total

"~ Instruction $ $ $ $ $ $ $
. List the oryanizational units within ’

this function and total each column.

Do the same for cach of the following

functions:

Research

Public Service

Academic Support-Learning Resources
Academic Support-0ther

Student Services

Iinstitutional Support

Physical Plant Operation & Maintenance
Student Aid, Fund 1T and II

Total Funds 1 and I1

Student Aid, Scholarship Fund
Colleges may list each scholarship
account, or they may group them by
source of Funds such as:

Federal Scholarships
State Scholarships
etc.

Total Scholarship Fund $

Total Educational & General Expenditures$
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Assets
Cas
Accounts Receivable
Investments
Inventories
Due From Other Funds
Prepatd Expenses and Other Assets

fota1 Assets

Liabilities and Fund 8alances
Liabilities

Accounts Payable

Salaries and Wages Payable

Payroll Taxes & Deductions Payable

Due To Other Funds

Total Liabilities

Fund Balances.
Funds Restricted for Encumbrances
Unallocated Fund Balances

Total Fund Balances

Total Liabilities and Fund Balances

COLLEGE

AUXTLIARY FUND BALANCE SHEET
JUNE 30, 19__

Bookstores

VYending
Machines

Food
Service

Housing

C

entral
Stores

Schedule 2

Duplicating
Shop

OFFice

Machine

Repair

Fund
Total

$

$

$

$

$

$

$




Schedule 3

COLLEGE
STATEMENT OF REVENUES, EXPENDITURES ANO OTHER CUANGES
AUXILIARY ENTERPRISES
YEAR ENOEO JUNE 30, 19 __
WiTH COMPARATIVE FIGURES FOR 19 ___

Total
Vending Food Current
Books tore Machines Service Housing Year

Revenues
Sales $ $ $ $
Interdepartmental Sales
Commissions
Other

Total Revenues

Expenditures and Other Oeductions

Operating Expenditures
Personnel Costs (510-598)

" Services 605-645)
Materials & Supplies (655-665)
Cost of Goods Sold (675)

Total Operating Expenditures

Other Oeductions
Capital Outlay (705-790)
Mandatory Transfers (491)
Non-Mandatory Transfers (492)

Total Other Oeductions

Net Increase (Oecrease) in Fund Balance




Schedule 4
COLLEGE
STATEMENT OF REVERUES, EXPENDITURES AND OTHER CHANGES
SERVICE DEPARTMENTS
YEAR ENDED JUNE 30, 19
WITH COMPARATIVE FIGURES FOR 19 ___

Office Total
Central Duplicating Machine Current

Stores Shop Repair Year

Revenues
Interdepartmental Sales (469)
Subsidy from Educational and General

Total Revenues

Expenditures and Other Deductions
Personnel Costs {510-598)
Services (605-645)

Materials and Supplies (655-665)
Cost of Goods Sold (675
Capital Outlay (705-790

Total Expenditures and Other Deductions




Schedule 5

i COLLEGE
SUMMARY OF LOAN FUND & ENDOWMENT OPERATIONS
FOR THE YEAR ENDED JUNE 30, 19 ___ Memo

ew

Loans$
Fund Now Capital Loans Collection Fund to

Balance Funds Interest Returned Written and Other Balance Stu=-
July 1, 19 Received Transfers Earned  To Donor Off Expenses June 30, 19 dents

L -an_Funds
May 1ist each separate $
loan account, or may
group them according
to categories such as:
Loan Funds from
Local Government,
Loan Funds from
State Government,
etc,

N
—
™

Total Loan Funds

Endownent Funds
List each endowment
account separately

Total Endowment Fund$

Total Loan & Endowmnent Funds

§)




Schedule 6

N  COLLEGE
“SUMMARY OF PLANT FUND OPLRATIONS
FOR THE YEAR ENDLD JUNE 30, 19

Total Local License Tag Higher Ed.
Funds Funds Fees ] Bonds

Summary By Fund Source
Beginning Balances, July 1, 19
Add: Revenue
Transfers
Bond Proceeds
Deduct Expenditure.

Fund Balances, June 30, 19

Expenditures, By Project and Source
(List each Project]

Total Expenditures

Project Expenditures Fund Balances, 6-"90-
Receipts | Reallocations| Eqn pment{ Buildings| Land | Improvements| Encumberedlnencumnbe ~ed

Summary by Project
{List each project) $ $ S S 5 S S S

S S

Memo
Fund Fund Bonds
Balance Payments for Balance Qutstanding
Debt service 7-1-_ Receipts Interest [ Principal | 6-30- 6-30-

{List each bond issue) S S $ S S




Scheduie 7

COLLEGE
SUMMARY OF INVESTMENT IN PLANT
FOR THE YEAR ENDED JUNE 30, 19

Balances Balances
July 1, 19 Additions Deductions June 30, 19

Land $ $ $ $
Buildings (List each buiiding)

ther Structures and Improvements

Furniture, Machinery and Equipment

Books

Films

Construction in Progress

Total Investment In Plant Fund
Less Bonds Payable (Fund 9 only)

Net Investment in Plant Fund




Revenue
401 In-State Matriculation
403 OQut-of-State Tuition &
Matriculation
etc.

Total Revenue

Personnel Costs
{List detail codes)

Total Personnel Costs

Current Expenses
(List detail codes)

Total Current Expenses

Capital Qutlay
~ {List detail codes)

Capital Outlay

Expenditures

&6

-

Schedule 8

COLLEGE
SUMMARY OF RLVUNUE ARD EXPENDTTURES, BY GENERAL LEDGER CODE
FOR THE FISCAL YEAR

General Restricted Auxiliary Loan and Unexpended Debt
Current Current Current  Endowment  Scholarship Plant ervi

$ $ ) s $




Appendix A

{SAMPLE)

COLLEGE

NOTES TO FINANCIAL STATEMENTS
June 30, 19

Investments consist of certificates of deposits and are recorded at cost.
Inventories of the Auxiliary Fund are recorded at last invoice cost.

Physical Plant and equipment are recorded at cost at date of acquisition
or at appraised value at date received in the case of gifts or purchases
from the State's Division of Surplus Property. Some items of equipment
purchased from the Division of Surplus Property have title restrictions.
Depreciatinn on physical plant and equipment is not recorded.

Bonds payable represent the College's portion of the State's Capital
Qutlay Bonds, Series 1978-A, sold through the Department of Education

on behalf of specific community colleges and district school boards. The
College's portion was sold, pursuant to a resolution of the Board of
Trustees, to finance construction of a learning resources center. The
principal amount sold in January, 1978, was $265.000. An amount of
$241,080 has been recorded as a liability of the Unexpended Plant Fund
(during construction period) and an amount of $23,920 has been recorded
as a liability of the Debt Service Fund {representing proceeds desposited
to cover initial reserve requirements). The maturity dates range from
July 1, 1978, through Jaunuary 1, 1999, and the interest rates vary from
g%?goo?bsz. Interest payable to maturity on these obligations amounts to

A portion of the future allocations of tne College's Capital Outlay and
Debt Service Funds (provided by the State from legally obligated monies
for such purpose) are pledged as revenue to secure the issue. The actual
debt service payments are made by the State Board of Administration from
monies provided by the Oepartment of Education on behalf of the College.

Employees of the College participated in retirement plans of the State
administered by the Department of Administration, Division of Retirement.
Information regarding the acturial soundness, financial condition, etc.,
of the State’s retirement plans is not made available to the College and
accordingly is not disclosed herein.

Attendance and leave policies and regulations make provisions for granting
employees a specified number of days leave each year. Leave will be taken

or will become payable at termination as provided by Section 240.343, Florida
Statutes and Rule 6A-14.431, Florida Administrative Code. Leave earned but
not taken at June 30, 19 represents a commitment ¥or future expenditures;
however, this commitment 1s not presented in the balance sheet because it is
not practical to estimate the cost of such accrued leave.




Appendix A

The amount of uncollectable notes receivable from student loans is
estimated to be $1,491,

Contracts in the amount of $1,533,633 have been awarded for the construc-
tion of the learning resources center mentioned in note 4 above.




APPUNDIX B

(SAMPLE)
COLLEGE

SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES
June 30, 19

The significant accounting policies followed by

College are described below to enphance the usefulness of the financial
statements to the reader.

Reporting Entity

Although the College is considered a separate entity for financial reporting
purposes, it is a part of the State's Community College System. The College is
managed by an appointed board of trustees, but is under the general direction and
control of the Department of Education, Division of Community Colleges and also
governed by Florida Statues and Rules of the State Board of Education.

The College maintains its accounts under various Fund captions as prescribed by
the Department of Education, Division of Community Colleges. The Funds are
structured around the recommendations of the National Association of College and
University Business Officers.

Basis of Accounting

The accounts were maintained and financial statements were prepar-d on the accrual
basis of accounting except for depreciation accounting as explained in note three
to the financial statements. Notes receivable from students are reported at face
value. An estimate of the amount of uncollectible l1oans is shown in note seven
to the financial statements. Revenues of an academic term that encompasses parts
of two fiscal vears, such as a susmer session, are reported in the fiscal year in
which they are earned and expenditures are reported in the fiscal year in which
the goods or services are received. Student fees are considered earned when the
College's refund period has expired.

The Statement of Changes in Fund Balance is a statement of financial activities
of all funds reiated to the current reporting period. It does not purport to
represent the results of operations or the net income or loss for the period as
would a statement of income or a statement of revenues and expenses.

To the extent that current funds are used to finance plant assets, the amounts soO
provided are accounted for as expenditures in the case of acquisition and normal
replacement of movable equipment and library books, and as transfers of a non-
mandatory nature for construction of physical plant.

Fund Accounting

In order to insure observance of limitations and restrictions placed on the use
of resources available to the ccllege, the financial records and accounts of the
college are maintained in accordance with the principles of "fund accounting".

1)
4.20



APPCHNDIX 8

This 15 the procedure by which resources for various purposes are classified for
accounting and reporting purposes Into funds that are in accordance with activi-
tics or objectives specified. Separate accounts are maintained for cach fund;
however, in the accompanying financial statements, funds that have similar charac-
teristics have been combined into fund groups. Accordingly, all financial trans-
action? have been recorded and reported by fund group. The funds used are defined
a5 follows:

1.

General Current Fund

This fund 1s used to account for resources that are available for the
general financial requirements of the college, tne only restrictions
being those imposed by law and the budget. Generally, they are the
resources received to finance the educational program of the college
25 a whole. The organizational units financed through this fund are
those which are directly concerned with the operation and support of
the educational program.

Restricted Current Fund

This fund is used to account for resources that are avaitable for the
operation and support of the educational program hut are restricted by
the donors or other outside agency as to the specific purpose for
which they may be expended. The organizational units financed through
this fund are usually the same as those finarced through the General
Current Fund.

Auxiliary Fund

This fund is used to account for both auxiliary activities and service
departments. Auxiliary activities are those established primarily to
provide non-instructional services for sale to students, faculty and
staff and which are intended to be self-supporting. Service departments
are]those established to provide services for other departments of the
college.

Loan and Endowment Fund
This fund 15 used to account for two types of resources: Tloan funds
and endowment funds.

Loan funds are those resources which are available for loans to
students regardless of whether or not the college is responsible for
collection of the loan. W4When the college iS5 requested to do fiduciary
accounting for loans which are to be repaid to some other agency,

they are included here and loans made during the year are written

off against fund balance at the end of the year. Lloan funds for which
the recipient of the loan is not selected by the college are not
included in this fund. Such funds are included in the Agency Fund or
in the General Current Fund.

Endowment funds are those resources the principal of which must be
maintained inviolate to conform with restrictions placed thereon by
the donor or other outside agency. Generally, only the incone from
these funds may be used. Sometimes, however, terms of the endowment
provide that the principal may be expended upon the passage of a
stated period of time or the occurrence of a particular event. These
are called "term endownent funds" and are reported separately from
true endowments.

o {“Q
A—
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APPENDIX D

Endowments are classificd as "restricted” if the income may be used only .
for certain designated purposes and are classified as "unrestricted”

if the income may be used, without restriction, for any purpose of the

college.

Scholarship Fund

This fund 1s used to account for resources available for awards to
students but that are not in payment for services rendered and will not
require repayment to the college. Funds received from donors, who
reserve the right to designate the recipient of the award, are not
accounted for in this fund, but are accounted for in the Agency Fund

or the General Current Fund.

Agency Fund

This fund is used to account for resources received and held by the
college as custodian or fiscal agent for others and for temporary
revenue and expenditure accounts which serve as "clearing" accounts
for resources which cannot be immediately classified by fund. Agency
accounts are classified as:

Clearing Accounts - Temporary accounts to aid the college in
distributing income and expenditures between funds.

Organizations - Activities of students, faculty or staff or

other organizations indirectly related to the college, including

organizations which provide loans to students but which are not .
repaid by the college.

Unexpended Plant Fund

This fund 1s used to account for resources that are available for the
acquisition or construction of physical property to be used for
college purposes and resources designated for the major repair or
replacement of college property. These funds, generally, can be
expended only for projects approved by a State Department of Education
survey and include the purchase of land, site development, building
construction costs, initial furnishings and equipment for new buildings
and major repairs.

Debt Service Fund

This fund is used to account for the resources which will be used to
retire the long-term debts of the college. Resources used for re-
tirement of the debt and payment of interest on the obligation are
accounted for in this fund.

Invested in Plant Fund

This fund i used to account for the cumulative costs of plant assets
of the colliege. The assets consist of land, buildings, other struc-
tures and improvements, construction in progress, furhiture, machinery,
ani equipment, books and films.




SECTION 5
. QUARTERLY FINANCIAL REPORTS

These reports provide an interim status statement of the financial condition
of the college by providing up-to-date accounting information. The following
reports are used for this purpose:

1. Quarterly Statement of Trial Balance - This report shows the
quarterly status of each general ledger account.

2. Quarterly Statement of Budgeted and Actual Revenues - This report
provides current budget estimate and the actual revenue recorded
year-to-date for each revenue account. These data are collected
for the following funds: General Current, Restricted Current and
Unexpended Plant.

3.  Quarterly Statement of Budgeted and Actual Expenditures -~ This
report provides current budget estimate and the actual expenditures
year-to-date for each expenditure account. These data are collected
for the same three funds as the revenues.

4. Quarterly Report of Expenditures Budgeted by Function - This is a
report submitted quarterly which shows the current budget status for

expenditures by function in summary form (General and Restricted
Current Funds only),

The above reports are not required for the fourth quarter of any fiscal year
since the required data is contained in the Annual Financial Report.

D
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COLLEG

TRIAL LALANCE

NAME OF FUND

Date

E
SAMPLE FORMAT

Balance

7-1-

Account Name

Cash in Bank

Petty Cash

Accounts Receivable

Investments

Due from Other Funds

Accounts Payable

Due to Other Funds -

Funds Restricted for

Encumbrances

Fund Balance-~College

Budgeted Revenues

Budgeted Salaries

Encumbrances - Salaries

Budgeted Current Expenses

Encumbrances - Current
Expenses

Budgeted Capital Outlay

Encumbrances - Capital
Outlay

Budgeted Fund Balance
Changes

Revenues

Salary Expenditures

Current Expense Expenditures

60,000.
1,000.
10,000.
20,000.
25,000.
4,000.

12,000.
100,000.
1,000,000.
700,000.

250,000.

60,000.

10,000.

YEAR-TO-DATE

Debits
$ 705,000.00

5,000.00
4,000.00

456,000.00

650,000.

100,000.

27,000.

5,000.
340,000.
93,500.
20,800.

Credits
$ 458,800.00
10,000.00

4,000.00
765,000.00
12,000.00
340,000.00
95,000.00

21,000.00

700,000.00

500.00

Balance
(Current Date)

$ 306,200.00
1,000.00

25,000.00
25,000.00

4,000.00 CR

321,000.00 CR
112,000.00 CR
1,000,000. 00
700,000.Q0 CR
310,000.00
250,000.00 CR

5,000.00
60,000.00 CR

- 6,000.00

10,000.00
695,000.00 CR
340,000.00

93,000.00

20,800.00 -

Capital Outlay Expenditures
$

$2,406,300.

$2,406,300.00

e
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ERI

PAFulToxt Provided by ERIC

COLLEGE SAMPLE FORMAT

STATEMENT OF BUDGETED AND ACTUAL REVENUES
From July I, 19__ Through v 19

GENERAL CURRENT FUND _RESTRICTED CURRENT FUND UMEXPENDED PLANT FUND DEBT SERVICE FUND

Revenue Current Revenue Current Revenue Current Rkevenue Current
Year-to-Date Budget Year-to-Date Budget Year-to-Date Budget Year-to-Date Budget

401
403

404
109
421
422
423

435

481
491

In-State Matriculation

Qut-of-State Matric lation
and Tuition

Laboratory Fees

Other Student Fees
College Program Fund
License Tag Fee Allocation

Gross Utility Tax & lligher
Education Bonds

From Health, Education and
Welfare

Interest and Dividends

Transfers, Mandatory

TOTAL REVENUE

$ $ $ $ $ $ $ $




COLLEGE

STATEMENT OF BUDGETED AND ACTUAL EXPERDITURES SAMPLE FORMAT
From July 1, 19 Through » 19__

GENERAL CURRENT_FUND RESTRICTED CURREHT FUND UNEXPENDED PLANT FUHD DEBT_SERVICE FUND
Expended Current Expended Current Expended Current Expended Current
Year-to-Date Budget Year-to-Date Budget Year-to-Date Budget Year-to-Date Budget

SALARIES
510 Executive, Admin., Managerial 4
540 Tech., Clerical, Trade & Service|
585 Student Employment

etc,
Total Salaries

CURRENT EXPENSE
605 Travel
610 Freight and Postage
615 Telephone and Telegraph
620 Printing
625 Repairs & Maintenance
6310 Rentals
635 Insurance
640 Utilities
- Etc.

Total Current Expense

CAPITAL QUTLAY

710 Furniture & Equipment

730 Library Books & Films

750 Buildings & Fixed Equipment

790 Other Structures & Improvements

Total Capital Qutlay

TOTAL - ALL EXPENDITURES




COLLEGE

SUMMARY OF BUDGETED EXPENDITURES BY FUNCTION

___ CURRENT FUND

SAMPLE FORMAT

FUNCTION

PERSONNEL

CURRENT EXPENSE

CAPITAL OUTLAY

INSTRUCTION

RESEARCH

PUBLIC SERVICE

ACADEMIC SUPPORT

STUDENT SERVICES

INSTITUTIONAL SUPPORT

PLANT OPERATION & MAINTENANCE

STUDENT AID

CONTINGENCY, TRANS., ETC.
TOJAL




SECTION 6
COST ANALYSIS

Introduction

This section describes the system for the analysis of operating expenditures

of Florida community colleges. The system provides uniform procedures, definitions,
and report forms to be used by each college to develop, analyze, and report cost
information.

Objectives

The system for analysis of the operating expenditures of Florida community colleges
is designed to show the cost of providing instruction for each individual course
and for various levels of course aggregations. All courses and their associated
costs are included in the analysis regardless of the source of revenues which
support them, The system identifies the components of cost according to two

basic parameters:

A. The type of expenditures; i.e., personnel expenditures, supplies
and service expenditures, and equipment expenditures.

B. The purpose of the expenditures; i.e., instructional .ilaries,
departmental expenditures, and support program expenditures.

The information developed by this system can be used for the following purposes:

A. To aid college admninistrators in making resource allocation and pro-
gramming decisions,

B. To conduct comparative cost studies,

C. To develop and support requests for funds from the State Legislature,
D. To allocate funds to individual colleges,

E. To make iong-range cost projections.

General Principles and Definitions

The following general principles should be applied uniformly by colleges when
conducting the cost analysis:

A. Expenditures inciuded in the analysis are those recorded in the
General Current (Fund 1) and Restricted Current (Fund 2) funds
with the exception of fee waivers recorded as expenditures in
Accounts 598 and 680 and certain non-program expenditures (see
CA-1). It also includes the expenditures from accounts 710-Furniture
and Equipment and 730-Library Books and Films recorded in Fund 7, the
Unexpended Plant Fund.

oo
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The analysis includes all courses which began in the ACADEMIC YEAR.

The instructional personnel expenditures associated with conducting

these courses are included in the analysis for the academic year in
which the courses were taught. A11 other expenditures {other personnel
expenditures, current expense, and capital outlay) are taken for the
FISCAL YEAR. In other words, all expenditures made to persons for
conducting instructional activities (courses) are assigned to the

courses they taught. Thus, an adjustment must be made if the expenditure
was made in another fiscal year (see Report CA-1),.

The unit for measurement of production is the semester credit {SC) and
semester credit equivalent (non-credit courses). The credit equivalent
is computed by dividing the total number of instructional hours in non-
credit courses by 27. Semester credit and equivalencies are converted
to annualized full-time equivalent units (FTE) by dividing the total
number by 30.

There are two basic formats for developing and displaying cost data:

1. Direct costs are those associated with conducting activities
classified according to ihe Principles and definitions in the
Comnunity College Information Classification Structure (ICS).

Report CA-2 shows the cost centers for which direct costs are
to be reported. Direct costs are defined in this analysis as
those which can be directly related to conducting an activity
or a set of activities defined in the ICS.

Full costs are those related to producing a specific quantity

of output. In this analysis, full costing is accomplished for
inctructional programs only. The assumption is that instruction
is the production function of the Florida community colleges.
Support costs are allocated to instructional cost centers based

on "charge back" procedures or semester credit ratios. (See
paragraph I below.; Full costs displayed in Report CA-3 are shown

for each course offered by the college with summary costs for each
level of aggregation.

The cost components for each cost center are as follows:

1.  Personnel Expenditures - Includes personnel benefits as well as
all other expenditures for personnel services. {See 500 series
of accounts in Section 2 of Accounting Manual.) (Tuition Waivers,
Account 598, are excluded.)

A. Instructional

B. Executive, Administrative, Managerial
C. Professional/Specialist

D.  Support

(For definitions of these categories, see instructions for
Report CA-2.)
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Supplies and Services Expenditures - Current Expense and Minor
Equipment Account 705.

3. Equipment - Type 1, annual expenditures for equipment.
Type 2, depreciation on equipment.

F. Distribution of Personnel Expenditures - The distribution of personnel
expenditures and assignments is based on the principles found in Work-
form A - Personnel Assignments. The output of the system is the FTE
positions and the personnel expenditures distributed to the cost centers
of the ICS.

The following principles apply to the distribution of personnel
expenditures and assignments:

1. Personnel expenditures include amounts expended by the college
for salaries and employee benefits {e.q., social security, retirement,
and insurance contributions).

2. The personnel expenditures and assignments of an individual are
distributed to the cost centers and the personnel categories based
on each assignment's proportionate share of the individual's total
workload.

The following diagram emphasizes the required procedure to distribute
personnel assignments {and proportionate doTlars) to both personnel
categories and I(S categories:

Personnel Categories

Professional/
Instruction Exec., Admin., Man. Specialist Support

% of
ICS Assignment % of Assignment X X
Categories
% of

Assignment X X X




Instructional personrel expenditures and assignments are

distributed to each course on the basis of the number of

credit hours or equivalents taught and the percentage of

an individuals assignment associated with the instruction
function.

The following exanple illustrates the procedure to be used
to distribute instructional personnel expenditures and
asst1anments: ,

A. Salary + personnel benefits = $15,000
B. Annua’ full load standard. is 42 credit hours
015 Fa11 terms 15 Winter term, 12 Summer term {6 + 6)]

Courses Credit Expend. FTE Posi.
Taught Discipline Hours Distri. Distri.

Bio. 101 1.10.0400 Biol.Sci. 15 $6429 .36
Bio. 211 1.10.0400 Biol.Sci. 8 3428 .18

Chem. 101 1.10.1900 Phys.Sci. 12 $5143 .29
Annual Total for this instructor 35 $15,000 .84

In this example each course that the person taught receives a share
of the expenditures and FTE positions computed by taking the proportion .

that his workload was for each course times the total salary and total
FTE, respectively.

For persons that have both teaching and non-teaching assignments. the
expenditures distributed to the courses and those distributed to the
other assignments should be based on a proration of the person's total
workload. For example, a department chairman may have the following
assignment distribution:

% for teaching equals 40% of the base salary and assignment.

% for department administration is 60% of the base salary and
assignment.

Annual salary was $16,000 base plus a $1,000 supplement for
department chairman duties.

Distribution:

to courses (teaching) - .4 FTE and $6,400
to Department Administration - .6 FTE and $10,600
{$9,600 Base + $1,000 Supplement)

Note that the salary supplement is charged against the department
administration activity and not against the teaching activity.

The salary expenditure and FTE is then distributed to the individual .
courses as shown above.
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The same procedure is used to distribute the salary expenditures
and assignments of all perscns who have multiple assignments in-
cluding teachirng.

Parsonnel expenditures and assignments for non-instructional
professional (Executive, Administrative, Managerial and
Professional/Specialist) activities are distributed to the

ICS cost centers on the basis of a proportionate proration of
assignments for an FTE position. Assume a person in the student
personnel office with work assignments in Counseling, placement
services, and intramural programs was full-time for twelve months
and was paid $12,000 (including personnel benefits). The following

illustrates the distribution of personnel expenditures for the
person.

Assignment

Proportion of Expenditures
Subfunction FTE Position Distribution
5.30 Counseling .50 $6,000
5.40 Placement .30 3,000
5.10 Social and Cultural .20 2,400

Development (intramurals)

Personnel expenditures and assignments for support staff activities
are distributed to the ICS cost centers using one of the following
procedures:

A. Distribute the expenditures and assignments based on an
analysis of the workloads and assignments of each support
staff using the procedures described in Workform A -
Personnel Assignments.

B. Distribute the expenditures and assignments in the same
proportion as those of the professional staff in the departments
in which the support positions are found or in the same pro-
portion as the distribution of student semester hours (in
instructional departments).

The following illustrates the use of option B to distribute support
staff expenditures and assignments:




The Natural Science Department had the following
distribution of professional staff assignments to
the disciplines:
Professional
Disciplines FTE Positions %

: 45
: y 49

Biological Science 1
Physical Science 1
Architectural and Environmental

Design 1. 6

TOTAL 23. 100%

The distribution of two full-time equivalent support
positions with a total salary of $14,250 wouid be as
follows:

FTE Support Salary
Discipline % Distribution Staff Distribution

Biological Science 45 .90 $6412.50
Physical Science 49 .98 6982.50

Architectural and Environ.
Design 6 12 855.00
TOTAL 100% 2.00 $14250.00

This procedure may also be used for the distribution of
support staff expenditures and positions for support
departments; e.g., Learning Resources, Student Services,
Executive Management, etc.

Distribution of Expenditures for Supplies and Services - This is a cost
component which includes most of the current expense accounts in the
Florida Community College Accounting Manual (pages 12-3 through 12-9).
Account 680, Fee Waivers, is exciuded from this part of the analysis.

1. Expenditures for supplies and services of departments should be
distributed directly to the ICS cost centers if expenditures can
be s0 identified and documented for audit purposes.

Expenditures for supplies and services of instructional departments
that cannot be specifically identified with cost centers are
distributed on the basis of student credit hours. The following
example illustrates the procedure:




Assume you had a Social Science Department with expenditures

of $3,000 for supplies and services. The disciplines supported
by this department and the student credit hour (SCH) production
were as follows:

Discipline SCH $ Distributed

1.10.2200 Social
Science 7380 70 $2,100

1.10.2000 Psychology 2910 27 810

}.10.0300 Area
Studies N2 3 90

Expenditures for supplies and services from non-instructional
organizational units not specifically identified with cost centers
are distributed in the same proportion as personnel expenditures.
The following example illustrates this procedure:

Assume a Counseling Department with $81,000 in personnel
expenditures and $4,000 in expenditures for supplies and
services. The personnel expenditures are distributed to
the cost centers in the following manner:

Supplies &
Personnel Services
Expenditures Expenditures
Centers Distribution Distribution

Social & Cultural

Development $15,000 18 $ 720.00

Counseling &

Advisement 46,000 57 2,280.00

Placement

Services 8,000 10 400.00

Financial Aid

Administration 12,000 15 600.00
Total $81,000 100% $ 4,000.00

Equipment Expenditures and Depreciation Costs - Equipment expenditures
are those made during the current fiscal year for equipment as defined

in the Florida Community College Accounting Manual. This includes
expenditures of Funds 1, 2, and 7 recorded in Accounts 710, Furniture

and Equipment, and 730, Library 8ooks and Films. Depreciation costs are
derived by taking one-fifth (1/5) of the total expenditures for equipment
purchased during the preceding five year period {including the year being
analyzed) and is still inventoried and used by the college. Equipment
expenditures and depreciation costs are both reported in Report CA-2. I@
should be noted that equipment expenditures are reported as an 1nformation
item, whereas depreciation costs are used in the computation of full cost
in Report CA-3.
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In the performance of the Direct Cost study, both equipment expenditures .
and depreciation costs should be distributed from the organizational units
(departments) with which they are identified to the cost centers of the

ICS on one of the following bases:

1. A use study; or

2. If a use study is not conducted, the best estimate of use; or

3 If neither of these two methods are appropriate;“distribute
on the basis of a parameter that is most appropriate; i.e.,
student semester hours for instructional cost centers, full-
time equivalent positions for support cost centers, etc.

One method is not specified as standard since in different situations

any one of the methods may be preferable to the other two. A use study
means that records are maintained on the amount of use made of certain
equipment by activities within the cost centers of the ICS. The best
estimate of use method means that the department administrator assigns

a certain utilization of equipment to the cost centers supported by the
department. The parameter method means that one selects a specific
utilization parameter (SCH, FTE positions, etc.) which is used to distri-
bute the cost of the equipment to the cost centers.

expenditures and depreciation costs from one organizational unit
to three cost centers (note that the proportions may be different
for expenditures and depreciation):

The following example illustrates the distribution of equipment . .

Use Study or Cost Centers of
Organizational Best Estimate of Information Classification
Unit Use Proportion Structure

$ 500 Eq. Ex.
1,200 Dep. Cost

Equipment
Expenditures =
$ 1,000

$ 400 Eq. Ex.
$ 3,000 Dep. Cost

Depreciation
Costs =
$ 6,000

$ 100 Eq. Ex.
$ 1,800 Dep. Cost




Reports

1nese procedures assume that each college has an inventory of
equipment which accounts for each item by organizational unit

or has records of expenditures for equipment by organizational

unit. Since depreciation costs are based on a five-year, straight
Jine deprectiation schedule, equipment acquired (and still in use)
during the past five years (including the year being costed) should
be depreciated by one-fifth (1/5) of its purchase price. All equip-
ment over five years old will be considered to have zero dollar value
for costing purposes.

Allocation Procedures - Items F, G, and H above discussed the
procedures for distribution of expenditures from the organizational
structure for the ICS for direct cost purposes. Once this distri-
bution is accomplished, it is possible to obtain full costs by

allocating the expenditures of support functions to the instructional
functions.

Support expenditures that can be associated with a particular
instructional department, course, or group of courses should be
allocated to these when conducting the full cost study. In other
words, institutions maintaining usage records for "charge back"
purposes should use such records for allocating support costs. These
expenditures should be included in the coliege-wide costs for the
specific courses in the CA-3 full cost report. pocumentation of
back-up records which support such allocations should be maintained
for audit purposes. Other support costs should be allocated to
instructional courses based on the semester credit loads of the
various courses.

Equipment depreciation is allocated for Report CA-3, Full Cost of
Instruction. Equipment expenditures for the current year are not
included in the allocation procedure.

Three reports are categorized as cost analysis reports:

CA-1, ldentification of Operating Expenditures by Fund
CA-2, Direct Cost of Primary and Support Programs
CA-3, Full Cost of Instruction




Identification of Ope?atin? Expenditures by Fund
CA-1

Purpnse of the Report

This report is designed to identify the expenditures included in the analysis
of operating expenditures. The data reported are to demonstrate that all de-
ductions during the fiscal year under analysis from each fund maintained by the
college have been taken into account in identifying expenditures that represent
operating costs.

Instructions

EXPENDITURES COLUMN HEADINGS

Personnel Expenditures - All expenditures recorded in the 500
series of accounts during the fiscal year under analysis.

Current Expense - A1l expenditures recorded in the 600 series
of accounts during the fiscal year under analysis. Also included
are expenditures for minor equipment if recorded in Account 7065.

Capital Outlay - A1l expenditures recorded in the 70C series of
accounts, except those in the 705 Minor Equipment Account, if used.

Total - The sum of the three types of expenditures reported in the
columns.

REVENUE COLUMN HEADINGS

Federal - A1l revenue received from the federal government which can
be used for current operating expenditures.

State - All revenue received from the State of Florida which can be
used for current operating expenditures.

Student Fees - All revenue received from students which can be used for
current operating expenditures.

Other - All revenue from other sources which can be used for current
operating expenditures. Transfers-in are reported in this column,

Total - The sum of the four types of revenue reported in the columns.
ROW HEADINGS

General and Restricted Currend Funds - Record in these rows the
expenditures and revenue actually recorded in the annual reports for
the two funds.

Unexpended Plant Fund Expenditures and Revenues - Enter the revenues and
expenditures recorded in general ledger accounts 710 - Furniture and
Equipment and 730 - Library Books and Films.

the total of the General and Restricted Current Funds and general ledger

Total Expenditures and Revenue in Annual Report - This row is simply .
accounts 710 and 730 of the Unexpended Plant Fund.
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Transfers Qut - Since transfers-out are not to be included in the
cost analysis, provision is made to deduct them from the total
expenditures for analysis. Transfers-in, however, should be added
to the available revenue in the Other columns in the lower matrix.
f

Fiscal/Academic Year Adjustment - Enter in this row the net adjustment
tigure for the following situatjons:

I

A. The Instructional Personnel Expenditures made between the
beginning of the fiscal year and the beginning of the academic
year for courses which occurred in the preceding academic year
are excluded, or deducted, in the adjustment.

B. The Instructional Pérsonnel Expenditures made after the fiscal
year has ended (in the subsequent fiscal year) for courses that
begin in the academic year being costed should be included, or
added, to the total expenditures for analysis.

Less Expenditures for Capital Qutlay - A1l expenditures for the fiscal
year for capital outlay as shown on row four. The purpose of this

entry is to show that all capital outlay expenditures have been removed
from the cost analysis systea.

Plus Depreciation - The actual depreciation amount (total) which was
used 1n the analysis. The purpose of this entry, along with the fore-
going entry, is to show the net effect of using depreciation rather than
equipment expenditures in the cost analysis.

Net Transfers - The purpose of this entry is to remove the amounts
transferred into or out of the General Current Fund and the Restricted
Current Fund from the analysis of expenditures.

Less Fee Waivers - The entry is used to remove the effects of fee waivers
on the revenue or expenditures used in the analysis. The entries under
revenue and expenditures should offset (equal) one another.

Less Off-Campus Work-Study Expenditures and Revenue - This entry is used
to remove the effects of off-campus work-study revenue and expenditures
in the analysis. '

Less Non-Program Expenditures and Revenues - Exclude expenditures made
and revenues received under the terms of a contract or agreement with a
second party to make reimbursable payments for which the college receives
no benefit in the form of goods or services and are not related to any
program of the college. Examples are funds received from the federal or
state government to conduct a study or perform a service for the benefit
of the granting agency. In these cases the college is acting only as an
agent for the flow of funds and thus receives no benefits or uses any
resource related to tne project. If however, the college receives any
tangible benefits such as work services under CETA or student work study,
the expenditures should not be excluded even though the expenditures are
fully reimbursable under the terms of the agreement. Attach a separate
schedule to the CA-1 report 1isting the source of funds and a brief
description of the projects excluded from the cost analysis.
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EXPENDITURES

Personnel

| Expenditures

Current
Expense

Capital
Qutlay

General Current Fund

Restricted Current Fund

Unexpended Plant Fund (710 & 730)

TOTAL Expenditures in Anpual
fleport

Fiscal/Academic Year Adjustment

227

Less Transfers-Qut

777

Less Expend. for Capital Qutlay

Plus Depreciation

/277

Less Fee Waivers

Less Off-Campus Work-Study Exp.

I

)

Less Non-Program Expend.

TOTAL Current Year Operating
Expenditure for Analysis

REVENUE Federal

Student
Fees

General Curvent Fund

Restrict, Curr. Fd.

Unexpended Plant Fd.

TOTAL Revenue in
Annual Report

Less Fee Waivers

Yz

Y777

(22

Less (Off~Campus :
Work-Study Rev,

Less Non~-Program Rev|

%%

ADJUSTED REVENUE

Percent of Total

Return to: Bureau of Research and Information Systems, Division of Community Colleées,

Department of Education. Tallahassee, Florida 32304

6.12

113




Direct Cost of Primary)and Support Functions
(CA-2

. Purpose of the Report

This report is designed to summarize the cost analysis findings and identify
personnel resources utilized by a college during an academic year. It shows
the direct cost of each institutional category and support subfunction. It

also shows the number of full-time equivalent positions for each cost center

and personnel assignment category. The form should be reconciled to CA-1 and
CA-3 in the following manner:

A. The total expenditures reported in CA-2 equals the "Total Current
Year Operating Expenditures for Analysis" in CA-1 and the total
expenditures included in CA-3 (i.e., total Student Credit Hours
times the weighted average cost/SCH for all courses).

B. The total direct "Instructional Expenditures” column in CA-2 equals
the total "Instructional Personnel Expenditures" reported in CA-3.

C. The total of all expenditures included in Part 1 - Instruction of the
CA-2 report equals the expenditures included Tn the "Instructional
Personnel Expenditures" plus "Other Instructional Expenditures" columns
of CA-3 (Equipment depreciation only is used from CA-2 to make this
reconciliation).

D. The total expenditures in Part 2 - Support Functions of the CA-2 report
equals the total expenditures included in the “"College-Wide Expenditures"”
. column of CA-3 (Equipment depreciation only is used from CA-2 to make
this reconciliation).

General Instructions for the Distribution of Personnel Assignments and Expenditures:

This report includes a distribution of expenditures and personnel assignments for

all full-time and part-time employees of the college. To insure comparability of

the information reported it is necessary that distribution of cost and assignments

be derived from the same analysis and/or procedures so that both the dollars and
assignments fall into the same functional and personnel categories. The suggested
procedures shown in the sample workforms for the personnel assignments provide

detail guidelines which colleges should use to distribute expenditures and assign-
ments. As these workforms indicate, the assignments of each professional staff
position should be analyzed and distributed to the appropriate cost centers of the ICS.

It is important to note at this point that the standards used to compute full-time
equivalent positions are not intended to dictate institutional policy, rather they
provide only a uniform basis for computation of full-time equivalent positions for
reporting.

The following are the procedures which are to be followed in determining the full-
time equivalent positions which are reported for each category of personnel in the
CA-2 report:

Instructional Assignments and FTE Positions - A full-time equivalent (FTE)
. instructional position is defined as the equivalent of one gerSOn carrying a

full workload for the entire academic year (three semesters). The following
standards are applied to computations of instructional FTE positions:

113
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The basic units to be used to compute the FTE position are

usually the credit hour of instruction and its equivalent for
non-credit courses. One (1) full-time equivalent instructor
equates to a standard faculty workload of 42 credit hours of
instruction for the academic year (15 Fall + 15 Winter + 12 Sunmer).
1n equating faculty workloads for non-credit courses, 27 contact
hours of instruction equates to one (1) credit hour.

The credit hour of instruction i1s not a good measure of faculty
workload for some credit courses; e.g., Taboratory courses,
physical education courses, individual music lessons, etc. In

these cases, and only in these cases, use the instructional contact
hour as the standard; i.e., 15 instruction hours in the Fall +

15 in the Winter + 12 in the Summer equate to one (1) FTE position.

In some colleges adjustments are made to faculty workloads for
very large sections (multiple sections meeting at the same time
and place}. 1t is permissable in these exceptional cases to use
the college's definition of a full workload in the computation of
a FTE instructional position.

1f one wishes to convert to an academic year (two semesters) base of 30
credit hours, they can simply multiply the reported FTF positions by 1.4.
However, to have consistent reporting from all colleges the 42 credit hour
standard shall be used in this report.

The Academic Year is not compatible with the various contractual arrangements
which colleges have with their instructional employees, but it is necessary
to use the standard year to obtain comparable information. Each part-time
personnel should be treated in the same manner as full-time personnel; i.e.,
their proportionate FTE assignment should be distributed to the appropriate
cost centers (disciplines).

Instructional Function - Administrative or Managerial Assignments and FTE
Positions - This catedgory of personnel assignments include those made for
administration or management of instruction departments, divisions, or
organizational units. The standard for an FTE administrator is defined as

252 days per year and a normal workweek (usually 37.5 or 40 hours). As was
done for the instructional faculty, the assignments for administrative or
managerial purposes should be distributed to the appropriate cost centers
(disciplines) of the ICS. Those administrative assignments that are associated
with release time from instructional duties should also be included and costed
as administrative-managerial positions.

Instructional Function - Support FTE Positions - This includes assignments which

are classitied as supportive in nature {e.g., clerical, secretarial, etc.) and

are in instructional departments or organizational units. For support personnel
assignments it is acceptable to distribute the proportionate FTE and expenditures

to the various cost centers of the 1CS on the basis of the distribution of
instructional and administrative personnel. In other words, the total full-

time equivalent support positions in the instructional program may be distributed

to each of the disciplines based upon the distribution of the professional staff. .

Thus, it is not necessary to analyze the individual assignments of each of the
support personnel in the instructional area. The standard for FTE support
positions is defined as 252 days per year and a normal workweek (usually 37.5
or 40 hours).

6.14




support Function - Executive, Administrative and Managerial Assignments and

FTE Positions - This includes assignments with the primary duty of planning,
organizing, and wanaging organizational units other than those directly related
to instruction. In many colleges, individuals will have assignments which cut
across functional and personnel category lines; e.g.,

1. a person, or position, may have assignments which are related
to different subfunctions in the support area.

2. a person, or position, may have assignments in two different
personnel categories; i.e., executive, administrative, managerial
and non-instructional professional.

In these cases, the expenditures and proportionate FTE should be distributed
to the appropriate subfunction and personnel categories. In all cases the
dollars associated with the expenditures to perform the assignments should be
distributed to the same subfunction and personnel category. The FTE is com-
puted on the basis of 252 days per year and a normal workweek {usually 37.5
or 40 hours).

Support Function - Professional/Specialist Assignments and FTE Positions -

This includes those assignments which require knowledge and competence of

an advanced nature but which are not administrative or instructional. This
includes assignments to professional personnel staff for such activities as
counseling, curriculum development, research, accounting, library work, etc.

It is important to note again that the distribution of assignments of individual
staff members is based on a review and proper placement of each unique assign-
ment, rather than on the basis of the individual's primary duty or assignment.
The full-time equivalent position is based on 252 days per year and a normal
workweek {usually 37.5 or 40 hours).

Support Function - Support Staff Assignments and FTE Positions - These are
assignments which are classified as supporting in nature; e.g., paraprofessional,
clerical, secretarial, technical, custodial, and general services. As in the
instructional area the distribution of support staff assignments can be based
upon the distribution of administrative, executive, managerial and hon-instruc-
tional professional staff distribution pattern. However, in certain areas this
may not be appropriate; c.g., physical plant operations and maintenance. The
FTE-position is based on 252 days per year and a normal workweek {usually 37.5
or 40 hours).

Instructions

Part 1, INSTRUCTION

FTE Positions should be reported to two decimal places; e.g., 1.11.

Information Classification Structure - The instructional and support
cost centers are defined in Section 2 of this manual. )

Instructional Cost - The personnel expenditures for direct teaching
assignments; i.e., teaching organized and scheduled courses reported
in the Instructional Personnel expenditures column of CA-3.

6.15
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Adninistrative, Managerial Cost - The personnel cxpendiiures for .
departmental administrative assignments. Salary supplements (additives),

relcase time, and any other forns of compensation for managing the

activities in this cost component are to be included.

Adwinistrative, Managerial FTE Positions - This column includes the
number of FTE assignments with the primary duty of planning, organizing,
and managing departments, organizational units, and/or personnel in
instructional departments and divisions.

Support - The personnel expenditures made to paraprofessional, secretarial,
clerical, etc. persons assigned to and supporting instructional departments.

Support FTE Positions - Include in this column the number of FTE assignments
which are classified as supportive in nature; e.g., paraprofessional,
clerical, secretarial, etc.

Supplies and Services - The expenditures accounted for in current expense
accounts and which are made by instructional departments or equivalent
organizational units.

Depreciation Cost - One-~fifth of the total cost of equipment purchased

by the college within the past five years which is still inventoried and

used by the college. The Equipment Depreciation Cost reported in Part 1

of CA-2 is developed from instructional department equipment depreciation

and expenditures. .

Expenditures - The equipment expenditures made during the year under
analysis for instructional departments (700 series of accounts).
NOT USEDQ IN FULL COST DETERMINATION for CA-3.

Federal Funds Expenditures - Include in this column all expenditures made
from any Federal fund source. Since these expenditures are included in the
preceding columns, the column is a memorandum item and is non-additive for
total direct cost purposes.

Part 11, SUPPORT FUNCTIONS

Executive, Adninistrative, Managerial Expenditures - The personnel
expenditures to persons for conducfing assignments related to planning,
organizing, and managing the college or subdivision or service of the
college. The following are examples of positions with assignments usually
belonging in this category:

President; assistant to the president; vice president; chief

academic officer, chief business officer; chief student personnel

officer, chief librarian, planning officer; public relations

officer; managers of admissions, alumni affairs, athletics, ¢
budgets, omputer center, food serV1ces, personnel services,

physical plant, counse11ng, financial aid, placement, bookstore,

purchasing, and community services; comptr011er, legal counsel;

registrar. .




Executive Administrative, Managerial FTE - This column includes the

number of FTE assignments for planning, organizing, and managing depart-
ments, organizational units, or service units.

Professional/Specialist Expenditures - The personnel expenditures to
persons for conducting assignments that require knowledge and competence
of an advanced nature in a field of science or learning, or origina) and
creative work in an artistic field. A baccalaureate degree is usually
but not always required. Examples are assignments such as counseling,
curriculum development, learning resources, accounting, and research.

Professional/Specialist FTE - This column includes the number of FIE
assignments which require knowledge and competence of an advanced nature,
but which are not instructional or administrative. Note that this column
is included only on Part 2 - Support Functions.

Support Staff Expenditures - The personnel expenditures made to para-
professional, secretarial, clerical, office, trade, semi-skilled,
custodial, and other general services personnel.

Support FTE - Include in this column the number of FTE assignments which
are classified as supportive in nature; e.9., clerical, secretarial,
technical, custodial, general service, etc.

Other Columns - The instructions for reporting the Supplies and Services,

Depreciation Cost, Equipment Expenditures, and Federal Funds Expenditures
columns are the same as for the equivalent columns in Part 1.




Propared by

date Propared: DIRECT COST
PRIMARY AND SUPPORT FUNCTIONS

PART 1
INSTRUCT 10N

COLLEGE:

PERSONNEL EXPENDITURES AND POSITIONS EQUIPMENT

: Supplies Federal
ﬁdﬂiﬂéé%??&ive Support and Depreciation Funds

fnstructional

INFORMATTON STRUCTURE CATEGORIES FTT FTE Services Cost Expenditureq Expenditures
Expenditure  [Pos] Expenditure |Pos.| Expenditure

1.1 Advanced & Professional
11.01 Agric. & Nat. Res.
.11.02 Archit. & Environ.
L11.04 BigYegical Science
.11.09 Engineering

L11.12 tealth Professions
.11.19 Physical Sciences
.12.10 Fine and Applied Arts
.13.1) Foreign Languages
.13.15 Letters

.14.0B Education

.15.05 Business & Management
.1€.07 Computer & Infor. Sci.
.16.17 Mathematics

.17.03 Area Studies

.17.20 Psychalogy

17,22 Sacial Sciences
.18.06 Communications

.18.13 Home Economics

8014 Law

.18.16 Library Science
.18.18 Military Science
.18.21 Public Affairs

.18.23 Theology

.18.49 Interdisciplinary

e e e e el e e e et . ] el e e et ] et b et et e i

Total Advanced and Professional

CA-2
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DIRECT COST COLLLGE :
PRIMARY AND SUPPORT FUNCTIONS
PART 1, INSTRUCTION (CONTINUED)

PERSONNEL_ EXPENDITURES _AHD_POSTTIONS FOUTPHRENT
MdninistraFTve Supplies Federal
tnstructional Managerial Support and Depreciation Funds
HEURMATION STRUCTORE CATFGORIES FTE +TE Sarvicas Cost Expenditures| LExpenditures
Exponditure |Pos.y Expenditure | Pos.] Expenditure

1.0 feupational

L0 Agricul ture
1. Technicatl
2. skitled/sSemi-skilled
1. Supplemental

L2000 Distributive
1. Technical
2. Shilled/Semi-skilled
3. supplemental

Health

1. Technical

2. Skilled/Semi-skilled
3. Supplemental

Home Economics

1. Technical

2. Skiiled/Semi-skilled
1. Supplemental

Mfice

}. Technical

2. Skilled/Semi-skiiled
3. Supplemental

Trade and Industrial

1. Technical

2. Skilled/Semi-skilled
3. Supplemental

Fublic Service

1. Technical

2. Skilled/Semi-skilled
i, Supplemental

TAD L0 PATIOMAL
Tage 2 oaf 5 CA-2




COLLEGE:

DIRECT COST

PRIMARY AND SUPPORT FUNCTIONS
PART 1, INSTRUCTION (CONTINUED)

_____E£B§QHH£L__EEEiHDiIQBES_Tgun POSITIONS EQUIPMENT
mintstrative Supplies Federal

Instructional Managerial SuppPort and Deprectation Funds

INFORMATION STRUCTURE CATEGORIES FiE 113 Services Cost Expenditures| Expendftures
Expenditure] Pos.| Expenditure {Pos. | Expenditure . v

.3 Developmental

.J00 Compensatory
23200 Adult Elemen. & Secondary

.3 Total Developmental

.4 Community Instruct. Serv.

.4100 Citizenship
L4200 Recreational & Leisure Time

.4 Total Comm. Instruc. Services

TOTAL INSTRUCTION

CA-2
Page 3 of 5




DIRECT COST COLLEGE:
PRIMARY AND SUPPORT FUNCTIONS

PART 2, SUPPORT FUNCTIONS

PERSONNEL EXPENDITURES EQUIPMENT

Executive,Adminis.} Prof Supplies Federal
Mgna:gr a s Egeg 31?2%]/ Support and Depreciation Funds
INFORMATION STRUCTURE CATEGORIES | FTE FTE Services Cost Expenditures| Expenditures

Expenditure |Pos| Expenditure | Pos| Expenditure

2.0 Research

3.0 Public Service
3.1000 Community Services

4,0 .Academic Support

4.1000 Learning Resources
4.4000 Instryc. Comput. Serv.
4.5000 Ancillary Operations
4.6000 Academic Administration
4.7000 Course & Curri, Develop.
4 .B000 Prof. Person. Develop.

Total Academic Support

.0 Student Service

L1000 social & Cultural Develop,
.2000 Organized Athletics

3000 Counseling & Advisement
4000 Placement Services

.5000 Financial Aid Adminis.
L6000 Student Records & Admis.
,7000 Health Services

LB000 Serv. for Spec. Students
5.9000 Student Serv. Adminis.

Moitnan oo On

Total Student Service

CA-2
Page 4 of 5




DIRECT COST COLLEGE:
PRIMARY AND SUPPORT FUNCTIONS

PART 2, sUPPORT FUNCTIONS (CONTINUED)

PERSONNEL_EXPENGITURES EqQUIPMENT
Executive, Adminis| Professional/ SUPP;1&5 Debreciation Fgggg:l
Hanagerial Specialist Support S ani pEggta Expenditures|Expenditures
INFORMATION STRUCTURE CATEGORIES Fit FTE tiE ervices Xp r P

Expenditure |Pos| Expenditure |Pos|Expenditure {Pos.

6.0 Institutional Subport

6.1000 Executive Management

6.2000 Fiscal Operations

6.3000 General Admin. and
Logistical Services

6.6000 Admin. Support Staff Serv.

6.7000 Community Relatigns

h
Ll
L]

Total Institutional Support

7.0 Physical plant Operation
and Maintenance

8.0 Work-Study & Other Student i
Assistantship Programs :

TOTAL SUPPORT

Saate uf Fhusila

epacivent of Eduvatin

Twllshaver. Flurwia

Ralph ¥ Tuelhinginn, © nawmssner
AlTherasine arosm sl uppoctimily empluy e
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Full! Cost of Instruction
{CA-3)

Purpose of the Report

The report is designed to display the full cost of instruction for each course
offered by the college, with surmary costs for each instructional category
(discipline) and subcateqgory. While Report CA-2 shows the direct costs of all
activities carried on by the college, Report CA-3 shows the cost of producing
semester credits of instructfon with support costs allocated to the courses and
shown as the college-wide component of full cost.

Any support function expenditure that can be associated with a particular
instructional department or group of courses should be allocated to the depart-

ment or courses. These costs, however, should be included in the college-wide costs
of the CA-<3., All other support programexpenditures should be allocated to instruc-
tional courses based on the proportionate semester credit 1oads of the various courses

Instructions

ICS Code - In the first column place the ICS code for each course and
aggregation level. For each occupational course designate the Tlevel
of instruction as follows:

T for Technical courses
V for Skilled/Semi-skilled
S for Supplementary courses

Prefix - The Prefix column will show the course prefix assigned the course
by Statewide Course Numbering.

Number - The Number column will show the course number assigned the course
by Statewide Course Numbering.

Course Title - The Course Title column will show the course title assigned
the course by the college.

The following example shows the reporting format applied to the first five
columns of the Advanced and Professional Subfunction.

Course Number

ICS Code Prefix| Number Course Title SSH

1.1 ADVANCED AND PROFESSIONAL

1.11.04 Biological Science
0401 BSC 1010 01 |General Biology 5046 .0
0401 BSC J1010 L 01 General Biology Lab. B47.0
0401 1011 C 01 |General Biology 11 279.0
0401 BSC 1011 L 01 {General Biology Il Lab. 94.0
1.11.04 Total Biological Science 6266.0
TOTAL ADV. AND PROF. 6266.0
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For Occupational courses, it is nccessary to report a lower level of aggregation.

Courses should be grouped by Technical (T), Skilled/Semi-skilled (V), and Supple-

mental (S) within each ICS Category (refer to page 2.3), such as Forestry, Trans-

portation, Dental, Nursing, Commercial Art, Electronics, etc. Subtotals should .
be provided for each T, V, S group as illustrated in the example below. '

Course | Number ]
1CS Code Prefix | Number Course Title SSH
1.2 QCCUPAT TONAL
1.23 . Health Occupations
1.23.03 Nursing - Technical
1.23.0301 T NUR 1140 C 01 Fundamentals of Nursing 780.0
1.23.0301 T NUR 2110 C 01 | Maternity Nursing 400.0
1.23.0305 T NUR 1011 C 01 | Medical and Surgical Nursing 570.0

Total Technica?l 1756.0
Nursing - Skilled/Semi-skilled
1.23.0302 V NUR 2120 ¢ 1 Nursing of Children 234.0
1.23.0302 V NUR 2310 C 01 | Mental Health Nursing 253.0]
Total Skilled/Semi-skilled 387.0
Nursing - Supplemental
1.23.0302 S NUR 2805 01 | LPN Refresher 10.1
Total Supplemental 10.1
1.23.03 Total Nursing 2247.1 .
1.23.08 | Mental Health - Technical |
1.23.0801 T MHT 1010 01 | Intro. to Mental Health 219.0
1.23.0801 T MHT 2122 ]| Psychotherapy 69.0
Total Technical 288.0
1.23.08 Total Mental Health 288.0]
Total Health Occupations 2535.1
TOTAL OCCUPATIONAL 4772.1
TOTAL INSTKUCTION 13338.1

Subtotals and weighted averages for SSH, Instructional Personnel Expenditures,

Other Instructional Expenditures, College-Wide Expenditures, Total Operating Costs
Per Semester Credit and Per FTE Student are required for each ICS Category - Nursing,
Mental Health, etc., as well as the higher Tevels such as Health, Occupational and
Total Instruction. i
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Scmester Hour (Student Semester Hours - SSH) - Enter the semester credit

hours and equivalents registered for in all terms of the academic year under
analysis. Enter according to the standard procedures for enrollment accounting
from Report FA-4, FTE Enrollment Report (Student Semester Hours). The

semester hours reported on CA-3 nust cqual those reported on FA~4 for cach
discipiine and cluster. When necessary carry these out to one decimal place.

Instruc. Pers. Egpend.- Enter the unit cost attributable FO_InstructionaT
Personnel Expenditures. The unit cost 15 obtained by dividing the number of
semester hours into the expenditures for instructional pcvsonnel.

Other Instruc. Expend.- Enter the unit cost attributable to Other Instruc-~
tional Expenditures related to instructional departments:

Administrative, Managerial Personnel Expenditures
Support Personnel Expenditures

Supplies and Services

Equipment Depreciation Cost

Unit cost is obtained by dividing the number of semester hours into the
sum of the above four types of expenditures.

College-Wide Expend.- Enter the unit cost attributable to expenditures for
support programs. The unit cost is obtained by dividing the number of semester
hours into the total expenditures allocated from support programs.

Per Semester Hour - Enter the sum of the entries in the Cost/Student Hour
Columns.

Per FTE Student ~ Enter the result of multiplying the cost per semester
hour by thirty (the FTE unit value).
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Report CA-~3, FULL COST OF INSTRUCTION Colleqge

(4/74) L
Pago ___ of ___ 1!: l;} bropared by
i
I A A Dato Propared
Duc Date: Novembor 1 ]I‘MI'I:::]‘m'::ﬂmﬂ:N”m .
A e Signature of Pros.
'
Total
Discipline/Couriia . Cost/Semoater Hour Operating Conts
Student JInstruc,| Other [College Por J
Ics Cour so ' Someater Pers, |Instruc.| wide [Eeresterl Per ¥TE
Code Pro,g No. Courge Title itours { Expend.| Expend.| Expend. | Credit { Student
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Sample Workforms

Purpose of Sample Workforms

The following pages include sample workforms which can be used to collect and
analyze expenditure data for the cost analysis system. These forms and procedures
are very general. Each institution will wa<t to develop its own forms and proce-
dures according to its policies and depending on what it desires out of the system.
In some cases colleges have most or all of the required information in their com-
puter data base and with only s1ight modifications or additions can develop the
analytical reports needed without having to implement a large data collection task.

WORKFORM A
Personnel Assignments

Purpose of the Workform

This workform provides a means of collecting basic data to analyze the workloads
of individuals employed by the college. It also contains the information necessary
to crosswalk personnel and salary data between the organizational unit structure
and the p-ogram structure.

Instructions and Definitions

1.0. Number - This is a number (code) which identifies the employee.

Account Number - This is the budgetary department or organizational unit
number from which the individual was paid.

Contract Type - This is a code for the type of contract which the 1nd1v1dua]
holds with the college (institutionally defined).

Part-Time - This field is used to record the percentage of a full-time
equivalent position for part-time personnel.

Reporting Period(s) - This is used to record the term(s) or other time
frame used for the report.

Basic Salary - This field is used to record the salary paid for performance
of the assignments made to the individual. If additives are given to persons
for the performance of specific assignments, they should not be included in
the basic salary.

Additives - Record in this field the amount of the salary additives paid
persons for specific assignments listed on the form.




Teaching

Assignments

(A)

Course ID ~ This column is used to record the specific identification

for cach course section taught by the individual, prefix or department,
course number, and section number,

Credit Value - Enter the number aof semester credit hours assigned to this
course or the number of credit hour equivalents computed for the course. A
credit hour equivalent is calculated by dividing the number ot cliock

hours of instruction for the course by 27.

Weekly Course Contact Hours - Enter the number of hours per week that
a course s scheduled to meet. If a course meets for a partion of a

term, enter the average weekly contact hours computed by dividing the
weeks in the term into the total contact hours.

Method of Instruction - Enter the methods used for instruction for
the course (institutionally defined).

Enroliment - Enter the number of students earoiled in the course section.
This enrollment figure should be verifiable from official college records
since it was used as the basis for funding.

% of Assignment - This is the percent of a full instructional load
which this course represents.

ICS Code - This is the ICS Code which identifies the course with a
specific HEGIS discipline or USQE category.

Account Number - This is used only when a person is paid from an
account other than that recorded at the top of the form. Otherwise
it can be left blank.

The entry of other types of data on this form is optional. For
example, the building and room and class meeting times could be
entered if they could not be obtained easily from awother file. As
mentioned earlier, if good data bases are developed for the student
record, course record and personnel systems, most of this data will
be available on existing computer files. Therefore, what is shown
here is strictly a manual approach.

Other Instructional Related Assignments

(1)

(J)

(K)

Assignment Description - Enter in this column a brief description of
the assignment; e.g., department administration (or chairman), student
advisement, etc.

ICS Code - Enter the appropriate subfunction and discipline category
code for which the assignment was made.

Personnel Category - Enter the code for the personnel assignment category.

A. Executive, Administrative, Managerial
B. MNon-Instructional Professional
C. Support
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(L)

(M)

(M)

% of Assignment - Enter the percent of an annual full-time
assignment represented by this assignment.

Additive Amount - Enter the amount of any additive pald the individual
for carrying out this assignment.

Account Number - Enter the account number of the department or
organization unit from which a person was paid if other than that
listed above,

Assignments Other Than Instruction

(0)

(S)

{T)

Assignment Description - Enter in this column a brief description
ot the assignment. It could also be used as a place for entering
position title or class.

ICS Code - Enter the appropriate ICS function and subfunction code
for each assignment.

Personnel Category - Enter the code for the personnel assignment
category.

% of Assignment - Enter the percent of an annual full-time
assignment represented by this assignment.

Additive - Enter the amount of any additive paid the individual for
carrying out this assignment.

Account Number - Enter the account number of the department or

organization unit from which a person was paid if other than that
Tisted above.
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PERSONNEL ASSIGNMENTS WORKFORM A

Kame of Individual 1D Number Account, Number Contrackt Parc-Time
Type
Reporting Yeriod (8) Basic Salary Adivivea Total Annual FTE
TEACHING ASSIGNMENTS
Course 1D (A) Credit value (B) uréckly(c) Method (D (E) (r) «©) (H)
ourse
Pre Contact of % of 1CS Acct.
(Depr)f MNo. [ Sect.! Cr/Hrs.l cr/iir Eq. Hours Inst. | Enroll|Assignl Code 4
OTHER INSTRUCTIONAL RELATED ASSIGNMENTS
(1) ICS (J)] Personnel(K)] % of (L)] Additive(M}| Account (N)|
Assipmment Description Code Category Aasign. Amount No.
10 *
10- -0- —
1’“ — -
10- _0- —
10- _0- —
ASSIGNMENTS OTHER THAN INSTRUCTICN
()] 1cs (P)]| Personnel(Q)| % of (R)| Addivive(s Account (T)
| Ascigmmenr Descriotion Code Category Assign. Amount No.




WORKFORM B

Direct Instructional Cost by Course

Instructions and Definitions

The data taken from Workform A - Personnel Assignments, Teaching Assignments,
is sorted by course within discipline within cluster. This makes it possible
to compute instructional <alary course costs by aggregating all course section
salary expenditures and to obtain totals for each discipline and cluster. This
will place the courses in the same order as required for Report CA-3.

Course/Discipline - In this column print the title of the course, course
prefix and number, and program code (all 7 digits).

Columns a through d - For each course, print the data taken from the
Teaching Assignment portion of Workform A.

Column e - Compute and print the weighted average cost for instructionat
salaries for each course, discipline, and cluster. This is simply the sum
of the expenditures, column d, divided by the sum of the student credit hours.




Workform B
DIRECT INSTRUCTIONAL COST
BY COURSE

a b C d e

Course/Cluster Inatructor | No. of} Sty Sem|Teaching| Teaching Salary
Name Numbes Students Hours of | Salary Cosc/Stu. Sem.
Credit | Expend. llour




WORKFORM C AND D

Personnel Analysis by Organizational Unit and Function

Purpose of Workforms C and D

These workforms Drovide the crosswalk between the organizational structure
and the I1CS. On Workform C, personnel resources {FTE positions by type)
and expenditures are displayed by function within organizational unit.
Therefore, one has a picture of how functions contribute or relate to the
organizational structure. Workform D shows the same data displayed by
organizational unit within function. With tnis perspective, it is possible
to see how organizational units support specific functions.

The sum of the salaries for each organtzational unit shown on Workform C
should be matched to actual figures reported in the accounting system
{Department Ledger Report) for the same time period.

139
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Pergsonnel Analysis by Organizational Unit WORKFORM C

Pergonnel Assignment Categorics

Ingtructional |Exec.,, Adm, Man.| Other Prof. Support

Organizational
Unit Function No. Salaries No. Salaries No. Salarias Salaries

General Description - The number of FIE and the total salary expenditures for each personnel
asaigrment category is displayed by function within Organizational units. The percentage of the

organizational units expenditures which are distributed to each cluster is ghown in the last column.

This report can be uged to verify that the expenditures distributed to the function balance with
the expenditures recorded in the financial accounting system by organizational unit.

Detail is by Discipline.

Totals are printed for discipline, subfunction, function, Organizational Units, and Funds.




Yersonnel Analysis by Function WORKFORM D

Personnel Assignment Categorics

Organizational structional JExec. Admin, Man| Other Prof. Support
Unic Salaries| No. Salaries | No.| Salaries| No.| Salaries

General Description - The number of FIE and the total salary expenditure for each personnel
assigmment category is displayed by organizational unit within HEGIS discipline category for
instructional function and withinsubfunction for all other functions. The percent of the

function expenditure represented by each contributing organizational unit is computed and
displayed.

Detail ig by organizational unic.

Totals are printed for clusters, subfunctions, and functions.

-




WORKFORM E

Ristribution of Expenditures for Supplies

cLure

Purpose of Workform E

This step in the cost anmalysis process is designed to move or crosswalk
expenditures for supplies and services from the institutional organizational
structure to the ICS cost centers, Where Workforms C and D accomplished this

for salaries, this workform will crosswalk expenditures for supplies and
services to the 1CS.

Procedures and Definitions

Column (a) Salaries - This entry is obtained from Workform C. 1t is
the sum of the salaries (all types) for each instructional discipline
and support subfunction distributed from each organizational unit.

Column (b) Supplies and Services - The expenditures for supplies and
services are distributed to each function in the same proportion as
salary expenditures, The total for each organizational unit should

match the actual expenditures shown in the Departmental Ledger Report
of the accounting system.
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Workform E
. Distribution of Expenditures for Suppiies

and Services to the Program Structure

. _ Salaries Supplies & Ser.
Organizational Unit Function % Amount | %

L5




WORKFORM F
Equipment Distribution

Purpose of Workform F

This workform is used to calculate and distribute the current year expenditures
and depreciation on equipment. It is completed or printed for each organization
unit and the distribution is made to each function within the organizational
unit.

Procedures and Definttions

Both current year expenditures and depreciation of equipment costs are distributed
from the organizational structure to the ICS using one of the following methods:

1. A use study which analyzes the time or extent of the use of specific
equipment by each function supported by an organizational unit.

2. The best estimate of use according to the supervisor of the organiza-
tional unit.

3. A parameter used to distribute among functions; e.q., student credit
hours, number of professional staff, net assignable square feet, etc.

Column (a) Equipment Costs Current Year - These are the expenditures made
during the academic year being studied.

Column (b) Equipment Depreciation - A five-year straight line d-preciation

is used for all equipment acquired before the end of the academic year being
analyzed. This amount is computed by dividing the cost of equipment purchased
during the five-year period (including the current year) by five. Equipment
purchased prior to this time is not included in the cost analysis.
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Workform F

Equipment Distribution

Organizational Unit

Function

(a)Equipment Codts
Current Year

(b)Equipment
Deprec,




SECTION 7

STUDENT FEES m:o FEl)s WAIVER REPORT
FW-1

Purpose of the Report

There 1s considerable legislative and other interest in fees charged, as well
as waived for students. The Student Fees and Fee Waiver Report (FW-1) displays
information about fees waived in various categories, fee waiver policy and a
schedule of student fees.

Instructions for Report (FW-1)

The information for this report is developed in September of each year and
{represents all fees waived in the prior fiscal year, the fee waiver policy
of the college related to these fee waivers and @ schedule of student fee
charges for the current (as of October 1) academic year.) 1s subdivided into
three parts which are briefly described below:

Part 1 - Fee Waiver Report - This part represents all fees waived in the
prior fiscal year. As reported in Part 1, fees waived must agree or be
reconcilable with fee waivers reported in the AFR Annual Financial Report
and the OCR B3 Financial Assistance to Students in Institutions of Higher
Education.

as 1n Part 1, the policies of the college related to the granting of waivers
reported in Part 1.

. Part 2 - Fee Waiver Policy - This part should provide, in the same sequence

Part 3 - Schedule of Student Fee Charges - This part reports student fee
charges in effect at the college as of (ctober 1. These charges are the
current academic year for charges.

The following are definitions and instructions to be used to complete the FW-1
report, Parts 1, 2, and 3. Report forms also follow.

oo




Instructions for Part 1 (Fee Waiver Report)

Classification of Student Fee Waivers .

1. Athletics - Fees waived for actual participation in the college's sports
program.

re

scholastic, Academic Achievement, etc. - Fees waived on the basis of past
grades or other criteria of academic success. This category
would also include waivers for past achievement in music, art,
etc. as opposed to waivers for participation in chorus, band, etc.

3.  financially Disadvantaged - Fees waived for those with Tow income, from low
income families, and otherwise economically deprived.

4, (ollege Employees and Employee Dependents - Fees waived for faculty and
staff members, their spouses, and their children.

5. Employees of QOther Governmental Agencies - Fees waived for those employed
by any public agency such as another college, the public school
system, the county, the state, or the federal government.

6. Senior Citizens - Fees waived for students who have attained the age, as
defined locally, of a senior citizen or persons who are retired.

7. Student activities - Fees waived on the basis of actu>] participation in

. college activities such as band, chorus, s“udent government,
school publications, etc. This group is not to be confused
with scholastic and academic recipients.

g, Prison Inmates - Fees waived for those being detained in city, county,

state, or fed%;al prisons.

-

9,  QOther - Those fee waivers which do not clearly fit into any of the above
categories. Categories here should be clearly defined or described.

10. Total - All Fee Waivers - The aggregated totals for all fee waiver types.

Definitions

1. Number of students receiving the waiver(s) during the fiscal year. This is
an unduplicated headcount of the number of students receiviny a particular
type of waiver. If the student received more than one waiver of this type
during the fiscal year, he or she would be counted only once. (The student
would be counted again if he or she received another type of waiver as well.)
Headcount is unduplicated within each type of waiver.

2. Number of fee waivers awarded. This is a count of the total number of fee
waivers awarded for each waiver type.

11y
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Student semester hours for credit courses for which fees were waived.
Report student semester hours to the necarest hour,

Credit hour equivalents for non-credit courses for which fees were waived.
These are computed equivalents of student scmester hours for courses in which
no credit §s awarded {non-credit courses)., Student semester hour equivalents
are computed by dividing the total number of Instructional Hours by 27.
Instructional hours are computed by multiplying the number of students offi-
cially registered by the number of hours that the course meets; i.e., the
number of hours each Student received instruction. Report credit hour equiva-
lents to the nearest hour.

Dollar amount of fee waivers for this waiver type. Provide the total dollar
amount of fees waiveu for each waiver type.




Page 1 of 7
NIVISION OF COMMUNITY COLLEGES

Student Fees and Fee Waiver Report

Fiscal Year: Colleqge:

Part 1 - Fee Waiver Report )

1. Waiver Type: Athletics

a. Number of students receiving the fee waiver(s) during
the fiscal year:

b. Number of fee waivers awarded:

c. Student semester hours for cred1t courses for
which fees were waived:

d. Credit hour equivalents for non-credit courses
for which fees were waived:

e. Dollar amount of fee waivers for this waiver type: $

2. Haiver Type: Scholastic, Academic Achievement, etc.

a. Number of students receiving the fee waiver(s} during .
the fiscal year:

b. Number of fee waivers awarded:

c. Student semester hours for credit courses for
which fees were waijved:

d. Credit hour equivalents for non-credit courses
for which fees were waived:

e. Dollar amount of fee waivers for this waiver type: k3

3. Waiver Type: Financially Disadvantaged

a. Number of students receiving the fee waiver(s) during
the fiscal year:

b. Number of fee waivers awarded:

C. Student semester hours for credit courses for
which fees were waived:

d. Credit hour equivalents for non-credit courses
for which fees were waived:
e. Dollar amount of fee waivers for this waiver type: $
151
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Page 2 of 7
DIVISION OF COMMUNITY COLLEGES

Student Fees and Fee Waiver Report

. Fiscal Year: College:
4, Waiver Type: College Employees and Employee Dependents

a. Number of students receiving the fee waiver(s) during
the fiscal year:

b. Number of fee waivers awarded:

C. Student semester hours for credit courses for
which fees were waived:

d. Credit hour equivalents for non-credit courses
for which fees were waived:

e. Dollar amount of fee waivers for this waiver type: $

5. Waiver Type: Employees of Other Governmental Agencies

a. Number of students receiving the fee waiver(s) during
the fiscal year:

b. Number of fee waivers awarded:

c. Student semester hours for credit courses for
which fees were waived:

d., Credit hour equivalents for non-credit courses
for which fees were waived:

e. Dollar amount of fee waivers for this waiver type: $

6. MWaiver type: Senior Citizens

a. Number of students receiving the fee waiver(s) during
the fiscal year:

b.  Number of fee waivers awarded:

C. Student semester hours for credit courses for
which fees were waived:

d. Credit hour equivalents for non-credit courses
for which fees were waived:

e. Dollar amount of fee waivers for this waiver type: $

15:
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Page 3 of 7

DIVISION OF COMMUNITY COLLEGES

Student Fees and Fee Waiver Report
Fiscal Year: College:

7. Maiver Type: Student Activities

a. MNumber of students receiving the fee waiver(s) during
the fiscal year:

Number of fee wajvers awarded:

Student semester hours for credit courses for
which fees were waived:

Credit hour equivalents for non-credit courses
for which fees were waived:

Dollar amount of fee waivers for this waiver type:

Waiver Type: Prison Inmates

a. Number of students receiving the fee waiver({s) during
the fiscal year:

Number of fee waivers awarded:

Student semester hours for credit courses for
which fees were waived:

Credit hour equivalents for non-credit courses
for which fees were waived:

Dollar amount of fee waivers for this waiver type:

Waiver Type: Other:
{Specify)

Number of students receiving the fee waiver(s) during
the fiscal year:

Number of fee waivers awarded:

Student semester hours for credit courses for
which fees were waived:

Credit hour equivaients for non-credit courses
for which fees were waived:

Dollar amount of fee waivers for this waiver type:
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DIVISION OF COMMURITY COLLEGES

Student Fees and Fee Waiver Report

. Fiscal Year: College:

NOTE: This_page should be duplicated as necessary to provide
for all fee waivers.

Waiver Type: Other:
{Specify) -

Number of students receiving the fee waiver(s} during
the fiscal year:

Number of fee waivers awarded:

Student semester hours for credit courses for
which fees were waived:

Credit hour equivalents for non-credit courses
for which fees were waived:

Dollar amount of fee waivers for this waiver type:

Waiver Type: OQOther:
{(Specify)

Number of students receiving the fee waiver(s) during
the fiscal year:

Number of fee waivers awarded:

Student semester hours for credit courses for
which fees were waived:

Credit hour equivalents for non-credit courses
for which fees were waived:

Dollar amount of fee waivers for this waiver type:




Page 5 of 7

OIVISION OF COMMUNITY COLLEGES

Student Fees and Fee Waiver Report .

Fiscal Year: College:

10. Waiver Type: Total - All Fee Waivers

a. Number of students receiving the fee waiver(s) during
the fiscal year:

b. MNumber of fee waivers awarded:

c. Student semester hours for credit courses for
which fees were waived:

d. Credit hour equivalents for non-credit courses
for which fees were waived:

e. 0ollar amount of fee waivers for this waiver type: $

Prepared by:
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DIVISION OF COMMUNITY COLLEGES

Student Foes and Fee Waiver Report

Fiscal Year: College:

Part 2 - Fee Waiver Policy

1.

Please provide the fee waiver policy of the college relative to each type
of waiver. This may be derived from the college catalog or other college
publication, from policy and procedure manuals or other internal documents.
The sequence should follow that of Part 1; i.e.,

1. Athletics

The college policy relative to athletic fee waivers is

Scholastic, Academic Achievement, etc.

The college policy relative to scholastic/academic achievement
fee waivers is

etc.

NOTE: Attach separate pages as needed.
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DIVISION OF COMMUNITY COLLEGES

Student Fees and Fee Waiver Report

Academic Year: College: .

Part 3 -~ Schedule of Student Fee Charges

1. In the space below please report the charge per student credit hour for
credit courses for ipn-state matriculation and out-of-state tuition and

matriculation,
Qut-of-State Tuition
Credit Courses In-State Matriculation and Matriculation
Advanced and Professional
Courses

Occupational Courses $ /credit hour /credit hour

Compensatory Courses

2. In the space below report the average charge per credit hour equivalent for
non-credit courses in each instructional subfunction or cluster Tisted. This
should be determined by deriving the average charge per instructional hour
gteacher contact hour} and then. computing the credit hour equivalent charges.

Refer to examples on next page.) For example, if the average charge per
instructional hour for Citizenship courses is $.40 then the credit hour equiva- .
Tent charge is $10.80 (i.e., 27 x $.40). Twenty-seven (27) instructional
hours is equivalent to one semester Credit hour for this purpose.

Occupationatl $ /credit hour equivalent
Compensatory $ /credit hour equivalent
Adult Elementary & Secondary $ /credit hour equivalent
Citizenship 3 /credit ﬁour equivalent
Recreational & Leisure Time $ /credit hour equivalent
Prepared by: Date:

B5q,  State of Florida .
R" N Department of Education
157 3 B Tallahassee, Florida
B o)
o

v Ralph D. Turlington, Commissioner
AT ¥ An equal opportunity employer




. Examples for Computing Fees for Credit Hour Equivalents

Charge per person for a typical non-credit course: $ 30.00

Instructor's contact hours teaching this course: 45

Average charge per instructiopal hour: $ 30.00 + 45 = $.607
Report the credit hour equivalent charge: $ .667 x 27 = $18.00

OR

Total charges for all non-credit courses: $ 3200

Total student clock hours for these courses: ' 6000

Average charge per student clock hour: $ 3200 + 6000 = $.533
Report the credit hour equivalent charge: $ .533 x 27 = $14.39

S




"~ SECTION 8

FACILITIES INVENTORY REPORT
IU"], 2, 3, 4

Purpose of Facilities Inventory

The Facilities Inventory provides the dava base for all re$orts involving the
physical facilities of a college. From these reports, evaluations and decisions
are made which effect the future of the college.

The data are used in many ways: to determine the pumber of existing student

stations and the instructional capacity, for matching with the Space Utilization
Report in the identification of the amount of utilization of instructional rooms,

to report accommodations for the physically disabled, for site planning, by the
educational plant survey, to identify space needs ysed for the capital outlay budget
request, and in the generation of funding needs for facilities depreciation. With
all of these applications, it is critical that these data be correct.

Further, Sections 235.41(1) and 235.435(4) of the Florida Statutes require that
an updated facilities inventory be maintained for use by the Office of Educational
Facilities Construction, Department of Education.

Overview of Facilities Inventory

The Facilities Inventory contains information about each site, each building on
each site and each room in each building that is used by the college. All
buildings owned by the college, including those for which a construction contract
has been awarded, are included in the inventory. Leased or shared sites, buildings
and rooms also are included when the agreement for leasing or sharing is fer more
than one year.

In additjon to maintaining the Facilities Inventory, the college is responsible

for submitting a complete file of building schematics and site Plans to the Office
of Educational Facilities Construction. This file of simple 1ine drawings includes:
the configuration of rooms for each building (schematics} and the layout of
buildings on each site (site plans) contained in the Facilities Inventory. The
drawings are to be on letter or legal-size paper and labeled appropriately. They
are to be updated whenever changes are made.

General Description of Report

The Facilities Inventory consists of three files: site file, facility file and

room file. Each entry in the files is uniquely identified by its key element.

The key element for a site is site number. The key element for a facility consists
of site number and facility number. ¥For a room, it is the combination of site
number, facility number, room number and room-number suffix. When the files are

updated, data are referenced by these unigue identifyina numbers.
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This report provides the means for updating the inventory by adding, changing or
deleting entries in the existing files, Typically the inventory is updated by
using the Inventory Update {IU) forms included in this section. The IU-1, Site
Update, is the form used for updating information in the site file. The IU-2,
Facility Update, is for che facility file. The IU-3, Room Update,is for the room
file. The IU-4, Number Change, is used for all number changes, whether for the
site, facility or room file. The inventory also may be updated by equivalent
punched cards or computer tape.

The first update cycle of each year reports the facilities as they are on June 30th.
This inventory is used in the preparation of the capital outlay budget request. The
second update cycle reports the facilities as they are during a selected week in
October. This inventory is matched with the Space Utilization Report for the same
week. An additional update is prepared by a college when it has scheduled an
educational plant survey. This update is submitted to the Division Sixty days
prior to the survey. In the event that a college has no updating activity during

a regular update cycle, a letter is to be sent to the Division stating this fact.

General Instructions for Report

A.  Requirements for Types of Transactions
The TU-1, 2 and 3 forms allow for three types of transactions:

1. new entry
2. change of existing entry
3. deletion of existing entry

Every transaction type 1, new entry, requires that data must be
entered in every field. Any exceptions to this requirement are
specified under the Definitions and Instructions sections below.

A transaction type 2, change of existing entry, requires that the
numbers which uniquely identify the space must be entered in the
key fields. Then additional data are entered only in the fields

which need to be changed. po not reenter correct data that already
exists in the inventory.

Transaction type 3, deletion of existing entry, requires that only
the numbers which identify the space must be entered in the key fields.
‘Do _not reenter any other data.

B. Data Entry by Numeric Codes

Numeric codes must be used to enter data on the [U forms. Only
numerals are to be used; no dashes, slashes, commas, periods, etc.
are allowed. Descriptive words must not be used on these entry forms
even though the finat printout contains them. The only places where
characters other than numerals are allowed on the IU forms are the
site, facility and room name fields, the room number prefix and the
room number suffix.
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Right-Justified Fields

A1l pumeric data fields are right-justified. Do not annex leading
zeros to the left-hand side to fill in the fields.

Data Entered on Each Line

Data must be entered in every necessary field on each 1ine of entry
of an IU form. Do not use squiggly lines or ditto marks to carry
data down the page.

Name Fields

The fields for site name, facility name and room name are fifteen {15)
characters wide. If longer names are entered on IU forms they are
truncated to fifteen places. The characters that are allowed in

the name fields include letters, underlined letters, numerals, blanks,
periods, commas, hyphens, slashes and parentheses. Other characters
are changed to blanks. Ampersands are not allowed.

Format for Dates

A1l dates entered in the data fields on the IU forms must be in the

format YYMM which stands for the last two digits of the year and two
places for the month. {(For example, June 1980 is entered as 8007.)

The day of the month is not reported. Dashes and slashes are not

allowed. When the month is no% known, two zeros are used.

At the bottom of each IU form is a space for the date the update is
prepared. This is entered with the update data and appears under

the "Last Update" column on the printout. The dates dictate the
chronological order in which updates are implemented. When the order

of implementation is critical, as with number changes, different dates
can be used on separate forms as a means of manipulating the sequence.
The format for the date of preparation is YYMMOD, two places each for
year, month and day. (For example, November 15, 1981 is entered 811115.)
Dashes and slashes are not allowed.

Matching of Sites, Buildings and Rooms

When a site is added to the inventory, it may or may not contain any
facilities. But when a facility is added it always must be located on

a site. Whenever a building is added to the inventory, the rooms for
that building aiso must be added. When a facility other than a building
is added, it probably will not have any rooms. Further, no rooms can

be added without the addition of the building which contains them. A
facility cannot exist without a site. A building cannot exist without
rooms and rooms cannot exist without a building.




Likewise, when a site 1s deleted, the facilities on that site and .
the rooms in the -buildings on that site also must be deleted. When

a site remains, but a building is deleted, the rooms in that building

also must be deleted.

H. Organization of Report ’

Each U form must include the npame of the college, the name of the
person who prepared the form and the date the form was prepared.

A1l of the update forms for one cycle are to be batched together with
the 1U-4 forms placed first, followed by the [U-1 forms, then the
IV-2 forms and finaily the IU-3 forms. The complete batch of forms
is to be pumbered successively. For ease of reference, the updates
should be in numerical order as they appear in inventory, by site
number, facility number and room number.

Definitions and Instructions for Site Update, IU-1

Each data field which appears on the IU-1, Site Update form is described below.
Definitions of codes and special instructions are given for each field. Unless
otherwise specified, fields are one place wide and codes are numeric only.

Data Fields

1. File Number - Required for ail transactions. . : .
The inventory file to which the entry app]ies.o Preprin;ed on IU.
Code Definition
1 © Site file

2. Transaction Type - Pequired for all transactions.

The type of transaction which applies to the entry.

Code Definition
1 New entry
2 Change of existing entry
3 Deletion of existing entry

3. Site Number - Required for all transactions.

Two-place field. Unique number among all site numbers for
the college. Key element for identifying a site within the
file. :

g2 ®
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Site Name - Required for transaction type 1.
Fifteen-ptace ficld. Alpha/numeric (sce Item E, Name Ficlds
under General Instructions for Report, above).

Site Type ~ Required for transaction type 1,

Designation of the nature of the site,

Code Definition

Campus

Additional campus
Instructional center
Special purpose center
Administrative center
Undeveloped site

Other

O ohin = Lo P =

Site Area in Acres - Required for transaction type 1.

Six-place field. Area of site in acres. May contain two
decimal places.

Site Ownership - Required for transaction type 1.

The agency with which the title to the site rests.

Code Definition
1 Owned in fee simple.
2 Title vested in the institution and being

paid for on an amortization schedule (regardless
of whether site is shared with another institution
or organization).

3 Title vested in a holding company or land
corporation to which payments are being made
by the institution; title utlimateiy will pass
to the institution (includes lease-purchase
arrangements).

4 Not owned by the institution, but leased or
rented to the institution at a typical local rate,
5 Not owned by the institution, but made available

to the institution either at no cost or at a
nominal rate.
6 Not owned by the institution, but shared with an
' educational organization that is not a post-
secondary ijnstitution.

7 Not owned by the institution, but shared with
another postsecondary educational institution.
8 Other (e.g., not owned by the institution,

but shared with a2 noneducational institution).
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10.

11.

12,

13.

Site Length of Holding - Required for transaction type 1.

Two-place field. Number of years for which a site is leased

or shared. Use zero for more than 99 years. Use zero for owned
site.

Site Acquisition Means - Required for transaction type 1.

The means by which the site was acquired.
Definition

Purchase

Gift

Gift and purchase

Transfer from Board of Public Instruction
{ease or rental agreement

Other

(g
TN B o Y — 'O
(=
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Site Acquisition Cost - Required for transaction type 1 unless
site 1s unowned (site ownership codes 4, 5, 6, 7, 8).

Eight-place field. The cost of acquiring the site. Round
off to the nearest dollar. Do not use dollar Signs or commas.

Site Acquisition Date - Required for transaction type 1.

Four-place field. YYMM form {two places each for year and month).
The year and month in which the site was acquired. Do not enter
dashes or slashes.

Site Book Value in Dollars - Required for transaction type )
unless site 7s unowned (site ownership codes 4, 5, 6, 7, 8).

Eight-place field. The value of the site in dollars as carried
by the college in its financial records. Round off to the nearest
dollar. Do not enter dollar signs or commas.

Site Book Value Date - Required for transaction type 1 unless
site 1s unowned (site ownership codes 4, 5, 6, 7, 8).

Four-place field. YYMM form (two places each for year and month).
The year and month in which the site book value in dollars was ©
determined. Do not enter dashes or slashes.
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. Definitions and Instructions for Facility Updatc, I1U-2

Lach data ficld which appears on the IU-2, Facility Update form is described
below., Definitions of codes and special instructions are given for cach field.
Unless otherwise specified, fields arc onc place wide and codes are numeric only.
Data Fields
1. File Number - Required for all transactions.
The inventory file to which the entry applies. Preprinted on IU.
Code Definition
2 Facility file

2. Transaction Type - Required for all transactions.

(See Item 2, Transaction Type under Site Update, above.}
3.  Site Number - Required for all transactions.

(See Item 3, Site Number under Site Update, above.)

4. Facility Number - Required for all transactions.
. Four-place field. Unique nrnber among all facility numbers
for the site. Part of key element for identifying a facility
within the file.

5. Facility Name - Required for transaction type 1.

Fifteen-place field. Alpha/numeric (see Item E, Name Fields
under General Instructions for Report, above).

6, Facility Type - Required for transaction type 1.

Designation of the nature of the facility.

Code Definition

Building

Parking area
Athletic area
Agricultural field
Qutdoor swimming pool
Other

R L)y —
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7. Facility Status - Required for transaction type 1.

Classification of the life of the facility.

Code Definition .
] Permanent

2 Temporary

3 Under construction

A facility must be entered into the inventory during the first
update cycte following the award of the construction contract.
If a contract is awarded on June 30th, the facility must be
added during the June 30th update cycle. Facility status code
3 is used until the final inspection at which time the code is
changed to either 1 or 2.

3. Facility Condition - Required for transaction type 1.

The physical quality of the facility.
Code Definition

1 Satisfactory: Suitable for continued used .
with normal maintenance.

2 Remodeling-A: Requires restoration to present
acceptable standards without major room-use
changes, alterations or moderinzations. The
approximate cost of Remodeling-A is up to 25
percent of the estimated replacement cost of
the facility.

3 Remodeling-B: Requires major updating and/or
modernization of the facility. The approximate
cost of Remodeling-B is between 25 and 50 percent
of the estimated replacement cost of the facility.

4 Remodeling-C: Requires major remodeling of the
facility. The approximate cost of Remodeling-C
is more than 50 percent of the estimated replace-
ment cost of the facility.

I{”i
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10.

Code Definition

5 Demolition: Should be demolished or abandoned
because the facility is unsafe or structurally
unsound, irrespective of the nced for space or
the availability of funds for replacement.

6 Termination: Planned termination or relinquish-
ment of occupancy of the facility for reasons
other than unsafeness or structural unsoundness,
such as abandoment of temporary units or vacating
of leased space.

An unsatisfactory facility condition code, code 5, demolition
or code 6, termination, can be entered for a facility only
at the recommendation of an educational plant survey in the
written survey report or with the written concurrence of the
Survey Section of the Office of Educational Facilities
Construction.

Facility Area in Gross Square Feet - Required for transaction

type 1 unless the facility 15 not a building (facility type
codes 2, 3, 4, 5, 0).

Six-place field. The sum of the floor areas of the building
incliuded within the outside faces of exterior walls for all
stories or for areas that have floor surfaces. Gross area is
computed by measuring from the outside face of exterior walls,
disregarding cornices, pilasters, buttresses, etc., which
extend beyond the wall face. Round to nearest square foot.

Facility Ownership - Required for transaction type 1.

The agency with which the title to the facility rests.

Code Definition
] Owned in fee simple. .
2 Title vested in the institution and being

paid for on an amortization schedule {regardless
of whether the facility i5 shared with another
institution or organization).




Code Definition

3 Title vested in holding company or building
corporation to which payments are being made by
the institution; title will ultimately pass to .
the institution (includes lease-purchase
arrangements).

' 4 Not owned by the institution, but leased or rented

to the institution at a typical local rate.

5 Not owned by the institution, but made available

to the institution either at no cost or at a
nominal rate.

6 Not owned by the institution, but shared with an
educational organization that is not a postsecondary
institution.

7 Not owned by the institution, but shared with
another postsecondary educational institution.

8 Other (e.g., not owned by the institution, but

shared with a non-educational institution).

17. Facility Length of Holding - Required for transaction type 1.

Two-place field. MNumber of years for which the facility is leased
or shared. Use zero for more than 99 years. Use zero for owned
facility.

12. Facility Inspection Date - Required for transaction type 1. (For
exceptions, see note following Item 16, below.)} Required when
facility status code 3 is changed to code 1 or 2.

Four-place field. YYMM form (two places each for year and month). .
The year and month in which the Certificates of Final Inspection

was issued for facility constructed for the college. The year and

month in which construction was completed for purchased facility.

Do not enter dashes or slashes.

13. Facility Occupancy Date - Required for transaction type 1 unless
the facility is not a building (facility type codes 2, 3, 4, 5, Q)
or unless the facility is under construction (facility status code 3)}.
Required when facility status code 3 is changed to code 1 or 2.

Four-place field. YYMM form {two places each for year and month}.
The year and month in which the facility was initially occupied by
the college. Dp not enter dashes or slashes.

14. Facility Construction Cost - Required for transaction type 1. {For
exception, see note following Item 16, below.} Required when
facility status code 3 is changed to code 1 or 2.

Eight-place field. The final construction cost or the total
purchase price of the facility. Round off to nearest dollar. Do
not enter dollar signs or commas.

ot
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16,

Facility Estimated Replacement Cost - Required for transaction
type 1. (For exceptions, see note following Item 16, below.)
Required when facility status code 3 is changed to code 1 or 2.

Eight-place field. The estimated cost to replace the facility,
including the fixed equipment, with a structure having the same
types and amounts of space, at current construction costs. Round
off to the nearest dollar. Do not enter dollar signs or commas.

Facility Estimated Replacement Cost Date - Required for transaction

type 1. {For exceptions, see note below.) Required when facility
status code 3 is changed to code 1 or 2.

Four-place field. YYMM form (two places each for year and month}.
The year and month in which the facility estimated replacement cost
was determined. Do not enter dashes or slashes.

NOTE: Items 12, 14, 15 and 16 are required for transaction type 1
unless the facility is not a building (facility type codes 2, 3,
4, 5, 0) or unless the facility is under construction (facility
ownership codes 4, 5, 6, 7, 8}.

Definitions and Instructions for Room Update, IU-3

Definitions of codes and special instructions are given for each field. Unless

. Each data field which appears on the IU-3, Room Update form is described below.

otherwise specified, fields are one place wide and codes are numeric only.

Data Fields
1.

File Number ~ Regquired for all transactions.
The inventory file to which the entry applies Preprinted on IU.
Code Definition
3 Room file

Transaction Type - Required for all transactions. (See Item 2,
Transaction Type under Site Update, above.)

Site Number - Required Jor all transactions. {See Item 3,
Site Number under Site Update, above.)

Facility Number - Required for all transactions. (See Item 4,
Facility Number under Facility Update, above.)
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Four-place field, First place is alpha/numerics last three
places are pumeric only. When alpha profix is used. all four
places must be filled. When only numeric is used, field is
right-jusiified and leading zeros are not used.

The combination of room number and room-number suffix (see
Item 6, below) must be unique among all room number and room-
number suffix combinations for the facility. Part of key
element for identifying a room within Lthe file.

Room-Number Suffix - Optional for transaction type 1; required
for transaction types 2 and 3 if suffix already exists.

Alpha/numeric. Unique letter or number among all suffixes for
the room number. If suffix exists, part of key element for
identifying a room within the file. 1f no suffix exists, leave
blank since a zero entry could be read as the letter "0".

Room Name - Required for transaction type 1.

Fifteen-place field. Alpha/numeric (see Item E, Name Fields
under General Instructions for Report, above). Name assigned
to room by college, except classroom for laboratory-related
instruction always i5 named RELATED INSTRCT. May describe use
of room.

Room-Use Code - Required for transaction type 1.

Three-place field, Description of the use for which the room
is designed. For detailed definitions refer to the Higher
Education Facilities Inventory and Classification Manual, 1973
publTished by the United States Office of Education.




Group

Classroom;

Laboratory:

Of fice:

Study:

Special-Use:

General Use:

525
530
535
540
545
550
555
560
570
575
580
585
590
610
615
620
625
630
635
650
655
660
665
670
675
680

Definition

Classroom

Classroom Service

Class Laboratory
Related-Instruction Classroom
Class-Laboratory Service
Special-Class Laboratory
Special-Class-Laboratory Service
Individual-Study Laboratory
Individual-Study-Laboratory Service
Nonclass Laboratory
Nonclass-Laboratory Service

Office

Office Service

Conference Room {Office-Related)
Conference-Room Service {0ffice-Related)
Reading/Study Room

Stack

Open-Stack Reading Room

Processing Room

Study Service

Armory

Armory Service

Athletic/Physical Education
Athletic Facilities Spectator Seating
Athletic/Physical-Education Service
Audjovisual, Radio, TV

Audiovisual, Radio, TV Service
Clinic {Nonhealth Professions)
Clinic Service (Nonhealth Professions)
Demonstration

Demonstration Service

Field Building

Animal Quarters

Animal-Quarters Service

Greenhouse

Greenhouse Service

Other

Assembly

Assembly Service

Exhibition

Exhibition Service

Food Facilities

Food-Facilities Service

Lounge

Lounge Service

Merchandising Facilities
Merchandising-Facilities Service
Recreation

Recreation Service

Meeting Room

1
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Group{Cont.) Code(Cont.) Definition{Cont.)

General Use 685 Meeting-Room Service
(Cont.) 690 Locker Room

Supporting: 710 Data Processing/Computer
715 Data Processing/Computer Service
720 Shop
725 Shop Service
730 Storage
735 Storage Service
740 Vehicle-Storage Facility
745 Vehicle-Storage-Facility Service
750 Central Food Stores
760 Central Laundry

Health-Care: 810 Patient Bedroom
820 Patient Bath
830 Nurse Station
840 Surgery
850 Treatment
860 Sevvice Laboratory
870 Supplies
880 Public Waiting
895 Health-Care Service

Residential: 910 Sleep/Study without Toilet/Bath
919 Toilet/Bath
920 Sleep/Study with Toilet/Bath
g35 Sleep/Study Service
950 Apartment
955 Apartment Service
970 House

Non-

assignable: 010 Custodial Area
020 Circulation Area
030 Mechanical Area and Toilet Room
040 Structural Area

At the time that a facility whose status is under construction is entered
into the inventory (see Item 7, Facility Status under Definitions and
Instructions for Facility Update, IU-2, above}, the rooms for that building
must be entered into the inventory. Individual rooms may be entered based
on information taken from the construction drawings. Or, pseudo rooms may
be used to enter aggregates of the arez and the student stations for the
appropriate room-use code. When the building is completed, the room file
is updated to report the rooms as built.

9, Room Area in Net Square Feet - Required for transaction type 1.

Six-place field. The floor area of the room computed by measuring
from the inside surfaces of the walls, excluding unusable areas
having less than six feet, six inches clear headroom. Round to
nearest square foot.

17
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10.

11.

12.

For some reports, room areas are grouped into space categories.
The combination of the room-use¢ code and the information classifi-
cation structure code for a room determines into which category
the area is placed. The ten assignable space categories are:
classroom, academic laboratory, occupational laboratory, physical
education, library, audiovisual, auditorium/exhibition, student
services, offices and support services,

Room Information Classification Structure (ICS) Code - Required
for transaction type 1.

Eight-place field. The Florida Community College Information
Classification Structure code that identifies the program or
function to which the activities in the room contribute. The
codes and definitions are found in "Section 2" and "Appendix A"

of the Community College Management Infurmation System Procedures
Manual,

The ICS code for a classroom for laboratory-related instruction
(room-use code 212) is always the same as for the laboratory to
which it is related. A1l eight places in field must be filled.

Use numerals only. Do not separate numerals with dashes or decimal
points.

Room Actual Student Stations - Required for transaction type 7.

Five-place field. The actual number of student stations in the
room. A student station is a regular place in an instructional
room which is outfitted properly with a seat and/or any necessary
equipment where one student can work. Use actual number for
instructional rooms: room-use codes 110, 210, 220, 230 and 520,
Zero s appropriate for all other rooms.

Room Suitabjlity - Required for transaction type 1.

A rating of the appropriateness of the room for the activities
assigned to it.

Code Definition
i Suitable
2 Marginally suitable
3 Unsuitable
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13. Room Wheelchair Accessibility - Required for transaction Lype 1, .

The identification of whether or not the room 15 accessible by a .
person in a wheelchair., A room i5 accessible when Lhe clear

opening width of the door is a minimum of 32 inches and when Lhe

floor of the building on which it is located is accessible either

by groud-level, ramp or elevator.

Code Definition
1 Accessible
0 Not accessible

14, Room Organizational Unit - Always optional.

Five-place field. Identification of the department or division
to which the room is assigned. Codes are defined by college.

Definitions and Instructions for Number Change, TU-4

The function of the number change transaction is to change the value of any
key element to a different value. That is, it changes a number which uniquely
identifies either 2 site, a facility or a room to another unique number. The
IU-4 is used to enter number changes for all three files: site, facility and

room. .

The data fields which appear on the IU-4, Number Change form are described
below. Instructions are given for entering numbers. Then general procedures
related to changing numbers are discussed.

Data Fields
1. Record Type - Required for all transactions.

The type of transaction which applies to the entry. Preprinted on (U.

Code Definition
4 Number change

2. File Number - Required for all transactions.

The inventory file to which the number change applies.

Code Definition
1 Site file
2 Facility file
3 Room file




Existing Key Element - Required for all transactions.

The complete number that currently uniquely identifies the

site, the facility or the room for which the number is to be
changed. When a site number is to be changed, enter only the
existing site number. When a facility number is to be changed,
enter both the exis;ting site number and facility number. When

a room pumber is to be changed, enter the combination of its
existing site number, facility number and room number. When a
room-pumber suffix is to be changed, enter the combination of
its existing site number, facility number, room number and room-
number suffix.

New Key Element - Required for all transactions.

Either the partial number or the complete number that is

required to change an existing key element to another desired

key element. Enter only the changed part of a new number. Do
not reenter an already existing {unchanged) part of a new number.
For example, when a facility number is to be changed but its

site number stays the same, enter only the new facility number.
But when both the site number and the facility number are to

be changed, enter both the site number and the new facility
number. If a room number is to be changed, but its site number
and facility number stay the same, enter only the new room number.

General Procedures Related to Changing Numbers

1.

Changes Applied to One or A1l Entries in File

One number change can be applied to a single entry in a file

or to all entries within a file. Two factors relate to whether

a charge applies to one or to all entries: (1} the file number
indicated on the line of entry on the IU-4 and (2) the level of
detail indicated in the existing key element. Specific require-
ments for transactions are explained under Types of Number Change
Transactions in "Appendix D, Facilities Inventory Update Examples™.




Maintaining Uniqueness of Key Elements

Two principles that effect number changes are: (1) key elements
are unique and (2) dates of entry determine the sequence of trans-
actions. Key elements must be unique and cannot be duplicated at
any one point in time. That is, every single site, facility and
room within the inventory files must be individualiy identifiable
by its own complete number. However, number change transactions
within the same file can be done simultaneously. That is, numbers
within the same file can be switched around (for example, sites 1,
2 and 3 can become sites 3, 1 and 2 respectively) provided all of
the number changes are entered on the same day.

The date of entry is the day indicated on the 1line for date pre-
pared at the bottom of an IU form. When numbers are switched on
the same day, key elements are not duplicated. Of course, if one
number is changed to a second number, the second number also must
be changed to another number. If the second number is not changed,
then its site, facility or room must have been deleted beforehand
on an IU form indicating an earlier date.

Compiex Updating Situations

Dates of entry can be manipulated to assure the proper sequencing
of update transactions. {Date of entry is defined in the paragraph
above.) This is especially significant when a complex series of
operations is required to update the inventory. Key elements may
need to be changed in two or three files and data may need to be
added, changed and/or deleted within one or more files.

The following chronological order of entry will accomplish complex
updating. Enter the transactions for each "day" using different
dates on separate forms. Use only the steps required to achieve the
results desired.

First Day

Step 1: Change existing site numbers to new site numbers
in the site file, facility file and room file, using the u-4,

Step 2: Change existing facility numbers to new facility
numbers in the facility file and room file, using the IU-4,

Second Day

Step 3: Change existing room numbers {a new site number and

a new facility number from the first day now are part of the
existing key element for a room) within a facility to new room
numbers in the room file, using the IU-4,

17
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Changes cannot be made simultancously to both a fracility number
and a room number within the room file. This has to be
accomplished by two transactions: Step 2 and Step 3. Or, a
complete existing room number can be deleted and a complete new
room number can be added by using the IU-3.

Second Day or Third Day

Step 4: Update data in the site File, using the Ill-1, and
in the faciiity file, using the IU-2. (New site numbers and
new facility numbers from the first day now are existing numbers.)

Third Day

Step 5: Update data in the room file, using the IU-3. (New
room numbers from the second day now are existing room numbers.)

4. Additional Comments about Number Changing

Any update which applies to a space for which the number has bcen
changed must refer to the new key element. which has become the
existing key element.

When a site number no longer exists, then no facility numbers or
room numbers can exist for that site. Likewise, when a { «ility
nunber nc longer exists, then no room numbers can exist for that
facility.

The number change transaction is efficient when used properly. If
the mechanics of using it are not understood, number changes also
can be accomplished by a series of deletions and additions, using
the IU-1, 2, or 3. A deletion is transacted for every space for
which a number is to be changed. Then an addition is transacted
for every space wiich is to have a new number by reentering the
complete line of ¢xisting ¢ata but using the new number.

NOTE:  For examples of number change transactions, please refer to "Appendix D,
Facilities Inventory Update Examples."

_—
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Coding Summary for IU-1, Site Update

Site Number:

Name ¢

Type:

Area in Acres:

Ownership:

Length of Holding:

Acquisition Means:

Acquisition Cost:
Acquisition Date:

Book Value
in Dollars:

Book Value Date:

Date Prepared:

Assigned by college. Key clement.
Assigned by college. Fifteen places.

~ Campus

Additional campus
Instructional center
Special purposc center
Administrative center
Undeveloped site

Other

1
2
3
4
5
6
D

Area in acres. May contain two decimal places.

Owned in fee simple
Institution amortizing
Institution paying holding company
Unowned, leased or rented
Unowned, nominal rate
Unowned, shared with nonpostsecondary
- Unowned, shared with postsecondary
8 - Other

Number of years of lease or sharing. Zero for owned.
= Purchase
- Gift
- Bift and purchase
- Transfer from Board of Public Instruction
- Lease or rental agreement
- Other
Cost of acquiring site. Round to nearest dollar.
Year and month site acquired. YYMM form.

Value of site carried in financial records. Round
to nearest dollar. .

Year and month site book value determined. YYMM form.

Year, month and day IU-1 prepared. YYMMDD form.
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Coding Summary for [U-2, Facility Update

. Site Number: Assigned by college. Key clement.
Facility Number: Assigned by college. Key element.
Name ; Assigned by college. Fifteen spaces.
Type: 1 - Building
- 2 - Parking area
3 - Athletic area
4 - Agricultural field
5 - Qutdoor swimming pool
0 - Other
Status: 1 - Permanent
2 - Temporary
3 - Under construction
Condition: 1 - Satisfactory
2 - Remodeling-A
3 - Remodeling-B
4 - Remodeling-C
5 - Demolition
6 - Termination
Area in Gross Area in gross square feet. Round to nearest'
. Square Feet: square foot.
Ownership: 1 ~ Owned in fee simple
2 ~ Institution amortizing
3 - Institution paying holding company
4 - Unowned, leased or rented
5 - Unowned, nominal rate
6 - Unowned, shared with nonpostsecondary
7 - Unowned, shared with postsecondary
8 - Other
Length of Holding: Number of years of lease or sharing. Zero for owned.
Inspection Date: Year and month Certificate of Final Inspection issued
for facility constructed for college or construction
completed for purchased facility. YYMM form.
Occupancy Date: Year and month facility occupied by coliege. YYMM form.
Construction Cost: Cost of construction or purchase of facility. Round
to nearest dollar.
Estimate Current cost to replace facility. Round to nearest
Replacement Cost: dollar.
Est. Replacement Year and month facility replacement cost estimated.
. Cost Date: YYMM form.
Date Prepared. Year, month and day IU-2 prepared. YYMMDD form.
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State of Floruta
Dapartemnt ud Ettication

Fatianatsor, Flotnly
j Hatph 1), fmfm;:mﬂ, Lommntime: DIVISION OF COMMUNITY COLLEGES

Aflitmative action/eikial FACILITIES INVENTORY
vpparunity smployer
ROOM UPDATE

ATie

College: ...

Avom* " Area in Information

Facility SNM Chrssitication rActual Wheelchair |[Orgonizationct

Numbaer Guare Structure Student Surtadnhiy| Accessibility Un#«
) Feet Codke Stations

Number|Sutfix

Transact.on Type

3

U -3 ~ Tiansaction Type: 1 - New entry, 2 - Change ot existing entry,

5/80 3 - Deletion of existing entry

**Key Field - Must be Coded Prepared By:

Date Prepared:

Aruitoxt provided by Eic:




Coding Summary for IU-3, Room Update

. Site Number: Assigned by college. Key clement.
Facility Number: Assigned by college. Key element.
Room Number: Assigned by college. Key Element.
Room Number Suffix: Assigned by college. Optional., Key element if suffix exists.
Name: Assigned by college. Fifteen places.
Use Code: Code for use for which room designed. Codes listed in

Item 8, Room-Use Code, under Definitions and Instructions
for Room Update, IU-3.

Area in Net Area in net square feet. Round to nearest square
Square Feet: foot.
Information Code to indentify program or function to which activities
Classification in room contribute. Codes found in "Section 2" and
Structure Code: "Appendix A" of Community College Management Information
System Procedures Manual.
Actual Number of student stations in room. Zero for non-
Student Stations: instructional rooms.
. Suitability: 1 - Suitable
2 - Marginally suitable
3 - Unsuitable
Wheelchair 1 - Accessible
Accessibility: 0 - Not accessible
Organizational Code for department or division to which room assigned.
Unit: Optional.
Date Prepared: Year, month and day IU-3 prepared. YYMMDD form.




Statw of Flagula

apariment of Edvication
Taliahassen, Florids

flalph . Turhogton, Commissionat
Altirmative scilonfequel

opportumi®y smloy st DIVISION OF COMMUNITY COLLEGES
FACILITIES INVENTORY

NUMBER CHANGE

EXISTING KEY ELEMENT NEW KEY ELEMENT

Room Facility Room

Facihty
Number Nurmber Suftix Number Number Sutfix

Record Type
Fig Number*®

-

-

4

4

U4
5/80 Prepared By:

Date Prepared:

®

*Site File = 1 Facihty File=2 Room File=3

PAFulToxt Provided by ERIC




. Coding Summary for IU-4, Number Change

Existing Key CompTete number that currently identifies site,
Element: facility or room for which number is to be changed.
Hew Key Element: Partial number or complete number required to change .

existing key element to another desired key element.




Card Format for Site Update

[ tem Card Ficld  Field  Field
Number Column{s) _ Width Typn Name

1-6
7-12
13

14
15-16
17-31
32-36
37
3g-39
40-45
46
47-48
49-51
52-55
56
57-64
65-68
69-76
77-80

Coliecge Humber - FICE number
Date of Update - YYMMDD

FiTe Number - 1 for site
Transaction rype(])(z)
Site Number
Name(a)

{Blank)

Type

{Blank)

Area in Acres
Ownership
Length of Holding
{Blank)

(Blank)

Acquisition Means
Acquisition Cost
Acquisition Date - YYMM
Book Value in Dollars
Book Value Date - YYMM

O o~ S N S5 N

I [ T T R —
S N B G M — DD

~-d

—
o

6
6
1
1
2
1
5
1
i
6
1
2
3
i
1
8
4
8
4

—
O

NOTES: (1) Transaction types: new entry
change of existing entry
deletion of existing entry
f1le dump from Division to college

If transaction type is 1, each field must have an entry.
Exceptions are when item 11 is coded 4, 5, 6, 7 or 8, bilanks are
allowed for items 16, 18 and. 19.

Must be left-justified. A1l other fields may be right o~ left-
justified, zero or blank-filled.

1S4
8.28




. Card Format for Facility Update

Item Card Field File Field
Number  Column(s) Width Type Namie
1 1-6 6 N College Number - FICE number
2 7-12 6 N Date of Update - YYMMDD
3 13 1 N File Number - 2 for facility
4 14 1 N Transaction Type(])(z)
5 15-16 2 N Site Number
6 17-20 4 N Facility Number
7 21-35 15 AN Name {3
8 36-40 5 (Blank)
9 41 1 N Type
10 42 i N Status
11 43 1 N Condition
12 44-49 6 N Area in Gross Square Feet
13 50 1 N Ownership
14 51-52 2 N Length of Holding
15 53-56 4 N Inspection Date - YYMM
. 16 57-60 4 N Occupancy Date - YYMM
i7 61-68 8 N Construction Cost
18 69-76 3 N Estimated Replacement Cost
19 77-80 4 N Estimated Replacement Cost Date - YYMM
NOTES: (1) Transaction types: 1 - new entry
2 - change of existing entry
3 - deletion of existing entry
4 - file dump fror ‘ivision to college

(2} If transaction type is 1, each field must have an entry.
Exceptions are when item 10 is coded 3, blanks are allowed for
items 15, 16, 17, 18 and 19; when item 13 is coded 4, 5, 6, 7, or 8,
blanks are allowed for items 15, 17, 18 and 19; when item 9 is coded
2,3, 4, 50r 0, blanks are allowed for items 12, 15, 16, 17, 18 and 19,
(3) Must be left-justified. A1l other fields may be right or left-
justified, zero or blank-filled.

gt}
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. Card Format for Facility Update
Item Card Field Field
Number  Column(s) Width Name

1 1-6 6 College Number - FICE number

7-12 6 Date of Update - YYMMDD
13 1 File Number - 2 for facility

14 1 Transaction Type(])(z)

15-16 i
17-20 4
21-35 1
36-40 5
41 1
42 1
43 1
44-49 6
.
i
4
4
8
8
4

Site Number
Facility Number
Name(3)

(Blank)

Type

Status

Condition

Area in Gross Square Feet
Ownership

Length of Holding
Inspection Date - YYMM
Occupancy Date - YYMM
Construction Cost
Estimated Replacement Cost

Estimated Replacement Cost Date - YYMM

50

51-52
53-56
57-60
61-68
69-76
77-80

= 2 2 EEEEEE=E =

(1) Transaction types: 1 - new entry

2 - change of existing entry

3 - deletion of existing entry

4 - file dump from Division to college

(2) If transaction type is 1, each field must have an entry.
Exceptions are when item 10 is coded 3, blanks are allowed for
items 15, 16, 17, 18 and '9; when item 13 is coded 4, 5, 6, 7, or 8,
blanks are allowed for items 15, 17, 18 and 19; when item 9 is coded
2, 3, 4, 5 or 0, blanks are allowed for items 12, 15, 16, 17, 18 and 19.
Must be left-justified. A1l other fields may be right or left-

Jjustified, zero or blank-filled.

8‘291.‘3')




. Card Format for Number Change

Item Card Field Field
Nummber Column(s) Width Name

1 1-6 6 College Number - FICE nunber
7-12 Date of Update - YYMMDD

13 Record Type - 4 for number change
14 File Number

15-16 Existing Site Number

17-20 Existing Facility Number
21-24 Existing Room Number(3)

25 Existing Room Number Suffix
26-27 New Site Number

28-31 New Facility Number

1 32-35 New Room Number(3)

12 36 New Room Number Suffix

(1)

[V B =~ T A = (T ¥ , B S L I

—
o
e T T 0 T R S i o e = ]

NOTFS: (1) A1l fields may be right or left-justified, zero or blank-filled.
(2) File numbers: 1 - site file
2 - facility file
3 - room file
(3) Columns 21 and 32 are A/N, columns 22-24 and 33-35 are numeric;
right justify.




SECTION 9

SPACE UTILIZA{ION REPORT
SU-

Purpaose of the Report

The data furnished by this report is matched with the Facilities Inventory
to identify the utilization of instructional spaces. For each room designed
for regu1ar1y scheduled instruction, a percentage of room utilization and of
student station utilization. based upon statewide standards, is determined.
In addition to roon-by-room reporting for owned facilities, instructional
activities in unowned facilities are reported in aggregate form.

The information in this report provides for the analysis of the current usage

of faciltities. Llocaily it can be applied to the scheduling operation and to

the study of educational programs. It also is used in the plaring process
during the assessment of space needs and the documentation of facilities lists.
[t is used by the educational plant survey as it makes plans to house educational
programs and student populations. Further, this report allows the Office of
Educational Facilities Construction, Department of Education, to comply with
Sections 235.41(1) and 235.435(1) of the Florida Statutes.

Overview of Report

This i5s an annual report of the usage of rooms and student stations for instruc-
tional activities. Part 1 includes room-by-room data on room use and student
station use for classrooms and class laboratories in owned facilities. Part ]
also includes a single entry for each campus Or center for physical education
instruction. Parts 2 and 3 contain summary information reflecting regularly
scheduled instruction which occurs in unowned space.

The room data reported in Part 1 is matched against the room data contained in
the Facilities Inventory file. Therefore, it is necessary that the same site,
facility {(building) and room numbers used in the Facilities Inventory be used

for the rooms reported in the Space Utilization Report. If these numbers do not
match, the data cannot be processed and the college will have to submit correctad
information.

Definitions and Instructions

The data for the report is collected by the college during and for one full week
in October. 1In Part 1, the weekly room hours and weekly student stations hours
of all reqularly scheduled instruction, Monday through Friday only, are reported
for each ciassroom (room-use code 110) and for each ¢lass laboratory (room-use
code 210) for all owned buildings, excluding both those under construction and
those structurally unsound, in the Facilities Inventory. Classes ccnducted on
Saturday and Sunday are not included. When a classroom or class laboratory is
not used for regularly scheduled instruction, zero weekly room hours and zero
weekly student hours are reported.




Room ldentification - A room is identified by its Site Number, Facility
{building) Number, Room Number and Room Number Suffix. Each room reported
in the Space Utilizatlon Report must be identified the same way that it is
carried in the Division Facilities Inventory.

Weekly Room Hours (WRH} - This is the number of hours that a room is used
for regularly scheduled instruction during the selected five-day week in
October. The use of one room for one hour during the week equals one WRH.
If more than one class is scheduled into one room during the same hour, this
counts only as one WRH. The maximum number of WRH that can be reported for
one room is 120 since a room cannot be used more than 24 hours per day for
five days.

weekly Student Hours {WSH) - This is the total for the week of the number

of hours that individual student stations within a room are used to seat the
students officially enrolled in the courses scheduled into the room. The
use of one student station for one hour during the week equals one WSH. To
arrive at the total WSH for a room, first find the WSH for each course by
multiplying the number of hours a course meets times tne number of students
in that course. Then add together the WSH for each of the courses that meet
in the room during the week to get the total WSH for the room.

Physical education instruction is included in Part 1 of the report as a single entry
for each campus or center. This entry contains the aggregate number of WRH and WSH
of use for all athletic/physical education rooms {room-use code 520) on that site.

For each site, the facility number used for r2porting physical education instruction

1s that of the first facility listed in the Facilities Inventory for that site which
contains a room with a room-use code of §20, The pseudo room number of 0835P is

used since the data reported usually involves more than one room. Due tn the
aggregate method of reporting, more than 120 WRH may be shown for physical education.

In Parts 2 and 3, WRH and WSH are reported in summary form by subprogram code
for all regularly scheduled instruction vtffered in unowred facilities. The
instruction reported in Part 2 would be housed in owned facilities if they were
available. Part 3 reflects courses and programs which are designed for use in
unowned facilities or which do not require facilities.

Formats for Reporting

The Qivision sends to each college a printout listing the appropriate rooms for
which WRH and WSH are to be reported for Part 1. Data for rooms not shown on
the printout can be reported on the sSy-1, Part 1 form.

Data also will be accepted by card or tape. Please send non-labeled tapes.

Any blocking factor is acceptable, but be sure to mark your tapes clearly. For IBM
users, please indicate 0S or DOS. Also, to speed processing, initialize tapes before
writing the data set.




. The following is the card or tape record layout:

Ttem Card Field Field Field
Column__ Width  Type Name

P
|
ts)
i

- b
-8
- 12
- 16

N College FICE Code
N Site Number

N Facility Numbecr
AN Room Number

A/N Room Suffix

N(T) WRH

N(2) WSH

Blank Filler

21
27
80

O i O L L R
NS — =R

(1) Format 99V99 {implied deciral)
(2) Format 9999v99 (implied decimal)
Right justify all fields and fi11 with leading blanks or zeros.

A1l colleges are to submit information about instruction in unowned facilities
on the forms SU-1, Part 2 and SU-1, Part 3.




Division of Community Colleges

SPACE UTHLI7ATION REPORT

Academic Year: College:

Part 1 - Utilization of Owned Facilities

Raam Weekly Room Weekly Student
Site Number Facility Number Number | Sufrix Hours Hours

Date Prepared: Prepared By:

SU-1, Part 1 President's Signature:

9.4
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Division of Community Colleyes

Academic Year: College:

Part 2 - Instructional Activities Requiring Cwned Facilitices

Enter by subprogram code the WRI and WSH of all regularly scheduled instruction offered in
unowned facilities which would be housed in owned facilities if they were available.

Classrooms Class Laboratories
Subprograms WRH WSH WRH WSH

1.1 Advanced &
Professional

1.2 Occupational

1.3 Oevelopmental
1.31 Compensatory
1.32 Adult Elem. &

Secondary

. 1.4 Community Inst.Ser.

A4) Citizenship

—_

1.42 Recre. &
Leisure Time
TOTAL
1.14.0835 Physical Education Activity requiring Athletic/Physical
Education {520) facility: WRH WSH
Oate Prepared: Prepared by:

Signature of President:

Return to: Bureau of Research and Information Systems
Oivision of Community Colleges
Oepartment of Education
Tallahassee, Florida 32301

1. 2
SU-1, Part 1983




Division of Community Colleges

Academic Year: College:

Part 3 - Instructional Activities Not Requiring Owned Facilities

Enter by subprogram code the WRH and WSH of all regularly scheduled instruction offered in -
unowned facilities for which owned facilities are not required. This includes courses and
programs which are designed for use of unowned facilities (e.g., high schools, churches, public
facilities, correctional institutions, etc.) or do not require facilities (e.g9., externa) T.V.
instruction).

Classrooms Class Laboratories
Subprograms WRH WSH WRH WSH

1.1 Advanced &
Professional

Occupational

.3 Developmental
.31 Compensatory
.32 Adult Elem. &

Secondary

.4 Community Inst.Ser.
.41 Citizenship
.42 Retre. &
Leisure Time

TOTAL

1.14.0835 Physical Education Activity requiring Athletic/Physical
Education {520) facility: WRH WSH

Date Prepared: Prepared by:_

Signature of President:

Return to: Bureau of Research and Informaticn Systems
Division of Community Colleges
Oepartment of Education
Tallahassee, Florida 32301

Siate ot Flarids

Denartment of Education
Taliahasser, Fiaridy

Raiph 0 Turhagton, Commuttione:
A 400 BRPOTIIEY Empipyte

Q SU-1, Part 3

ERIC

Toxt Provided by ERI




SECTION 10

PERSONNEL AND SALARY REPORT (SA-1}
SALARIES OF SELECTED POSITIONS (SA-2)

Purpose of the Report

Since each college has a unique salary schedule., it is necessary to develop
reporting documents which can facilitate the communication of salary informa-
tion in & compatible manner. The purpose of these reports is to display the
basic professional salary schedule, actual salaries paid to professional college
employees by educational level, work experience and contract length, and the
salary rates for selected administrative positions.

Instructions for Report SA-1

The information for the report is developed in October for euch year and thus
represents a snapshot of Term 1 (Fall) personnel distribution on the fiscal
year salary schedule. The report is for full-time personnel and is divided
into five parts:

Part 1 - Instructional

Part 2 - Instructional Department Administrators

Part 3 - Executive, Administrative and Managerial Personnel
Part 4 - Professional/Specialist

Part 5 - Salary Schedule Summary on Instructional Personnel

The basic format of the first four parts classifies personnel by contract length
in days. This form is repeated three times for reporting up to three different
contract lengths. To report more than three, please dupiicate the appropriate
form.

The following are the definitions and instructions to be used to complete the
SA-1 report, Parts 1, 2, 3, and 4.

Personnel Category Definitions - One of the most critical aspects of this
report is the proper classification of personnel by each college. The colliege
should use the definitions found below to classify each full-time employee.
These definitions were derived using as a guide A Manual for ManpCver
Accounting in Higher Education and A Handbook of Standard Terminology and

A guide for Recording and Reporting Information About Educational Technology
{National Center for Educational Statistics). These definitions are consistent
with those required to complete the HEGIS and OCR (EEQ-6) reports related to
personnel and salaries. These relationships are mentioned to emphasize the
need for each college to classify and code employees according to these
definitions for both state and federal reporting.

Executive, Administrative, Managerial Personnel - This category includes
employees who exercise 'primary responsibility for the management of the
institution or of a department, or subdivision thereof, and who devote
no more than 20 percent of their workweek to Fair Labor Standards Act
(FLSA) non-exempt work. Assignments usually require the performance of

~at
o




work dircctly related to management policies or general business
operations of the institution or the performance of functions in the
adniinistration of a department directly related to acadamic instruction.

This cateaory will include employees with such job titles as president, comptrolier,
dean, director, assistant to the president, assistant dean, assistant director,
coordinator, ctc. It inclirdes the head, chairperson, or other administrator of

an academic department, or division, if such person i primarily an administrator
exercising specific administrative authority while other duties are secondary.

Such duties include:

1. Directing, scheduling, or supervising other board employces;

2. Evaluating and recommending the empioyment or termination of
other board employees;

Mlocating, managing and scheduling resources and facilitics;

Serving in positions involving planning, development, and
utilization of personnel, resources and facilities.

It is assumed that assignments in this category customarily and regularly
require the incumbent to exercise discretion and independent judgement and to
dirvect the work of others.

It includes, but is not limited to the following:

DEAN, ASSISTANT DEAN, DIRECTOR, ASSISTANT OIRECTOR, COORDINATOR, ASSISTANT
COORDINATOR, VICE PRESIDENT, MANAGER, CHIEF,

Of

Academic Affairs High School Articulation
Admissions and Records Institutional Research
Alumni Affairs Intramurals

Athletics Library

Basic Education Management Systems

Career Service Maintenance

Community Affairs (Relatians) Personnel

Community Services Placement

Comptrolier Planning

Continuing Eduzation Plant and Grounds
Cooperative tducation Public Infc mation
Counseling Purchasing

Data Processing {Systems) Registration (Registrar)
Development Special Projects

Employee Relations . Special Services (e.g., for dis-
Experimental Learning advantaged students)
Federal Programs Student Affairs {Services)
Financial Aid Student Development
Guidance Systems Planning

Health Services Veterans Services (Affairs)

102 Rlrif




Instructional Personnel - Individuals employed for the m imary

purpose of performing instruction. It includes only exempt employces.
Instructional personnel on sabbatical leave will be included at their
reqular salary. Replacements for these personnel should not be reported.
Instructional personnel on leave without pay should not be reporteds full-
time replacement for these should be included. Do not include departmental

administrative personnel if they perform any of the administrative dutics
11sted above.

Instructional Department Administrators - This personnel category
includes those persons that provide direct administrative support

to instructional departments or divisions. Although these persons

may be carrying a partial teaching load {in some cases the majority

of their workload), they should be reported in this category if they
are assigned administrative duties. The purpose of using this personnel
category in the report is to prevent the distortion of either the
Instructional or the Executive, Administrative, Managerial personn:.
categories by placing persons in them who have dual responsibilitice.

Professional/Specialist Personne] - These employees are given assignments
requiring knowledge of an advanced type in the field of science or
learning or original and creative work in an artistic field and no

more than 20 percent of fheir workweek is devoted to FLSA non-exempt

work. This category includes such employees as librarians, accountants,
architects, system analysts, counselors, attorneys, and other professional
specialists empluyed for the primary purpose of performing or operating
in the areas of academic support, student support, and institutional
support. Do not, however, include individuals who have administrative

or managerial responsibilities in these areas.

This category of employees is distinguished from Instructional and
Executive, Administrative, Managerial personnel in that their primary
activity is practice in their particular field rather than either
administration, instruction, or research. For example, a reference
librarian would be a Professional/Specialist employee, whereas the

head of the library would be an administrator. Likewise a person
performing the counseling function would he in a Professional/Specialist
position rather than an Executive, Administrative, Managerial position.

Contract lLength of Days - Refers t: the total contractual workdays in

the contract period. This includes paid acations but excludes official

holidays which employees are not required to work. For Instructional Personnel
this would usually be the number of instructional, exam and faculty workdays.

For Administrative and other Professional personnel this would be the maximum
number of “on-the job" days. Twelve month contracts should have a number around
252 days instead of 260 days since 260 is the maximum number Of workdays in a year.

Fducational Level - Represents a categorization of college professional staff
according to five educational levels:

Earned Doctorate

Masters plus thirty (30) credit hours
Masters Degree

Bachelors Degree

Less Than Bachelors Degree




Under each contract length by educational level the following information
is requested separately for men and women personnel:

1. Number of individuals in this category.
2. No. of CC's 1s the number of individuals reported above
who have continuing contracts.
Note: This does not apply to Part 3, Executive,
Administrative, Managerial Personnel.
3. Mean Experience is the average number of years of experience
for this group of employees considered in the:determination
of salary rates in the salary schedule of the college. |t is
determined for each category by summing the years of applicable
experience for each individual and dividing by the total number
of individuals in the category. Please indicate at the bottom
of the form the maximum number of Creditable years (or experience
on your salary schedule. 1In the event that applicable experience

will be entered in 1ieu of number of years or zerc.

4, Mean Salary is the average salary paid for that category as
determined by dividing the sum of all salaries (including

supplements) for the particular contract length by the number
of individuals in the category.

At the bottom of each part, please give the number of part-time people
(headcount) employed and their total FTE as determined by the college's
definition of full-time.

Instructions for Report SA-1, Part 5 - Salary Schedule summary for Instructional
Personnel

This report is senarated into two parts only one of which shofild be completed

by each college. If your college uses professorial ranks, please complete the
matrix on the bottom half of the page. For those colleges not using professorial
rank, complete the matrix on the top portion of the page.

For each contract, report the number of work days and the minimum and maximum
salaries by degree category or rank as specified in the college's salary schedule.
Do not report what is currently being paid to someone in a category or the average
salary of persons in a category.

Attach any comment which you would like to be appended to the Division Annuajl
Salary Study.

i

g
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OIVISION OF COMMUNITY COLLEGES

Acadnrmr You . PERSONNEL AND SALARY REPONT Callegn.

PAHT 1 INSTIUCTIONAL PERSONNEL

Futl-Time Personnel wilh Con*ract Length of

WOMEN
Educatianet Level M MEN

Number [Mo of cCs| Mian Exper. Mean Salary Number | ne. of Cs] Mean Exper.

Mean Salary

Dactoeate

Masters flus Thuty

Masters Degdrer

Buchelors Degere

Less than Bachelors

Full-Time Parsonnel with Centract Length of

Educational Leyel MEN WOMEN

Number | Ne. ot CC5| Mean E xper. Neo. ot CC | Mean Exper,

Mean Salary

Doctorate

Masters Plus Thiety

Masters Degree

Bachelors Degree

L.ess than Bachelors

Full-Time Personnel with Contract Length of

DMEN
Educational Level MEN WOM

Number | Ne. of CC's| Mean Exper. Mean Salary No. of CC's | Mean Exper.

Mean Salary

Doctorate

Mastery prus Tharty

Masters Degree

Bachetors Degree

Less than Bache'ors

Maximum number of creditable years for which a salary increment
5 Qivenas . Total Part-Time

SA-1 Full-Time Equated
Page 1 {of Part-time}

Q  ::Please duplicate this form 1o report more than 3 contract periods.

93




P )

DIVISION OF COMMUNITY COLLEQES

Acadennc Yo ; IPERSONNEL ANO SALARY REPORT Collesgpe

PART 2 - INSTAUCTIONAL DEPARTMENT ADMINISTRATIVE PERSONNEL

Full Timo Personnel with Contract Length of ~ Days

MEN WOMEN

Educational Lovel Humbar |MNo. of ©C | Mean Exber. Mean Salary Numbee | No ot €G's| Moan Exper. Meon Salary

Dottorate

Masters plus Thirty
Masters Degree '
Bachelors Degree
Less than Bachelors

Full-Time Personnel with Contract Lengthof —__ Days

Ed ional L MEN WOMEN
ucational Level Number | No. ot CCs| Mean Exper. Number | No o1 €C's| Mean Exper. Mean Salary

Ooctorate

Masters plus Tharty
Masters Qegree
Bachelors Degree
Less than Bachelors

Full-Time Personnel with Contract Length of ——  Days

MEN WOMEN
Number | no. of €C's| Mean Exper. Mean Salary Number | no. of €€ | Mean Exper. Mean Salary

Educational Level

Dottorate

Masters plus Thirty
Masters Degree
Bachelors Qegree
Less than Bachelors

Maximum number of creditabie years for which a salary increment
i given ¢ Total Part-Time

SA-1 Full-Trme Equated
Page 2 {of Part-timel

NOTE: Please duphcate thus form to rePort more than 3 contract Pericds.

ERIC @

Aruitoxt provided by Eic:
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DIVISION OF COMMUNITY COLLEGES

PERSONNEL ANO SALARY REPORT Cerllene:

PART J- EXECUTIVE, ADMINISTHATIVE & MANAGERIAL PERSONNEL

Full-Tirne Persounel with Contract Length ot

Educational | avel

MEN WOMEN

_Nurnbur

N M CC'y

Mean Salary

Doctorate

Mastars plus Thirty

Mean Exber, Mean Salary Number | no.of ccs| Mean Expar.
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PERSONNEL AND SALARY REPORT

Academic Yeoar: Cothege:

Part 6 — Salary Schedule Summary for Instructiona Parsonnel

A. Summary of Salary Schedule for Instructional Porsonnel for Colleges NOT using Professorial Rank

Contract Masters Degree Less Than a
Length | . Doctorate Plus Thirty Masters Degree Bachelors Degree Bachelors Degree

Days Max. Min, Max. Min. Max. Min. Max, Min. Max.

B. Summary of Salary Schedule for Instructional Personnel for Colleges Using Professorial Rank

Senior
Master Instructor

Contract
Length

Professor Associate Professor Assistant Professor Instructor

Days Min. Max. Min. Max. Min. Max. Min. Max. Min. Max.

State of Florida
Tibahassee, Florda "

, Flori . _
Ralph D. Turlington, Commissioner oy Prepared By:
o An equal oppartunity employer 2 (‘} {

Date Prepared:

ERI

Aruitoxt provided by Eic:



SALARIES OF SELECTED POSITIONS
(SA-2)

Instructions

The Annual Salary Rate should be the 12 month salary rate as of October 1.
The cost of fringe benefits should not be included. In the cvent that the
salary rate is for a period Tess than twelve months, please indicate with

a footnote of explanation. If a position is vacant on October 1, pleasc

use the budgeted salary rate for that position along with a footnote of
explanation. The salary rate reported should be for the individual with

the overall responsibility for that function (i.e., Dean of Business Affairs
is the Chief Business Affairs Officer). Institutions with more than one

person in a particular function (e.g., Campus Vice President) should report
the highest salary rate paid.




DIVISION OF COMMUNITY COLLEGES
SALARIES OF SELECTED POSITIONS

ACADEMIC YEAR: COLLEGE:

POSITION ANNUAL SALARY RATE

President

Executive Vice President

Provost/Campus Vice President

Chief Academic Affairs Officer

Chief Business Affairs Officer

Chief Student Affairs Officer

. Chief Librarian/Learning Resources

Chief Student Records (Registrar)

and/or Director of Admissions

Prepared by:

Date Prepared:

Return to: Bureau of Research and Information Systems
Division of Community Colleges
Department of Education
Tallahassee, Florida 32301
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SECTION 11

FTE ENROLLMENT REPORT
(FA-2,3,4)

Purpose of These Reports

The information contained in these reports is used in planning activities
carried on by the Division. The FA-4 enrollment data are audited to determine
if the student semester hours reported are accurate and properly recorded. The
FA-4 enrollment data should be used by the college in its cost analysis. It is
therefore necessary .that each college maintain a student accounting system with
accurate and auditable records for the initial registration and each subsequent
registration in each term.

The three reports have the same format and should contain the following
enrolliment data:

FA-2 Actual Initial Fall enrollment with estimates of enrollment
for the remainder of the year. OUnly the Initial and Total
Registration columns need to be completed for the estimated
terms. Include Other Registration figures in Initial Registra-
tion column for the estimated terms so that this column is
identical with the Total Registration column,

FA-3 Actual Fall and Initial Winter enrollment with estimates of
enrolIment for the remainder of the year. For the Summer Term
include Other Registration with Initial Registration so that
the columns for Initial Registration and Total Registration are
identical.

FA-4 Actual Fall, Winter, and Summer enrollment for all registrations.
In this report all the columns are completed.

Instructions

A1l credit hours for which students register in credit courses and all credit

hour equivalents for non-credit courses must be included in the student semester
hours reported. A student is officially registered for a course when either the
payment of the required fees, waiver of fees, or deferment of fees transaction

is completed and recorded in the financial and student records maintained by the
college. The student semester hours reported should not include those for students
who withdraw from courses and received a total or partial refund.

In the event that adjustments must be made to actual enrollment data reported
previously, the corrected enrolliment should be entered in the appropriate column(s}.

A cutoff date has been established for course numbering updates so that adjustments
in FTE Enrollment Report (FA-4) and the Cost Analysis Reports (CA) do not have to
be made on a retroactive basis. The cutoff date is September 1. Course numbering
classification changes made after September 1 will not be included in FTE Enroll-
ment or Cost Analysis reports until the following academic year. Course numbering
updates will be identified with an “effective academic year".

11.1
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There may be instances where courses begin in one academic year and ond in
the next. Student semester hours for these courses will be reported in the
academic year in which the course ends.

Definitions

Student Semester Hours - These are determined by the number of student credit
hours in credit courses and student credit hour equivalents in non-uredit courses
for which students are duly registered during each term. Report semester hours
to one {1) decimal place (similar to CA-3).

Initial Registration - Include in this column student semecster hours for those
students officially registered during the major registration at, or prior to,
the beginning of the term.

Other Registrations - In this column report the number of student semester

hours for students registering at times other than the initial registration.

Note that "Other Registrations" does not refer to “Drop/Adds" or other adjustments
to the Initial Registration.

Total Registrations - This is the sum of the student semester hours and semester
hour equivalents reported in the Initial and Other Registrations for any term.

Total Year S.S.H. - This is the sum of the Total Registrations for each of the
three terms,

Credit Hour EQuivalents - These are the computed equivalents of student semester
hours for courses in which no credit is awarded (non-credit courses). Student
semester hour equivalents are computed by dividing the total number of Instruc-
fonal Hours by 27. Instructional hours are computed by multiplying the number
of students officially registered by the number of hours that the course meets;
i.e., the number of hours each student receives instruction.

11.2
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SECTION 12

OPCNING FALL EMROLLMENT HEADCOUNT

. (£F-1)

PURPOSE OF THE RLPORT °

This report displays descriptive information of the opening fall enrollments
experienced by each college. The information collected is used to complete
HEGIS reports and to prepare analytical reports for distribution to colleges,
Division staff and other State agencies. The data for generating these reports
should be collected and tabulated as of the last date on which students can

add courses for the regular Fall term as printed in the official college
catalog.

THIS REPORT SHOULD INCLUDE ONLY STUDENTS ENROLLED IN COURSES WHICH ARE
DESIGNATED BY THE COLLEGE AS BEING COLLEGE LEVEL COURSES FOR WHICH CREDIT IS
AWARDED FOR SATISFACTORY COMPLETION.

DEFINITIONS AND INSTRUCTIONS

Subprogram and Clusters:

1.1 Advanced and Professional ~ These are curricular programs
established to provide the first two years of course work
leading to an advanced or professional degree., Students
classified as advanced and professional intend to complete
at least a bachelors degree or complete the necessary jower

. division requirements for such a degree.

1.2 Occupational Instruction {Credit) - These are curricular
programs designated to prepare persons for an occupation.
They are considered "“credit" when the course requirements
are made up of collage level credit courses. Students
classified as credit occupational intend to complete such
a program,

1.9 Other Personal Objectives - These are persons taking college
credit courses but do not intend to complete an Advanced and
Professional or Occupational program. An example would be
a teacher taking a course for certificate renewal,

"F-T" (Full-Time Student} - A student registered for 12 or more
credits during the current term.

"p-T" {Part-Time Student) - A student registered for 11 or less
credits during the current term.

12.1




Firsl Time in College - A person who has not attended any col lege
prlor to the current term. Three subcategories of first #ime
in college are used in this report: .

i. farly Admissions Students - Students registered for (nifoge
Crodit courses prior to qrdduatrnn from high schoot. This
includes persons classified in carly admission statu,, thuse
accunulating credit prior to graduation in "credit bank,,"
and/or admitted under special status pending completion and/or
graduation from high school.

2. Previous Year High School Graduate - Students who have
graduated from high school during the previous academic
year. This inciudes persons who completed high school the previous
year and enrolled at the college for caurses during the
summer term,

3. QOther - Students who did not graduate from high school during
the previous year. This category includes persons who completed
and/or graduated from high school prior to the previous academic
year, those who completed high school requirements by examina-
tion {GED), and those categorized as "adult students" who have
not graduated or completed high school requirements.

Returning Students - A person who has previously enrolled in at Teast
one credit course at the college and has not attended another college
or university {except as an itinerant student) since his or her last
attendance at the reporting college. (An i1tinerant or transient .
student is one temporarily enrolled in another institution who pians
to return to the original institution to complete his or her program.)
There are two subcategories used in the report:

1. Enrolied Previous Year - A person enrolled in at least one credit
course during the previous academic year.

2. Not Enrolled Previous Year - A person whose last enrollment was
in the reporting college but it was prior to the previous
academic year. If a student attended another college during
the intervening period, he or she should be classified as a
transfer.

Transfer Students - A person whose last enroliment was in another
institution (except as an itinerant student). Two subcategories
are used.

1. In-State Institution - A person whose last enrolliment was at
an institution 1n the State.

2. Qut-of-State Institution - A person whose last enrvilment was
at an institution out of the State.

12.2




Freshmen - Persons who have earned From 0 through 23 credits of college
evel course work. Credits may be earned at other colleges or
universities or by examination (CLEP), etc.

First-Time Freshmen - Entering freshman who have not previously attended
gg¥ colTege. Include students enrolled in the fall term who attended
college for the first-time in the preceding summer. Also include
students who entered with advance standing at the freshman level.

Sophomores - Persons who have not yet earned their associate degree, or
equivalent, but have earned 24 or more credits of college level
course work.

Unclassified - Those students who are not candidates for a degree or other
formal award, although they are taking credit courses.

Total Credits Enrolled For - Enter the total number of credit hours that
were taken by the total number of students reported on each line.
This count should be determined by the classification of the student,
NOT by the level of the course.

Report Balancing - The number of first-time full-time and first-time

part-time students are also included in the counts of full-time
and part-time freshmen. Also. the total number of full-time and
part-time students in the lower matrix must equal the total number
of students indicated in the total line of the upper matrix.

12.3
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SECTION 13

. FALL ENROLLMENT r(lsnocc))um BY AGE GROUPS
FE-1

Purpose of the Report

This report displays final Fall headcount enrollments by Racial/Ethnic categories
and by Sex for Age Groups beginning with the 15-19 group and ending with the 65
and over group.

It is used by the Commissioner's office as a basis for enrollment projections and
other research studies. Furthermore, it will be used by the Division to answer
legislative and other student profile questions. The by-age groups and full-time/
part-time students is sometimes used to distribute enrollments from other reporting
documents.

General Instructions

This report should reflect headcount enrollments as of the last date on which
students can add courses for the regular Fall term as printed in the official
college catalog. It is an unduplicated headcount of Fall enroliments. Where a
duplication exists between subfunctions, such as between 1.1 Advanced and Pro-
fessional and 1.3 Developmental, the enrollments would be reported only once
under the highest level subfunction. Advanced and Professional is the highest
level subfunction; Other Personal Objectives, the lowest. In the above illustra-
tion, the enrollments would be reported only under 1.1. Advanced and Professional.

. The following list of subfunctions ranks from highest to Towest for purposes of
reporting dual headcount enrollments as unduplicated.

Advanced and Professional Instruction
Occupational Instruction
Developmental Instruction

Community Instructional Services
Other Personal Objectives

bt ot ot —d
WO G Ry =

Definitions

1.1 Advanced and Professional Instruction

This subfunction includes courses and instructional programs designed to provide
the first two years of course work leading to an advanced or professional degree
(bachelors, first professional, masters, etc.). It includes both the general
education and specialized lower division courses necessary to complete a transfer
degree program. It does not include non-credit courses, specifically designed
compensatory (remedial) courses, or vocational and technical courses (see defini-
tion of Occupational Instruction).

1.2 Occupational Instruction

This subfunction includes all courses (credit and nqn-credit) and instructional
programs designed to prepare persons for an occupation without subsequent training

221
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or education in an institution of higher education Or to provide courses to upgrade
job related skills. Many of the courses classified as occupational instruction are
transferable to a State university to apply toward a bachclors degree; however, they
are placed in this subfunction since they are req“_red for an occupational degrge or
certificate because of their specialized content. This 5 classification standard was
adopted to provide consistent classification of those courses which serve both a
transfer and occupational preparatory purpose.

1.3 Developmental Instruction

This subfunction includes the courses and instructional programs designed to prepare
persons for collega entry. It also includes courses considered basic and general

education at the elementary and high school level. It should not include occupational
courses,

1.4 Community Instructional Services

This subfunction includes non-credit instructional courses designed to meet community
needs or to provide recreational or leisure-time activities. Occupational non-credit
{supplemental} sources should not be classified in this subfunction, rather they should
be placed in the appropriate occupational category.

1.9 Other Personal Objectives )

These are persons from the college community who take courses for various reasons
other than to complete a degree or certificate program offered by the college. This
subfunction is established to account for students who do not intend to complete an
instructional program offered by the college, but who are taking credit courses to
satisfy their personal objectives. An example would be a teacher taking a course

to be used for renewal of his certificate, in which case the teacher is not seeking
to complete degree or certificate requirements.

This subfunction is used only when accounting for students by instructional program.
It is not applicable to the classification of courses or disciplipes.

Column Heading Instructions

Non-Resident Alien - A person who is not a citizen of the United States and

who is in this country on a tempoiary basis and does not have the right to
remain indefiniteiy. Resident aliens, non- c1t1zens who have been Tawfully

admitted for permanent residence {and who hold a “green card" Form 1-151},
are to be reported ip the appropriate racial/ethnic categories along with
United States citizens. Non-resident aliens are to be reported separately,

on tne lines provided, rather than in any of the five racial/ethnic categories
which follow.

Black, Non-Hispanic - A person havipg origins in any of the black racial
groups (except those of Hispanic origin).




. American Indian or Alaskan Native - A person having origins in any of the
original peoples of North America. and who maintains cultural identification
through tribal affiliation or community recognition.

Asian or Pacific Islander - A person having origins in any of the original
peoples of the Far East., Southeast Asia, the Indian Subcontineni, or the
Pacific Islands. This area includes. for example, China. Japan. Korea. the
Philippine Islands. and Samoa. '

Hispanic - A person of Mexican, Puerto Rican, Cuban, Central or South
American, or other Spanish culture or origina, regardless of race.

White, Non-Hispanic - A person having origins in any of the original peoples
of Europe, North Africa, or the Middle East (except those of Hispanic origin).

Racial/ethnic designations as ysed in this survey do not denote scientific
definitions of anthropological arigins. For the purpose of this report, a student
may be included in the group to which he or she appears to belong, identifies with,
or is regarded in this community as belonging. However, no person may be counted
in more than one racial/ethnic group.

Full-time and part-time student designations will apply only to credit
students in the Advanced and Professional and Occupational programs. In
Developmental, C.I.S. and Other Personal Objectives programs. the full-
time, part-time designation is not required.

. F-T (Full-Time Student) - A student registered for 12 or more credits
during the current temm.

P-T (Part-Time Student) - A student registered for 11 or less credits
during the current term.

Row Heading Instructions

Age Group - Report students in the appropriate age group. If age is unknown.,
classify accordingly. Wherever possible, avoid use of the Age Unknown category.

Total - Totals should crossfoot, down and across for each subfunction.

oo
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SECTION 14

ANNUAL HEADCOUNT REPORTS
(AA-1, EA-3)

This section contains those reports and instructions dealing with annual enroll-
ments and terminations. The AA-1/EA-3 Series provides information about PROGRAM
ENROLLMENTS AND TERMINATIONS. Each report in this series is listed and identified
Lelow:

Report Identification Report Name

AA-1A Program Enrollments and Terminations
{Advanced and Professional, Occupational Programs)

AA-1B Undecided Enrollments

AA-IC Supplemental and Apprenticeship Enrollments

AA-1D Special Sections Enrollment (Vocational)

AA-TE First-Time-In-College, Early Exit, GED Students

EA-3 Developmental, Community Instructional Services,
Other Personal Objectives Enrollment




PROGRAM ENROLLMENTS AND TERMINATIONS
AR-1A

Purpose of the Report

The purpose of this report is to provide a program-by-program accounting of
student enrollments and terminations. The college should prepare a separate
form for each program of study offered by the college. This information is

used by the Division of Community Colleges to prepare reports for the Depart-
ment of Education {Division of Vocatiunal Education) and Legislature, and to
prepare Federal and regional reports for each college. These reports include
0ffice for Civil Rights {OCR) Fall Enrollment and Compliance, Higher Education
General Infcrmation Survey (HEGIS) Earned Degrees, and Vocational Education Data
System (VEDS).

General Instructions

Time Frame Covered by the Report - The data for this report are for the
prior Academic Year which begins with the Fall semester and ends with
the completion of the Summer semester.

Due Date for the Report - Refer to the Chart of Reports in Section 1.

Definition of Program Study - This is a group or combination of related
courses, self contained classes, or instructional units organized for the
attainment of specified educational objectives. Each program must be re-
ported on a separate form so that the Division can complete the required
Federal reports. Programs designed for transfer (or university parallel)
purposes may be considered one program for this report. However, it is
preferable that these programs be identified to one of the other eight
clusters indicated on page 2.10. A vocational preparatory program consists
of a course or a group of related courses and instructional activities
through which students can achieve the competencies required for entry into
an occupation or a cluster of closely related occupations. The college
must obtain the program objective of each student each time he or she
registers. Procedures should be developed by each college to obtain an
accurate statement of student intent. Those students who have demonstrated
no intent to complete a curricular program offered by the college, but who
are taking credit courses to satisfy their personal objectives should be
reported on the EA-3 report form as "Other Personal Objectives Enrollment”.

For the purpose of this report, do not include as a program of study those
supplemental courses offered by the college. These courses are primarily
designed for job skill updating and retraining of those persons already
employed in the field and these should be reported on the AA-iC report.

A separate special form (AA-1B) has been included for those students that
have not decided (Undecided) on the program of study which they will pursue

or have not been accepted into a limited access program (e.g., dental hygiene}.

Do not include A.A. degree seeking students whe have not selected a major.
These persons should be inciuded in 1.19 General Degree Transfer. It is
important to note that this form does not provide for “Completions” since each
graduate (completer) must be identified with a program of study.

14.2




New Programs, Program Changes, Progran Deletions - These actions should

be reported on the AN-TA Torwr with appropriate notation to indicate the

kind of action. When these take place at other than initial submission
. of the AA-1A reports, & letter of explanation shouid accompany.

Detail Instructions

Program Information - Top Portion of the Form

Program Code - This is the eight digit code which identifies each program
offered by the college during the academic year being reported. These codes
are found in the Community Co]lege Information Classification Structure.
Refer to the documentation in Appendix A of the CCMIS Procedures Manual

to verify coding or to assign codes to new programs,

Program Title - This is the title which the college uses for the program.
Note that the Program Code and Program Titic shown in the Program Inventory
printout will be used until a change is submitted.

New Program - Indicate "X" if yes. Ignore, if not a new program. This
111 provide information about the number of new programs initiated by the
colleges,

Correction - Indicate "X" if yes, Ignore, if not a correction. This data
item will facilitate program change.

Occupational Program Type - An occupational program is one designed to pre-
pare persons for immediate employment in an occupation (inciuding homemaking}.

. There are two levels of occupational programs offered in comnunity colleges,
namelys

A. Post-secondary Technical {courses and programs of study) - This
includes programs of study and their retated courses designed to
prepare persons for employment at the technical level which is
between that of the skilled and the professional. These are
usually two-year programs of study made up of college level credit
courses which are, for the most part, transferable.

B. Post-secondary Skilled/Semi-skilled (courses and programs of study) -
This includes programs of study and their related courses designed
to prepare students for employment at a semi-skilled or skilled
level which is between that of the unskilled and the technician.
These are usually clock-hour or institutional credit programs and
courses.

Program Length - Enter the number of Semester Credit Hours or Clock Hours
required to complete the program.

Completion Award Type - Check the appropriate award type based on the
definitions provided below even though your college may use a different
title for a degree or certificate:

A. Associate in Arts - An award certifying the completion of a two-
year lower division undergraduate program of study which is
. applicable to a bachelors or advanced degree.




B. Associate in Science Degree - An award certifying the completion
of a two-year tecnnical program of study. In some ¢raes students
completing these programs transfer to a university to complete a .
kigher Tevel degree in the field. Therefore, the AS degree is not
necessarily a terminal degree.

€. Technical Certificate - An award certifying the completion of
tecnnica) programs of study consisting principally of the pre-
scribed specialized courses in the program area. These are
programs which usually consist of one academic year of full-time
study.

D. Associate in Applied Science - An award certifying the completion
of a two-year skilled/semi-skilled program of study.

E. Cortificate of Applied Sciences - An award certifying the completion
of a vocational program of study which is usually of a duration
fonger than one term {semester), but less than two years of full-
time study.

F. Certificate of Training - An award certifying the completion of
a vocational program of study which is one term (semester) or
less of full-time study.

Column Heading Instructions

The columns of the report provide for a distribution by sex and race for certain
information items. This information is required for the OCR Earned Degree report .
and also is used as a part of the compliance report for the State plan.

Non-Res ident Alien - A person who is not a citizen of the United States

and who 1s in this country on a temporary basis and does not have the

right to remain indefinitely. Resident aliens, non-citizens who have been

Tawfully admitted for permanent residence (and who hold a "green card"

Form 1-151), are to be reported in the appropriate racial/ethnic categories

along with United States citizens. Non-resident aliens are to be reported

separately, ip the columns provided, rather than in any of the five racial/

ethnic categories which follow.

Black, Non-Hispanic - A person having origins in any of the black racial
groups of Africa (except those of Hispanic origin).

American Indian or Alaskan Native - A person having origins in any of
the original peoples of North America, and who maintain cultural identifi-
cation through tribal affiliation or community recognition.

Asian or Pacific Islander - A person having origins in any of the original
peoples of the Far East, Southeast Asia, the Indian Subcontient, or the
Pacific Islands. This area includes, for example, China, Japan, Korea, the
Philippine Islands, and Samoa.
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Hispanic -« A person of Mexican, Puerto Rican, Cuban, Central or South
American, or other Spanish culturc or origin, recardless of race.

White, Non-Hispanic - A person having origins in any of the original

peoples of Europe, North Africa, or the Middle East (except those of
hHispanic origin).

Racial/ethnic designations as used in this survey do not denote scientific
definitions of anthropological origins. For the purpose of this report, a
student may be included in the group to which he or she appears to belong,
identifies with, or is regarded in the community as belonging. However, no
person may be counted in more than one racial/ethnic group.

The manner of collecting the racial/ethnic information is left to the discretion
of the institution provided that the system which is established results in
reasonably accurate data. One acceptable method is a properly controlled system
of post-enrollment self-identification by students. If a self-identification
method is utilized, a verification procedure to ascertain the completeness and
accuracy of student submissions should also be employed where feasible. In order
to provide reasonably accurate data, *he institution may require students to
complete a questionnaire and/or identify themselves by name or otherwise when
providing information. The fact that the information is being gathered in
compliance with Title VI of the Civil Rights Act of 1964 and Title IX of the
Education Amendments of 1972 may be disseminated in the manner and to the

extent that the institution deems appropriate.

Row Heading Instructions

1. Unduplicated Count of Student Enrollments in the Program During the
Academic Year -~ To obtain the undupiicated headcount for each program,
use the most recent statement of each student's program objective or
intention. Students who have not been admitted into a limited access
program should be included on the special Undecided form along with
those students who have not selected a program,

1A. Cooperative Students {Unduplicated) - Include in this section
unduplicated enrolliments of students reported in row 1 in a
program of vocational education who, by written {and on file)
cooperative arrangements between the school and employers,
are employed and receive compensation, and receive instruc-
tion, including required academic courses and related vocational
instruction by alternation of study in school with a job in any
occupational field. However, these two experiences must be planned
and supervised by the school and employers so that each contributes
to the person's education and his or her employability. Work
periods and school attendance may be on alternate half days, full
days, weeks, or other periods of time in fulfilling the cooperative
program,

2. Number of Students Who Completed the Requirements to Earn a Degree or
Certificate During the Academic Year - "Completed the Requirements” means
a student finished a planned sequence of courses, services, or activities
designed to meet either a vacatianal occupational objective and obtained
entry-level job skills or a program designed for transfer (university
parallel).
23
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Remaining Columns

Number of the Total Who Are High School Students - Refers to persons

declared by the institution to be at the IIth- and 12th-grade levels who
are enrolled 1n vocational preparatory programs for which credit is given
toward a high school diploma.

Special Needs - Report in this Section counts of persons in columns one
through twelve who can be {dentified as handicapped, of limited English
proficiency or disadvantaged (economically or academically) using the
definitions below WHETHER OR NOT SPECIAL SUPPORT SERVICES ARE BEING PRO-
VIDED BY VEA (Vocational Education Act) FUNDS TO SUCCEED IN THE VOCATION-
AL EDUCATIONAL PROGRAM. A person Should be reported in each category for
which he or she has a special need. If a person has all three special
needs, he or she is reported once in each category.

Definitions
Handicanped - Refers to a person who has a physical or mental impairment.

Limitea English Proficiency - refers to any menber of a national origin min-
ority who does not speak and understand the English language in an in-
structional setting well enough to benefit from vocational studies to the
same extent as a student whose primary language is English. Some examples
of national origin minorities are persons of Spanish, Chinese, or Italian
heritage. The chief adninistrative official shall determine the method
and the staff persons responsible for making the identification. Oper-
ationally, for example, enrollment in English as a second language
could be used as a proxy here,

Disadvantaged - means persons (other than handicapped) who meet the following
definitions:

"Economically disadvantaged” refers to any of the following:

(1) Family income is at or below national poverty level,

(2) Participant or parent(s) or guardian of the participant is
unemployed,

(3) Participant or parent of participant is recipient of public
assistance, or

(4) Participant is institutionalized or under State guardtansnip.

Operationally, economic disadvantage can be determined by reporting students
who are participating in BEOG's or similar financial aid or work-study pro-
gram,

"Academically disadvantaged" refers to persons who:

(1) Lack reading or writing skil1ls,
(2) Lack mathematicall skills, or
(3) Perform below grade level.

2373
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Operationally, academic disadvantage can be determined by reporting students
. enrolled in remedial instruction or on academic probation.

NOTE: While it is not necessary to identify program leavers on the AA-1A, it
WwiTT be necessary to conduct follow-up on leavers as part of the AA-2 and AA-4

requirements. Therefore, provisions should be made to identify leavers as
they are defined in the AA-2 instructions in Section 16.




DIVISION OF COMMUNITY COLLEGES Program (ICS) Code:
PROGRAM ENROLLMENTS AND TERMINATIONS Pragram Title:

ACADEMIC YEAR: New Program:
Colleqe:

Campus:
CORRECTIUN:

Occupational Program Type: Program Length: Completion Award Type: :

Post-ﬁetundaf;qTechnica1 Semester Credit Hours Associate in Arts Associate of Applied Scicnce

Post-Secondary Skilled/Semi-skilled Clock Hours Assocfate in Science Certificate of Abplied Science
Technical Certificate Certificate of Training

Number of

Asian American ’ the total SPECIAL NEEDS
Non- or Indian or Black {Not White (Not who are Limited
Data Categories Resident Pacific Alaskan of Hispanic:  Hispanic | of Hispanic high school English
Alien Islander Native Origin) | origin | students | Handi- pro- Disad-
FemalelMale jFemale|M Femaje[Male [FemaJe]Male Female] Male Femalelﬂa%e | capped! ficiencyl¥antaged

1. Unduplicated count of
students enrolled in the
program during the academic

_Year,

1A. Of the above. the number
who are cooperative students

Z. Mumber of students who
completed requirements to
earn a degree or certificate
during the academic year

Prepared by:

Date:

PAFullToxt Provided by ERIC




e T UNDECIDED
istee State ol Florila Program Title:
@ Departiment ol Lducation
\..

i Ly Suwarieant o) Lo DIVISION OF COMMUNITY COLLEGES

. ‘\ ",’ Aalph D, Turlington, Conwnessiong
An acual oppHariunily employer UND ECIDED EN HOL LM ENTS

e

College:

Academic Year:

NOTE: THIS PART OF THE REPORT INCLUDES ONLY THOSE STUDENTS WHO HAVE NOT REPORTED A PROGRAM OF
STUDY OR HAVE NOT BEEN ADMITTED TO A LIMITED ACCESS PROGRAM.

DO NOT INCLUDE A.A. DEGREE STUDENTS. STUDENTS WAITING TO ENTER A LIMITED ACCESS PROGRAM WILL BE PLACED IN
THE APPROPRIATE VOCATIONAL CATEGORY.

Han - Asian or Mmerican Dack (Not white {vot gﬁmbgrt:{ SPECIAL HEEDS
i fesident Pacifi. tadian or | of iispanic #ispanic | of Hispanic o Are it
4 .
Alien Telander AL:§§:2 Origin) DOrigin) High Schao) English

e - Students Pro-
IremaTe [T MaTe 1Fomate | PalTe |Temaie] Fale  IFemaie] Male fremale T Female ficienc

Disad.
vantagad

. Undrecided

1.99 Undecided

. Ltugents Laating to bnter
s Limited Access Program

1.21 Agriculture

1.22 Distribution

tealth

Hore Lconomics

Office Tocupations

Trade & Industrial

Fublic_Sorvice

Prepared by: Date Prepared:




Supplemental and Apprenticeship
Course Enrolliments .
AA-1C _ .

Purpose of the Report

This report is used by the Division of Community Colleges to meet VEDS reporting
requirements relative to apprenticeship enroliments. The data is also entered
into the Community College Management Information System so that it can be used
along with other occupational enroliment data to respond to specific requests.

Instructions and Pefinitions

Course Categories - These are the same categories used for occupational
programs in the Community College Information Classification Structure,
In this report relate each course to the appropriate category.

Supplemental Course Enrolliment - Enter the number of students who enrolled
in courses that were organized for the purpose of upgrading persons who are
currently, or who have been previously, employed in the occupational field.
Students enrolled in more than one course category will be reported as an
enroliment in each.

Apprenticeship Course Enrolliment - Enter the number of students who have
enrolled 1n a course providing occupational preparation for skilled trades .

as authorized by State and Federal legisiation and usually conducted under
the auspices of a joint apprenticeship committee representing labor,
management, and the school.
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OIvISION OF COMMUNITY COLLEGES

SURPPLEMENTAL
and
APPRENTICESHIP
COURSES ENROLLMENT
{ANNUAL)

. ACADEMIC YEAR: COLLEGE:

Enrollment in Enrollmeont in
ICS Supplemental Courzos Appronticothip Course:
COOE COURSE CATEGORY Female 1 Male Female { Male

AGRICULTURE
1.21.0100 Agriculture Production

1.21.0200 Agricultural Supplies/Services
1.21.0300 Agricultural Mecharics
1.21.0400 Agricultural Products
11.21.0500 Ornamental Horticulture
1.21.0600 Agricultural Resources
1.21.0700 Forestry
“11.21.9900  Other Agriculture
TOTAL AGRICULTURE
OISTRIBUTIVE
1.22.0100 Advertizing Services
1.22.0200 Apparel and Accessories
1220300 Automotive (Salex}
1.22.0400 Finance and Credit
1.22,0500  Floristry
1.22.0600 Food Oistribution
1220700 Food Services
1.22.0800 General Merchandize
1.22.0900 Hardware, Building Materials, Etc.
1221000 Home Furnishings
1.22.1100  Hotel and Lodging
1.22.1200 Industrial Marketing
1.22.1300 Insurance
1.22.1400  International Trade
1.22.1500 Personal Services
1.221600 Patroleum
1.22.1700  Real Estate
1.22.1800 Recreational and Tourism
1.22.1900 Transportation
1.22.2000 Retail Trade
1.22.3100 _ Wholezale Trade
1.22.9900  Other Qistributive
TOTAL QISTRIBUTIVE
HEALTH

173.0100 Dental
[1.23.0200 Medical Laboratory Technology
[1.23.0301 Associate Degree Nursing
1.23.0302_ Practical {Vocational} Nursing
1.23.0303 Nuriing Azsistance {Aide}
1.23.0304  Psychiatric Aide
1.23.0305  Surgical Technician
1.23.0306 Obstetrical Technician
1.23.0300 Other Nursing
1.23.0400 _ Rehabilitation
1.23.0500 Radiologic
1.23.0600 Opthalmic
1.23.0700 Environmental Health
1.23,0800 Mental Health
1.23.0900 Miscellaneous Health Education
1.23.9900 Other Health Occupations

TOTAL HEALTH

AA-1C
Rev.8/1/79
Page 10f 3




!
\\ i SUPPLEMENTAL
and
APPRENTICESHIP
'COURSES ENROLLMENT

(ANNUAL)
ACADEMIC YEAR: __ COLLEGE:

L Enroliment in Enroliment in
I1ICS | Supplemental Courses Apprenticeship Courses
CODE COURSE CALTEGORY Female Mate Famalo Male

HOMEMAKING
1.24,0101  Comprehensive Homemaking
1.24.0102 Child Development
1.24.0103 Clothing and Tektiles
1.24.0104 Consumer Educition
1.24,0105  Family Health
1.23.0106 ~ Family Relations,
1.24.0107 Foods and Nutrition
17240108 Home Management [
1.24.0109  Housing gnd Home Furnishings
1.24.0100 Qther Homemaking
TOTAL HOMEMAKING
OCCUPATIONAL PREPARATION
1.24.0201  Care and Guidance of Children
1.24.0202  Clothing Mgt., Product. & Serv,
1.24.0203 - Food Mgt., Product. & Services
1.24.0204 Home Furnishings] Equip, B Serv.
[1.24.0205  instit. & Home Magt. & Serv.
11.24.0200  Qther Occupational Preparation
TOTAL OCCUPATIONAL PREP.
OFFICE !
1.25.0100 Accounting |
1.25.0200 Business Data Proc SYstems
1.25.0300 Filing, Off.Mach., Clerical OQccup.
1.25.0400 Information Communication
1.25.0500 Materials Support |
1.25.0600 Personnet and Training™”
1.250700 Stenographic and Secretarial
1.25.0800 Supervisory and Admin. Mgt.
1.25.0900 Typing
TOTAL OFFICE
TRADE & INDUSTRIAL
1.26.0190  Air Cond. & Environ. Control
1.26.0200 Appliance Repair
1.26.0300 Automotive Services
1.26.0400 Awviation Occupations
1.26.0500 Blueprint Reading
1.26.0600 Business Machine Maintenance
1.26.0700 Commercial Art
1.26.0800 Commercial Fishery & Oceanographic
1.26.0900 Commercial Photography
1.26.1001  Carpentry
1.26.1002  Electricity
1.26.1004 Masonry
1.26.1007 Plumbing & Pipefitting
1.26.1000 Qther Constr. 8 Main. Trades
1.26.1100 Custodial Services
1.26.1200 Diesel Mechanic '

[1.261300  Dratting and Design 214
Electrical ‘!
Electronics

14.12




SUPPLEMENTAL
and

APPRENTICESHIP
COURSES ENROLLMENT
(ANNUAL)

ACADEMIC YEAR: COLLEGE:

Enrollment in Enroliment in
ICS Supplemental Courses Apprenticeship Courses

COOE COURSE CATEGORY Female Male Female Male
TRAOE & INDUSTRIAL Cont.

1.26.1600 Fabric Maintenance Services

1.26,1700 Foremanship Supvr. & Mgt. Devel.

.26.1900 Graphic Arts

1.26.2000 Industrial Atomic Energy

1.26.2100  Instrument Maint. & Repair

1.26.2200 Mariume Occupations

1.26.2300 Metal Working

1.26.2400 Metallurgy

126.2607 Barbering

1.26.2602 Cosmetology

1.26.2700  Plastics Occupations

1.26.2900 Quantity Food

1.26.3100 Small Engine Repair

1.26,3200 Stationary Energy Sources

1.26.3300 Textile Production and Fabrication

1.26.3400  Leatherworking

1.26.3500 Upholstering

1.26.9900 Other Trade and Industrial

TOTAL TRADE & INDUSTRIAL
PUBLIC SERVICE

1.27.0100 Fire Science

1.27.0200 Law Enforcement

1.27.0300 Education {Teacher Aide)

[1.27.0400 Library

1.27.0500 Audio-Visual {Multi-Media)

1.27.0600 Recreation

1.27.0700 Social Service Work

1.27.0800 Public Administration

1.27.0900 Urban, Rural & Comm. Devel. Ser.

[1.27.1000  Resources Management Services

1.27.9900  Other Public Service

TOTAL PUBLICSERVICE

TOTAL SUPPLEMENTAL AND APPRENTICESHIP

Prepared By:

President’'s Signature:

. . State of Florida

Department of Education
AA--1C Tallahassee, Florida

Rev. 8/1/79 0}’ Ralph . Turlington, Coramissioner
Page 3 0f 3
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INSTRUCTIONS
FOR
SPECIAL SECTIONS REPORT
AA-1D

Purpose of the Report

The purpose of this report is to account for those students who are enrolled in
the following types of programs:

(1) Special Vocational Programs

(2) Special Funded Vocational Programs

(3) Programs for Persons with Special Needs
(4) Programs of Special Legislative Purpose

Instructions and Definitions

SECTION ¥ - ENROLLMENTS IN VOCATIONAL EDUCATION PROGRAMS
Cotumn (b} - Enter total enrollments in the special program.

Column {c) - Enter number of female students enrolled. The number of
male students will be the difference between the total and number
of females.

Columns (d} and {e) - Enter enrollments for secondary and posf—secondary
levels. The sum of columns (d) and {e) MUST equal column (b).
NOTE: Columns (f) through {j) are not applicable.

A, Secondary - High school youths in grades 7-12.
B. Post-secondary - Persons who have completed or left high
school and who are enrolled in an organized program of study
in preparation for entering the labor market.
SECTION 2 ~ ENROLLMENTS IN SPECIAL FUNDED VOCATIONAL EDUCATION PROGRAMS, BY LEVEL
Report the number of students who were served in programs which received special
funds. This is a duplication of enrollments reported on another AA-1 report;
hence, the parentheses.

Columns (b} through {(h} - Report the number of students in each column as
applicable.

Elfjf




. SECTION 3 - ENROLLMENTS Of PERSONS WITH SPECIAL NEEDS BY LEVEL

Lines 1 and 2 - Break out the total number of students enrolled in a1l pro-
grams who are classified as disadvantaged or handicapped and received special
services, This is duplication and does not cqual the total.

A.  Disadvantaged - Persons who have academic, socioeconomic, cultural,
or other handicaps (excluding physical or mental} that prevent them
from succeeding in regular vocational education or consumer and home-
making programs designed for persons without such handicaps and whu,
for that reason.required specially designed educational programs or
related services.

B. Handicapped - Persons who are mentally retarded, hard of hcaring,
deaf, speech impaired, visually handicapped, seriously emotionally
disturbed, crippled, or other health impaired persons who by reason
of their handicap, cannot succeed in a regular vocational or consumer
and homemaking program designed for persons without such handicaps
and who, for that reason, require special educational assistance or
a modified vocational or consumer homemaking education program.

Columns {b) through (j) - Report the number of students in each column as
applicable.

SECTION 4 - SPECIAL NEEDS ENROLLMENTS BY TYPE OF INSTRUCTIONAL SETTING

. Report here data on students identified in the last threec columns of the
AA-1A. Report each student only once, by the type of instructional
setting of the vocational education program in which he or she is enrolled
by handicapped, disadvantaged (110 and 140 refer to sections of the law that
provides the funding) and ?imited English proficiency. The instructional
setting of the program should be indicated as Mainstream/no support, Main-
stream/support (from VEA funds) or Separate.

Definitions :

Mainstream/No Support Progrum is one that is conducted in an integrated setting,
i.e., students having special needs together with students not having special
needs. A student having special needs should be reported in a mainstream/no
support program if that student experiences full participation in a mainstream
vocational education program where no additional VEA funds are provided to assist
the student.

Mainstream/Support Prcgram is one that is conducted in an integrated setting, i.e.,
students having specia. needs together with students not having special needs. A
student having special needs should be reported in a mainstream/support program if
that student experiences full participation in a mainstream vocational education
program where ADDED SUPPORT SERVICES ARE PROVIDED BY VEA FUNDS TO ASSIST THE STUDENT.

214
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Yeparate Program - refers to a program in which the person with speciel needs is
enrolTed at o regular school or separate institution in a vocational education
program where the enrollment is linited to handicapped, disadvantaged or Timited
Inglish proficicncy persons,  Also include vocational education program activitics
provided for these students in hospitals or at the student's home.

For mainstream/support and separate programss report persons with special needs
vho meet the requirements ynder the Taw for the three special needs categories
{(handicapped, limited English proficiency and disadvantaged) who by recason thercof:

(I} Reguire and recgived special education assistance and related
seryices and,

{2) Cannot succeed in the reqular vocational education program without
special educational assistance; or

(3) Require a modified vocational eduycation program.

The term “special educational assistance" includes specially designed instruction,
teachers' aides to support classroom or lab instruction, taped texts, interpreters
or other effective methods of riaking orally delivered materials available to
students. classroom equipment adapted for use by students with manual impairments,
and other similar services and actions, as well as facility modifications.

The term "related services" includes transportation and such developmental,
corrective and other support services as are reguired to assist a handicapped
person to benefit from the vocational education program; such services include
speech pathology and audiology, psychological services, physical and occupational
therapy., recreation, counseling services, and medical services for diagnostic or
evaluation purposes.

SECTION 5 - ENROLLMENTS BY LEGISLATIVE purPQSE

Report here data on enrollments on the AA-TA by legislative purpose. QONLY
SPECIAL SERVICES BEING PROVIDED UNDER THE STATE PLAN are to be reported
here. Report here the number of students bencfitting from the specified
Section 120, 130, and 150 expenditures for work-study, support services for
women, day care services, and vocational education for displaced home-
makers.

Definitions:

Jocational Education Work-Study may be furnished to a student who has been

accepted or is enrolled full-time and is in good standing in an approved vocational
education programs; is in need of the earnings to begin or continue his or her
vocational program; is at least 15 years of age and less than 21 years of age

at the onset of employment, and can maintain good standing in. school while empioyed;
i5 employed for no more than 20 hours in any school week; is paid no more than the
prevailing rate for similar duties; and is empioyed by a public or nonprofit

private agency or institution.

2
O
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Support Services for Women who enter vocational education programs designed to
prepare individuals for employment in jobs which have been traditionally limited
to men including counseling, job development, and job follow-up support to over-
come the barriers which women face in working in non-traditional areas.

Day-Care Services shall be for the purpose of providing appropriate care and
protection of infants, preschool and school-age children in order to afford students
who are parents the opportunity to participate in vocational education programs.

Such day-care services shall be governed by the Federal Interagency Day Care Re-
quirements (45 CFR Part 71).

Vocational Educatirn Programs for Displaced Homemakers and Other Special Grouns

can be funded to assess and meet the needs of these special groups. The programs
shall include organized educational programs to prepare these persons for employment,
special courses preparing these individuals in how to seek employment, and the
provision of placement services for the graduates of these programs.

“Sg
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DIVISION OF COMMUNITY COLLEGES

SPECIAL SECTIONS REPORT Colloge!

Acixlemic Year:

Prepoared by:

SECTION 1 - ENROLLMENTS IN VOCATIONAL EDUCATION PROGRAMS

ADULT

POST APPREN-
SECONO- PREPARA- SUPPLE. COOPERA.- COMPLE:
PROGRAMS FEMALE ARY SECOND- TORY MENTAL TICE TIVE
ARY SHIP
{a) {c) {d) {e} ] {n t)

[99.0302  Individual Manpower Train, Svs. (IMTSH |

SECTION 2 - ENROLLMENTS (N SPECIAL FUNOEO VOCATIONAL EQUCATION PROGRAMS, BY LEVEL

Comgarehensive Employ. Training Act (CETA}
Migrant Education {Federal, State}

M
}

SECTION 3 - ENROLLMENTS OF PEriSON WITH SPECIAL NEEOS, By LEVEL

Dhsadvantaged
Handicapped

R

“'
g b
ANy
State of Florida
Oepartment of Education
Tatlahassee, Florida

Ralph D, Turhington, Commissionar
an @qQuidl CRE0HUNItY ampidyer
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Page 2 Of 2
DIVISION OF COMMUNITY COLLEGES
SPECIAL SECTIONS REPORT

SECTION IV - Special Needs Enrollments by Type of Instructional Setting

Type of Setting Handicapped Disadg?gtaged Dfsadgagtaged
instream/No Support R Eh 5213

ainstream/Support

Separate

TOTAL

SECTION V - Enrollments by Legislative Purpose

Participants by Legislative Purpose
ork Study (Include only programs provided for by vocational furding)}

Support Services for Women
Day-Care Services

lVocationa] Education for Displaced Homemakers

Return to: Bureau of Research and Information Systems
Division of Community Colleges
D-partment of Education
Tallahassee, Florida 32301
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DIVISION OF COMMUNITY COLLEGES
ANNUAL ENHOLLMENT REPORT
FIRST.TIME-IN-COLLEGE
EARLY EXIT, G.E.D. STUDENTS

ACADEMIC YEAR: COLLEGE:

INSTAUCTIONS

Enter the headcount of the total number of first-time-in-college edrly exit G.E.D. students who are enrolled in programs leading to a
degree, certificate or other formal award.

DEFINITIONS

First-Time.1n-College - a student who has not attended any college prior to the current academic year.

Early Exit G.E.D. - a student who completed high school earfy by taking and passing the General Educational Development (GED)
Tests. Students who legally have dropped out of high school or who are entering from an adult high school program are not to be

included

Programs Leading to a Degree, Certificate or Other Formal Award - 3 student who is enrolled only in a program leading to a degree,
certificate or other formal award. Do not include students enrolled in Community Instructional Services or Aecreational and Leisure
Time program,

Total enrollment headeount of
first-time-in-college early
exit GED students:

Prepared By:

President's Signature: Date:

Aeturn to: Bureau of Research and Information Systems
Division of Community Colleges
. Tallahassee, Florida 32301

State of Florida
&7 \ Department of Education

f Tallahassee, Florida
‘-\' Ralph D. Turlington, Commissioner -

o An equal ppportunity employer 2 ,} / )
AA—1E 14.20

ERIC \

Aruitoxt provided by Eic:




INSTRUCTIONS
FOR
ANNUAL REPORT OF DEVELOPMENTAL
AND -
COMMUNITY INSTRUCTEONAL)SERVICE ENROLLMENT
EA-3

Purpose of the Report

The EA-3 Report provides the annual enrollment headcount of two different
groups of students. The first group represents those students enrolled in a
Developmental and Community Instructional Services program. The second group
represents those students who have no intent to complete a curricular program
offered by the college, but are taking credit courses to satisfy their personal
objectives. Further instructions are provided on the EA-3 report form. See
page 14.22. '




DIVISION OF COMMUNITY COLLEGES

ANNUAL REPORT OF
DEVELOPMENTAL
and

COMMUNITY INSTRUCTIONAL SERVICE
ENROLLMENT

ACADEMIC YEAR: COLLEGE:

{1} Number of ALL {2} Unduplicated

CLUSTERS Students Served Headcount

DEVELOPMENTAL (1.30)
1.31 Compensatory

1.32 Adult Elementary & Secondary

COMMUNITY INSTRUCTIONAL SERVICE (1.40)
1.41 Citizenship

1.42 Recreational ang Leisure Time

INSTRUCTIONS

(1 NUMBER OF ALL STUDENTS SERVED - Enter the number of students enrofied in each of the program c!usters This
number represents the tota! number of people served by each cluster.

{2} UNDUPLICATED HEADCOUNT - Enter the unduplicated headcount of students, counting each student in ONLY one
program cluster. DO NOT include students that have been caunted in either Advanced and Professional or Occupational
categories.

OTHER PERSONAL
OBJECTIVES
ENROLLMENT

Enter the number of students who]do not intend to complete a curricular HEADCOUNT
program offered by the college, but who are taking eredit courses Lo
satisfy their personal objectives. An example would be a teacher taking a
course to be used for renewal of certificate, in which case the teacher is
not seeking to complete degree or certificate requirements.

Prepared by:

President’s Signature:

State of Florvla
Depariment al Educaton
: Tallahasee, Flonda
Aalph 3 Turlington, Commusponss

A aelust HOTEE L EY RO e,

PAFullToxt Provided by ERIC




SECTION 15

DIVISION OF COMMUNITY COLLEGES
NCES 2404-1 TEACHER-STAFF REPORT

. (VEDS)

Instructions and Definitions

Introduction

NCES 2404-1 reports dath on staff assignments in vocational education. It
provides data on all in$tructional staff by occupational program ass1gnment
Consumer and Homemaking} Industrial Arts, and program support and supervisory
staff covered by the STATE PLAN FOR VOCATIONAL EDUCATION.

The Teacher-Staff Report &ontains three sections. Section I is a total of all
the staff involved in vocational education programs during the reporting period.
These data show unduplicated headcounts by total and by female. Section II is
the unduplicated headcount broken out by racial and ethnic designation of full-
time staff reported in Section I and Section II! is an unduplicated headcount of
part-time staff assigned to Wocational core courses.

duration ARE to be included.| Non-vocational teacher effort should not be reported
here. For example, if a student must take math, do not report the effort of the

math teacher UNLESS the math course is an integral part of an occupational prepara-
tion curriculum and the currigulum cannot be understood without the math knowledge.

Instructional staff assignmejts to programs of less than 500 contact hours

Instructions and Definitions for NCES 2404-1

Sections T and II contain unde11cated headcounts. An UNDUPLICATED COUNT reports
an individual once only regard]ess of the number of programs assigned to that

person during the reporting year. Persons who teach and also have supervisory
assignments shall be reported once and once only on the form. Report the persons

in the assignments with the most clock hours. For example, a chairperson of a
health occupations program at a vocational college may teach a course 20 percent

of the time and supervise the hea]th occupations instructors 80 percent of the time.
This person would be counted only in the Program/Supervisory row for Sections I and
II. If the instructional and supervisory assignments are eQual in clock hours, then
report the person as instructional staff in the appropriate instructional program.

SECTION 1 Provide an unduplicated count of ali full-time instructional
{Page 1) staff, program support staff, and program supervisory staff
who were employed during the reporting year (regardless of
the duration of that employment}, by total and by female.
There are 12 categories under Occupational Preparation program
assignment. The two-digit OE code is used for each program
area, and all six-digit program assignments are to be collapsed
and reported under the two-digit OE code. If an instructional
staff person is not ass1gnab1e to a two-digit program area,
classify that person in the "Other NEC" (Not Elsewhere
Classified) category.




If a staff person has both supervisory and instructional
assignments, report the person once only against the
assignment with the most clock hours, [f, however, the
supervisory assignment does not retate directly to the
supervision of vocational education programs--as, for
example, in the case of a teaching vice-principal whose
time is equally divided between teaching and supervision--
then report the person as a teacher,

Definitions:

An Unduplicated Count means all staff shall be reported once and only once in
Section I and once in Section II. Instructional staff with dual or multuple pro-
gram assignments shall be reported in the program where the most clock hours of
instruction are provided during the reporting year. For example, a person teaching
in a welding program 30 percent of his or her time, and in an agriculture mechanics
program 70 percent of his or her time, is reported ONCE in 01.00, Agriculture, and
is reported NOWHERE else in these two sections.

Program Assignments refers to assignments of all staff to instructional programs

designed for occupational preparation. All such assignments are reported by two-
digit OE code. If instructional staff are assigned to a program not classifiable
in any of the program areas, report those persons in 99.00, "Other NEC" {Not Else-

where Classified). For example, a co-op coordinator assigned students in horti-

%ulturi. distributive education, and auto mechanics is reported in "Other NCE"
99.00}.

Instructional Staff refers to individuals employed for the primary purpose of
‘performing instructional activities in vocational education. There are three
categories of instructional staff to be reported:

{1} Occupational Preparation Staff are persons who impart competencies
to students that prepare them for employment (paid or unpaid) in
specific occupational fields such as Agriculture, Health Occupations,
Distributive Education, and Office Occupations. REPORT ONLY THOSE
PERSONS WHO ARE REPORTED IN THE STATE PLAN.

(2} Consumer and Homemaking Staff refers to those teachers of instructional
programs that prepare students for the occupation of homemaking. REPORT
ONLY THOSE PERSONS WHO ARE REPORTED IN THE STATE PLAN.

(3} Industrial Arts Staff refers to teachers of programs that, among other
areas, assist individuals in making informed and meaningful occupational
choices to prepare them for entry into advanced trade and industrial or
technical education programs. REPORT ONLY TMOSE PERSONS WHO ARE REPORTED
IN THE STATE PLAN.

15.2
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Program/Support refers to individuals employed for the primary purposc of

assuring that students benefit From their vocational education programs. Included
in this group are all staff who provide instructional support services to tecachers
or instructors of vocational education programs such as teachers' aides, remedial
teachers, signers (interpreters for deaf students), and other such staff.

Administration/Supervisory refers to personnel other than tcachers who are assigned
responsibilities directly relating to the supervision of vocational education pro-
grams for one or more of the program areas listed on the form. Include occupational
deans, vocational directors. program supervisors. department heads, and other such
staff. Do not include presidents, vice presidents, general administrative staff or
guidance counselors.

SECTION 11 Report here the total unduplicated head count. by self-
(page 1} identified racial/ethnic designation, all persons reported
in Section I. This section includes instructional staff,
support staff, and supervisory staff. If a person refuses
- to identify his or her race or ethnicity. use instructional
identification.

Definitions:
Racial/ethnic categories are as follows:
American Indian or Alaskan Native - A person having origins in any of the

original peopies of North America, or who maintains cultural identification
through tribal affiliation or community recognition.

Asian American or Pacific Islander - A person having origins in any of the
original peoples of the Far East, Southeast Asia, the Indian subcontinent,
or Pacific Islands. This includes, for example, China. Japan. Korea, the

Philippine Islands, Samoa. India. and Vietnam.

Black. not of Hispanic Origin - A person having origins in any of the
black racial groups of Africa {(excluding Hispanics).

Hispanic - A person of Mexican, Puerto Rican, Cuban. Central or South
American, or other Spanish culture or origin, regardless of race.

White, not of Hispanic Origin - A person having origins in any of the
original peoples of Europe, North Africa, or the Middle East (excluding
Hispanicsg

SECTION III Report all part-time staff assignment by two-digit OL code
using the same unduplicating and assignment rules utilized
in the previous part.

Dy
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RIVISION OF COMMUNITY COLLEGES

REPGRTING PERIOD: TEACHER-STAFF REPORT COLLEGE:

NCCUPATIONAL PREPARATION SECTION I Total Staff § SECTION 1 Total Staff {Unduplicated Head County) Racial/Ethnic Designation || SECTION (11
Progeam Assignment Unduplfcated Head Countd—pmerican TndTan/ | AsTan or Pacific Black White

USOE Total | Female | Alaskan Mative Islander Not Hispanic | Mispanic | Not Hispanic| Part-Time

instruction Staff

01,00 Agriculture

04.00 Distribution

U/ .00 Health )
09.0% Occupational Home Economics
14.00 0ffice Occupations

16.00 Technical

17.00 Trade & Industrial

59.00 Other NEC

03.07 Consumer & Homemaking

10.00 Industrial Arts

Other Staff

Administration/Supervisory
Program/ Support

Jotals {Unduplicated)

NCES Form 2404-1 PrePared by: fleturn To: Bureau Of Research & Information Systems

a- Division of Community Colleges
Date: Department of Education
Tallahassee, Florida 32301

Aruitoxt provided by Eic:




SECTION 16

PLACEMENT AND FOLLOW-UP PROGRAM REPORTS
AA-2, AA-3, AA-4, AA-5

Purpose of the Repcrts

The purpose of these reports is to provide placement and follow-up information

on each program offered by the college. Therefore, separate report forms should
be prepared for each program. The information collected is used by the Division
of Community Colleges to prepare reports for the Division of Vocational Education
and the Legislature, to provide employment supply data for the manpower studies
conducted by the Department of Commerce and other State agencies, to prepare
Federal reports for each college, and to monitor the State plan for equal access
and equal opportunity.

General Definitions

The AA-2 report deals with the PLACEMENT of stldent completers and leavers (see
page 16.3). This is a report of the placement of these students who terminated the
program in the prior academic year either by completing the program or by leaving
the program. The AA-2 involves the same cohort of students that were reported on
the AA-1A Program Enrollments and Terminations report on line 2 (completers).
Thus, line 1G on the AA-2 must contain the same number of students as are reported
on line 2 of the AA-1A report when reporting completers. Reporting is on an

annual basis for each program {see instructions on Sampling). NOTE: The re-
quirement for follow-up on program leavers applies only to occupational programs.

The AA-3 report deals with the FOLLOW-UP of students who completed .degree and
certificate programs and those who left the program prior to normal completion.

The purpose of FOLLOW-UP is to collect information from the students and employers
which can be.used to evaluate the suecess of a program in achieving its objectives
and provide a basis for making appropriate changes and updates to the program. The
information identifies the number of students included in the Follow-Up studies.

The findings, conclusions, and uses of the studies are summarized in the AA-3 report,
This information (AA-3) is reported only for years in which follow-up and/or with-
drawal studies are conducted.

Students To Be Included in the Follow-Up Studies - This includes either all of the
students who completed the program or a reasonable sample thereof. It is very
important to note that the Follow-Up Studies do not relate to any particular academic
year or time frame, but may include students from several different years. The
numbers reported in this part of the study simply show the number of students in-
cluded in the studies. The conclusions and findings are included in the AA-3B report.

Students To Be Included in the Withdrawal Studies - This includes either all of the
students who withdrew from a program Or a reasonable sample thereof. The Withdrawal
Studies do not relate-to any particular academic year but may include withdrawals
from a number of ‘different vears. The numbers reported reflect the students studied
and the results of the study. For the purpose of this report a withdrawal is defined
in the same manner as a leaver is defined for the AA-2 (see page 16.3).




Sampling - 10 s possible to sample the student placement survey if the number ol
completions in any one column s sufficiently Targe to allow the drawing of a .
ramdom sample. One should use a sample size Targe enough to support a confidence

level of L9 and a precision of .05 (see the schedule on page 16.5 for proper

cample wize).  Lven though sampling is used, one shoul. report according to the

evtimated population distribution rather than the absolute sampling results.

Reporting By Campus - Colleges with more than one campus may report by campus or
on a college-wide basis. However, it is necessary that the AA-TA and the AA-2
reparts be done on the same basis so that cnrollments, completions, and placements
from the two reports can be matched,

Due Date of Reports - The M-2 and AA-3A reports are due in the office of the
Mivision of Community Colleges according to the schedule indicated on the Chart
of reports in Section 1.

Instructions for Completing the AA-2 Placement and Non-Returning Students Report

Separate forms should be submitted for completers and leavers. Check the appropriate
Tine in the top part of the form to identify which type student the report represents:
The foltowing definitions are those data categories on the left hand margin of the
report:

1. PLACEMENT

This section of the report inciudes placement data for all students
who completed the program during the prior academic year and were
reported in Item 2 of the AA-1A report or who left the program prior
to completion. We are, therefore, following up on the placement of
a particular cohort of students. The following are the specific data
categories:

A. Employed full-time in field trained or related field - This means
that the student who completed the program is employed full-time
in the field for which he/she was trained or a closely related
field.

Al. Total - Total number of students for each column.

A2. Military only - The number of students in full-time
military service for each column.

Other Employment (not related field). - This includes students
who are employed full-time but not in the field for which they
were trained by the program., It includes those persons who
completed the General Oegree Transfer (A.A.) program, are employed
full-time, and are not continuing their education.

Bl. Total - Total number of students for each coiumn.

B2. Military only - The number of students in full-time
military service for each column.

Continuing tkeir education - This includes those students con- .

tinuing their 2ducation. -
LS
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D. Unemployed - Sccking Employmeni (work) - These are
persons seeking employment but ave currently unemployed
who arc not continuing their educetion.

E. Not in Labor Force - These are persons who arc not
seeking employment and not continuing their education
for such rcasons as death, illness, or by choice.

F. Placement Status Unknown - These are the students who
cannot be located to determine their placement status.

G. Total - {same as Item 2 when reporting completers) - This
is the total of those students who completed the program
and were reported on Item 2 on the Program Enrollments and
Terminations Report or who left the program prior to
completion. It ¥s also the total of Items A through F
of this report for each column. These cross-checks should
be made prior to submitting the report.

Special Needs Section

The last three columns refer to the Placement Status of those persons identified
on the AA-1A as Handicapped, Limited English Proficiency or Disadvantaged. The
totals on line 1G should match the totals on line 2 of the AA-T1A for these columns
when reporting on completers.

Leavers - For the purpose of the AA-2 and AA-4 reports the term leavers

is defined as a former student "...who did not complete the program and

did not return to enroll in the institution for two consecutive semesters...
or who notified the institution of intent not to enroll again in that
institution prior to program completjon." {NCES 2404-5 and 2404A-7, Page 3)
Operationally, leavers are obtained as follows:

Remove completers from the universe of all enrollments on the

AA-1A. This gives potential leavers. From this group of potential
leavers, remove any who are enrolled in the current year's Fall or
Winter semester. Those remaining are the trye leavers and constitute
the leaver follow-up universe, They include those who transferred to
another school or between an A & P and vocational program. Thus thew
leaver yniverse cannot be identified until after Winter registration
of the year following the year in which they were counted as an
enrolIment,

16261)




Program Title: Prepared by:

Placement and Follow-lUp

Campus: S Date Prepared:

I:uumm:ilmun

- , e, Fioride

Year Covered: Malph (. Turlingten, Commimiena
Aftleaurtivg artion/egual oppottunity swplere

Occupatfional Program Type: Program Length: Completion Award Type:
Post-Socond Semester Credit — . Associate in Arts Assoziate 1n Applied Sclence
pg:t Sgcgﬂdﬁg ;E???:g?] Hours . Associate in Science Certificate of Applied Science

Completers

== Semi-skilied Clock Hours T Technical Certificate Certificate of Training Leavers

Asian American SPECIAL NEEDS
Data Categories Non- or Indian or Black (Not White (Not
Resident Pacific laskan of Hispanic) Mispanic of Hispanic TOTALS Limited
Alien Islander atiye Ori in? Ori gini EngHsh Disad-
femalel Mate! Femalel Male {Female] Male | Female | Male FemalefMale (Female IMale Proficiency Vﬂ"ta.ﬂ,m_,‘
1. PLACEMENT r
A. Employed in

retated fleld
Al. Total

A2, Military Only

8. Other employment {Not
in related field and
not pursuing educa.)

Bl Tatal

B2, Military Only

C. Continuing Education

0. Unemployed-Seeking
employment {work) and
not pursing education

E. tot in Labor Force
and not pursuing

ucation

F. Placement status
unknown

G. Total

Aruitoxt provided by Eic:




TABLE OF MINIMUM SAMPLE SIZES
CONFIDENCE = 0.950 PRECISION = 0.050 NO. OF ITEMS = 1
PoP. N . POP. N. POP.

210 800
220 140 850
230 144 900
240 148 950
250 1000

260 1100
270 1200
280 1300
290 1400
300 1500

310 1600
320 1700
330 178 1800
340 181 1900
350 184 2000

360 186 2500
370 189 3000
380 192 3500
390 194 4000
400 197 4500

410 199 5000
420 201 6000
430 203 7000
440 206 8000
450 208 9000

460 210 10000

470 212 20000

480 214 30000
103 490 216 40000
108 500 218 50000

113 550 227 100000
118 600 235 150000
123 650 242 200000
128 700 249 250000
132 750 255 300000

FOR INFINITE POPULATION, N = 385

28




Instructions for Completing the AA-3A follow-Up and Withdrawal Studies

The following definitions are those data categories on the left hand margin of .
the report:

1. FOLLOW-UP STUDIES

A, Number of Students - If a follow-up study was conducted for
this program during the academic year, report the number of
students who were followed-up. It is important to note that
this part of the report is completed only when a follow-up
study ¥s conducted during the academic year being reported,

2.  WITHDRAWAL STUDIES

A.  Number of students contacted through interviews or responding
to a questionnaire - Report the total number of students who
responded or were contacted if a withdrawal study was conlucted
for this program during the academic year being reported. The
sums of Items B, C, and D below should be equal to or less than
A. It is important to note that this part of the report is not
completed unless a withdrawal study was conducted and completed
during the time frame covered by this report.

B. Students planning to return - This is the number of students who
have temporarily "stopped-out" of coliege but plan to return at
a later date to continue their education (any college).

C. Students who feel they have achieved their educational goal prior .
to completing the program - This is the number of students who
feel that they have achieved their educational goal and have
entered the labor market.

D. Students not attaining their educational goal and not planning

to continue their education - These are students who dropped out
of the college without achieving their educational goal.

Instructions for Completing the AA-3B Program Evaluation Report

The Program Evaluation Report should be filled out by the program manager.
(This is the person under whose immediate direction the program is being conducted.)

Part I consists of two sections, A and B. Section A is to be filled out by
program managers both in the vocational area as well as in the transfer program.
Section A asks program managers to assess the degree to which program entry

23{;;
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conmunication and computation competencies have been defined and measured at
the potnt a student cnters a program and at the point a student enters cmploy-
ment or transfers to an institution of higher education., Zero (0) indicates

no definition or measurement. Two (2) indicates complete definition and
measurement of communication and computation competencies. Section B (for
vocational program managers only) asks for an assessment of the definition

and measurement of the manipulative skills associated with a vocational program

at the point the student exits the program and enters the occupation for which
the student was trained.

Part Il of the AA-3B report is also to be filied out by the program managers.
Part II is an assessment of the process by which programs are changed or
modified based upon various sources of information.

16.7




PLACEMCNT ANl FOLLDW-1P RLI'ORT

1 y e N [T
Program Code ; Follow=Up and Witidrawal Studies College :

Program Title! Prepared by

Suats ul 4 bunle
Cambus : repras bt ool | abbas aaimine # Date PI‘L‘DO\"O{’ H

Latalbsssa e L hinnla

Year Cuveroed: Walph 1¥ Dutbprsmm € inminanmrs

Attunine actin el npgaarsmin smplivi

Dccupational Program Type: Program lenqth: Completion Award Type:

Post-Secondary Technical Semester Credit Assoclate tn Arts Associate in ApPlied Science
Post-Secondary Skilled/ Hours _ Associate in Science Certificate of Applied Science
Seml-ski1led Clock Hours Technical Certificate Certificate »f Training

e ?me:ican Black {not White {not

Non- of ndian or ack (no e \no
Resident Paci fic Alaskan of Hispanic Hispanic of Hispanic TOTALS
Allen Islandey . Native Drigin) Qgrigin)
Female| male Female | Male Female [ Maie Female| Male Femaie] Hale | Female] Male Male

Data Categories

. FOLLOW-UP STUDIES

A. Number oF students
(unduplicated
count)

. WITHDRAWAL STUDIES

A, Number of students
contacted throwgh
interviews or re-
sponding to a

uestionnaire.
Unduplicated
count)

. Students planning
to return

Students who feel
that they have
achieved their
educational goal
Prior to comPleting
the praogram

. Students NOT
achieving their
educational goal
and not planning
to continued their
education

AR-3A

Aruitoxt provided by Eic:




VIV LGN OF COMMINTTY cOLY ThE Y

Placoment amd JolTow-lp
frogeam B luat lon Heport
. {THEY REFORT 14 10 80 COMPLLTED BY THE PROGRAM MAMAGE )

Collngn

Name of Frogeom [voluabed 0 .. Prodeom Manager

PART 1 Communlcation and Combutation Status Rating.  To be reported Por bolh ¥Yocational Programs and Transfer
Fragrams. {0 = campeltoncies nob def Ined o measured, and © - competencles defined and measured, }
CHECK THE APPROPRIATT X

A, PROGHAM ENTRY COMMUNICATION EMPLOYMENT ENTRY OR EXTRY [NTD
AND COMPUTATION COMPLTINCIEY NIGHER EDUCATTON COMPETENCILS
DEL [NED AND MCAGLIRED DEFINED AND MEASURED
—— 02 0 1 2
Communicaltion ___[::_wl Communication
Computation | } Computation

B. 5ki1) Competency Rating - for Yocational Programs only. ({Skills are defined as those manipulative
abilities associated with a particular vocational training Program.)

EMPLOYMENT SKILL COMPETENCIES
DEFINED AND MEASURED

1 1 2

A

PART [1 Program managers should be able to answer the following questions after reviewing the AA Series. .
as well as the information contained in the community college/state university System G,P.A. Matrix
report and the SUS/Department of Commerce Feedback report - Plus any other sgurces of {nformation.

1. which of the following reporls have You reviewed?
The AA Series - 1,2, 3, 4,5 GPA Matrix

S4S/Dept. of Commerce Feedback

‘ 2. What gther sources of information do you use in evaluating the performance of students?

3. what findings or conclusions have resulted from the Placement and follow-up evaluation of
students who completed the program?

4. In light of the findings or canclusions. what changes are being considered and/or have been made
in the expected outcomes of the program?

5. In light of the findings or conclusions, what changes are being considered and/or have been mMade
in the design and implementation of the instructional support components of the program?

6. Are there requirements of Jaw or regulations external to the college which inhibit needed program
modifications? {If so. please exPlain.)

7. what findings or conclusions result from the study of students who withdraw from the program prior
to completfon of the program?

8, The average monthly starting salary range (gross) for the completors from the Program. (Please
review the SUS/Department of Commerce Feedback report for this jnformation.}

. 9. Please provide an oPinion of employer satisfaction with the performance of the completors from
this program as compared to the performance of persons who did not receive training in a
vocational program. .

pINE
A e
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Aruitoxt provided by Eic:
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Description of the Completer/Leaver Follow-Up Form (CLFU) Items Required

The CLFU form is fundamentally self-explanatory. Additional notes are providoed .
below,

1. Educational Status - The Completer/Leaver Follow-Up Report differentiates
between attending school and not attending school,

2. Employment Status - Self-explanatory.

3. Employer, Supervisor, Job Title, and Job Duties - The employer
supervisor information is not needed for the Completer/Leaver
Follow-Up Report, but is necessary to determine the recipient of
the Employer Follow-Up Form (NCES 2404-6).

4, Job Relatedness to Training - A Minnesota study indicated that the
individual's identification of relatedness seems to be as valid as
any existing procedure for determining relatedness. However, State
officials may wish to consider the individual's statements of job
title and job duties as an additional indication of relatedness.

5. Current Salary - Since many individuals know their salary by measures
other than hourly (e.g., monthly, annually), NCES recommends that States
use the format provided. This information can be converted to hourly
salary by using the data in items 5 and 6 and applying the relationship

1 year = 12 months = 52 weeks.
6. Hours Employed per Week - Self-explanatory. .

Upon receipt of the CLFU from the former student. the information Should be
linked to that individual. If the former student does not return the CLFU
this should be reflected in the Tinkage by defining the individual's education
and empioyment status as "“Unknown". The remaining items would then be Teft
blank.

Each community college may design its own form. which must include data elements
on the CLFU verbatim. No changes in language on the CLFU are permitted.

O
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COMPLETER/LEAVER FOLLOW-UP FORM

NOTE: This report1s authorized by law {20 USC 2312 and 2C YSC 239 1). While you are not requived 10 respond lo

this survey, your cooperation is needed to insure that the resulls of this etforl are comprehensive,
rehable, and timely .

t. Whal is your current educational status? {Check one.)
rurrenlly attending school
Not currently altending school

2 What 1s your cyrrent employment status? (Check one )
Employed {tncludes alt employment, evenf below your quahfications; does not tnctude full-time
millaty service.)
Employed {Full-ime militaty service.)
Unemployed (Not employed. but actively seeking employment )
Not In the labor force (Not employed and not seeking employment becayse of choice. iliness.
full-ime sludent status. retirement, pregnancy. of other such reason.)

NOTE: If you are currently employed. please answer the remaining questions.
Otherwise. skip lhe remaining items.

3. Please provide the totiowing information on your present job
Name of Compiny of Firm (If self-employed. pilease wnite self.)

Company or Firm Maling Address

City Zip Code

Your Immediale Supervisar
Last Name First Name

PRESENT JOB INFORMATION:
Job Title
Job Ouhies

4. 1Is this iob related to your tield of vocational training?
ves, it is directly or tlosely related.
Nu, it 15 only remotely related 0f is not related at all.

5 What s your current salary before deduchons? (Do not add in overtime )
$ per

6. The salary in the preceding tlem 1S based on how many hours per week employment?

hours per week

Thank you very much for your cooperation. Please return this torm in the enclosed envelope.
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Pescription of the Employer Follow-Up Form (EFU) Ttems Required - The form

should be self-explanatory. Employer Follow-Up Forms arce sent only to employers
of those students (completers and lcavers) who indicated that they WERE EMPLOYED
IN A FIELD RELATED TO THEIR TRAINING, civilian only. A sclf-employed person
does not receive a follow-up form.

Each community college may design its own form, which must include data elements
orn the EFU verbatim. No changes in the language on the EFU are permitted.




. NAME _ _ .
1.0D. .. . . . .
PROGRAM TITLE o C -

EMPLOYER FOLLOW-UP FORM

NOTE: This report is authorized by law (20 USC 2312 and 20 USGC 2391). While you are not required to respond
to this survey, your cooperation IS needed to insure that the results of this effort are comprehensive,
refiable, and timely. No student identifiers will be forwarded 10 the Federal government.

1. VOCATIONAL TRAINING EVALUATION
Please rate the vocational training received by the individoal in the fotlowing areas:

Very Good  Good Average Poor Very Poor

a. Technical knowledge | | Ll L] L)
b. Work attitude ] O L) ] L)
C. Work quality L] | L) LJ L]

{5) (4) (3) (2) (1)

2. OVERALL RATING
What is your overalf rating of trhe vocationa! training received by this individual as n relates to the
requirements of his or her joh?

Very Good Gglm Average Poor  Very Poor

O O O O
. (5) @ @) @) )

3. RELATIVE PREPARATION
As a result of this person’s vocational training, how would you rate his or her préparation in relation to other
employees in his or her work group who did pot receive the Same training?

(] No basis tor comparison
(5) [ Individual is netter prepared
(3) [J Both are about the same
(1) [J Individual is less prepared

NCES Form 2404-6




INSTRUCTIONS FOR AA-A_EMPLOYER RATING_SUMMARY REPORT

Separate forms should be submitted for completers and leavers. Check the
appropriate Tine in the top part of the form to identify which type student
the report represents.

Number of Respondents - In the first row of the AA-4 the number of EFU Forms
that were completed and returned (which relate to the column in which the
entry is being made) should be entered. Thus, if 37 forms were completed and
returned for Male Hispanics, the entry in the first row and the tenth column
of Part 1 would be 37.

Employer Ratings - In the remainirg rows, the total score from the employer
ratings for ecach item of the EFU forms should be entered. These*‘scores should
be calculated by assigning "points" to each response as indicated below:

Items la, 1b, 1c, and 2 (EFY) Item 3 (EFY)
5 - Very Good * - No basis for comparison
4 - Good 5 « Individual is better prepared
3 - Neutral J - Both are about the same
2 - Poor 1 - Individual is less prepared
1 - Very poor

* Do not include these marks in figuring

After 'scoring” each item for each individual in this way, add the scores.
Also record the number of scores there were for euch category. HNote that
with item 3 (Relative Preparation), you should not include those forn$ in
which the "No Basis for Comparison” box was checked in determing the rating.

The total scores, once calculated, and the number of scores should be entered
in the appropriate rows and columns of the various parts of AA-4.

The Totals column should equal the sum of the first twelve columns. The sum
of the Special MNeeds columns may not equal the Totals columa.

Column Headings - The column headings refer to the same racial and special
needs breakdown as defined for the AA-TA and the AA-2.
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PAFullToxt Provided by ERIC

Program Code:
Program Title:

Camgmint

Year Lovered:

Correction;

Occupational Program Type:

Post-Secondary Technical
—__Post-Secondary Skilled/Semi-skilled

DIVISION OF COMMUNTEY COlLESLY
EMPLOYLR FOULOW-U$ REPORT
TMPLOYER RATING SUMMARY

College:
Fropared by:
Mate Prepared:
Completers:

Leavers:

Program bLength:

Senester Credlt Hours
. Clock Hours

Complete Award Type:

____Mssociate in Arts Associate of ApPlied Science
____Assoclate in Seience Certificate of Applied Science
.__ Technical Certificate ___ Certificate of Tratning

Asfan
Non- or
Resident Pacific
Aien Islander

EMPLOYER RATINGS

American
Indian or
Maskan
Native

Black (Not
of Hispanic
Origin}

Hispanic

SPECIAL NEEDS
White (Hot

TOTALS LinTted

English

of Hispanic
Origin}

| “Temalr Male| Female Male

Female Male

female Male

Female Male

Female Hale | Handicapped] Proficiency |Disadvantaged

Number of
Respondents

Total #
of forms

¢ of

Technical sCores

Total

Knowledqe score

¥ of

Work scores

Total

Attitude Seore

t of

Work SCOres

Tatal

Qaulity ciore

¥ nf

Overall SCOres

Total

Rating scorg

# of

Relative sCores

Total

freparation score

Ar-4




INSTRUCTION FOR AA-5 FLELD OF FMPLOYMENT AND AVERAGE HOURLY SALARY .

On the AA-5, Section 1. indicate the number of occupational preparatory completers
only who were cmployed in the ficld for which they were trainced or were employed
in a non-related ficld and not pursuing additional education.

The distribution of the count for each instructional program by Standard
Occupational Classification (SOC) Category {Field of Employment) can be
determined from the respondent's Completer/Leaver Follow-Up Form. Item 3

on the Completer/lLeaver Follow-Up Form will provide job title and job duties
information that can be translated into the appropriate SOC Category. Definitions
for ecach two-digit SOC cateqory are provided beginning on page 16,18,

"Average Hourly Salary" for the AA-5, Section II, should be calculated only for
those individuals who are employed full-time in fields for which they were trained,
civilian only. full-time shall be Interpreted as at Teast 35 hours per week., The
average of these hourly salaries should then be entered in the appropriate male/
female "Average Hourly Salary" space in Section Il. As an example, if the salaries
per hour for all males were:

$4.60
3.85
2.77
$11.22 + = $3.75 (average)

The average, $3.75, would be entered as the average salary for males. .

Number refers to the number of persons from which the average js computed. In
this example, number equals 3. The information on average weekly wage contained
in the Feedback System reports may be used for this form. Convert from full-time

weekly wage to hourly wage by dividing by 40. For the purposes of this report,
1t Feedback System data is used, base it upon only those persons working the full

13 weeks.

NOTE: Occupational Home Economics only reported on AA-5,
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Aruitoxt provided by Eic:

OIVISTON GF COMMUNTTY COLLERES
PLACHHINT AND FOLI DW-UP BEPORT
Program Code: Fiell of Bmploveent and Average Hourly ‘wlary

Proqram Title: {COMPLETIRS ONLY)

Camgps :

Year Loverpd:

Col boqu:

Prepared by:

Date Prepared:

Occupational Proqram Type: Progeam Length:

__Post-Secondary fechnical ____Sewester credit liours
___Posi-Sevondary Skilled/Semi. (Clock Hours
skilled T

ComPletion Award Type:

Associate in Arts
____MAssociate 1n Sclence
Technical Certiflcate

__.Associate {n APP1ied Science

Certificate of Applied Science

Certificate of Training

I

SECTION 1. OCCUPATIONAL FIELD OF CURRENT EMPLOYMENT

Standard Occupational Classitication {sOC)

46-47
48
51
52
53
55

57
58
61
64
67

72

SECTION EI. AVERAGE HQURLY SALARY®

|

Female

Number of persons
l Averaye Salary

* In Section 11 include salaries for full-time employment im a field related to training.

Stare of Flonda
Department of Education
Vallabassee, Florida
Rulph 1) Turtington. Crmmissioner
Alfirmative actionfequal
opportunity emplayer

275




TWO-DIGIT STANDARD OCCUPATIONAL CLASSIFICATION (SOC)
CODES FOR AA-5 PLACEMENT AND FOLLOW-UP REPORT
FIELD OF UMPLOYMENT AND AVERAGE MOURLY SALARY

This attachment contains brief descriptions of the 26 two-digit SQC codes
used in Part D of the Completer/Leaver Follow-Up Report. (NCES 2404-7).
These descriptions are taken from the Standard Occupational Classification
Manual.* These are presented for informational use only. In order to
assign the appropriate two-digit code to the returned Student Follow-Up
Forin, the Standard Occupational Classification Manual must be consulted.
It contains detailed descriptions and 1lists of occupations.

14 MANAGEMENT RELATED OCCUPATIONS

This major group includes occupations primarily concerned with plan-
ning, organizing, directing, and controlling, through subordinate
supervisory personnel, specialized functions in support of management,
such as examining, analyzing, and interpreting financial records and
policies; reviewing and analyzing organizational structures, methods,
systems, and administrative practices; conducting programs of employee .
placement, recruitment, selection, training, promotion, welfare, safety,
compensation, and recreation, purchasing goods for internal organi-
zational use; buying, selling, leasing, or managing property; and en-
forcing or advising on standards of performance and adherence to
regulations.

For example: accountant, auditor, recruiter, fiscal agent, employment-
and-clatmns aide, grain buyer, administrative secretary

17 COMPUTER, MATHEMATICAL, AND OPERATIONS RLSEARCH OCCUPATIONS

This major group includes occupations concerned with the application
of mathematical knowledge to the conduct of research and development
and related activities. Data processing programmers are classified in
winor group 393.

For example: computer systems analyst, operations researcher and
analyst, actuary, statistician

*Standard Qccupational Classification Manual, 1977, Superintendent of
Documents, U.S. Government Printing Office, Washington, D.C. 20402,
Stock No. 041-001-00153-1




29 REGISTERED NURSES

This major group includes occupations involving the planning, delivery,
and evaluation of nursing care and a wide variety of nursing services
including health maintenance and prevention of illness, and treatment
of illness under a physician’s instructions. Licensed Practical Nurses
(LPN} are classified in minor group 366.

For example: school nurse, office nurse, general duty nurse

32 MWRITERS, ARTISTS, PERFORMERS, AND RELATED OCCUPATIONS

This major group includes occupations concerned with creating and execu-
ting artistic works in a personally interpreted manner, by painting,
sculpturing, drawing, engraving, etching, and other methods,; creating
designs for industrial and commercial products and interior decorations;
designing cartoons and illustrations for books, magazines, and other pub-
lications; applying artistic media for illustrative, decorative, and
sales promotion purposes; obtaining pictures and likenesses with still,
motion picture, and television cameras. It includes occupations concerned
with producing, directing, staging, and acting in motion picture, broad-
. cast, and theatrical productions; composing, adapting, conducting, and
performing musical works and dances; performing a variety of amusing,
mystifying, and spectacular acts for entertainment of audiences.

For example: author, clothes designer, illustrator, graphic designer,

cartoonist, decorator, musician, composer, actor, photographer, stage
manager,

36 HEALTH TECHNOLOGISTS AND TECHNICIANS

This major group includes occupations concerned with carrying out techno-
logical and technical functions in a medical speciaiization to obtain

data tor use in diagnosis, treatment, and control of diseases, using knowl-
edge of scientific and mathematical principles and medical laboratory
practices. Dental laboratory technologists and technicians are classified
in unit group 7265.

For example: clinical laboratory technician, dental hygienist, radiologic
technician, licensed practical nurse, pharwmacy assistant, emergency
medical technician.

25¢)
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37 ENGINEERING AND RELATED TECHNOLOGISTS AND TECHNICIANS

This group includes occupations concerned with assisting engineers in
both laboratory and production activities. Performs technical tasks
under the general supervision of an engineer, utilizing basic knowledge
of specific engineering, scientific, mathematical, and drafting design,

principles, and techniques. May perform procedures and related activities
independently.

For example: electrical technician, electronics technician, industrial
engineering technician, mechanical-engineering technician, heat transfer
technician, welding technician, sound mixer, recording engineer, and
drafting and surveying technicians.

38 SCIENCE TECHNOLOGISTS AND TECHNICIANS

This major group includes occupations concerned with assisting scien-
tists in both laboratory and production activities. Performs techni-
cal tasks under the general supervision of a scientist, utilizing
basic knowledge of specific scientific and mathematical principles and

techniques. May perform technical procedures and related activities
independently.

For example: biological technologist and technician, except health;
chemical and nuclear technologist and technician, mathematical tcchiniiian.

39 TECHNICIANS: EXCEPT HEALTH, ENGINEERING, AND SCIENCE

This major group includes occupations concerned with performing techni-
cal tasks, except in the fields of health, engineering, and science.

For example: air traffic controller, radio operator, programmer, legal
technician, teacher aide, embalmer, sound-effects technician .

41 SALES OCCUPATIONS, COMMODITIES

This major group includes occupations concerned with conducting whole-
sale and retail businesses which sell commodities on own or owners'
behalf or in partnership; supervising and coordinating activities of
workers directly and indirectly engaged in selling commodities; selling
machinery and equipment and providing technical information about

their composition, utilization, and maintenance; selling products of
manufacturers to wholesale and retail establishments; selling com-
modities On a wholesale basis usually in a specific geographic area;

251




41 SALES OCCUPATIONS, COMMODITILS {CONTINUED)

and selling and demonstrating commodities in wholesale and retail
establishments and homes, on the street, and from door to door. Sales
managers are classified in minor group 125.

For example: technical sales worker and service advisor, sales
representative, commodities salesperson, other sales occupations
(sales clerk, street vendor, news vendor).

42 INSURANCE, SECURITIES, REAL ESTATE, AND SERVICE SALES OCCUPATIONS

This major group includes occupations concerned with selling various
types of insurance; selling and leasing real estate; buying and
selling securities; and selling advertising and business services.

For example: insurance sales agent, real estate sales ayent, securi-
ties sales agent, advertising salesperson, travel agent, equipment
rental clerk,

. 45 SUPERVISORS; CLERICAL OCCUPATIONS*

This major group includes occupations concerned with supervising the
preparing, transcribing, transferring, systematizing, and preserving
written communications and records; collecting accounts; gathering

and distributing information; operating office machines and electronic
data-processing equipment; storing, distributing, and accounting for
stores of materials; operating telephone switchbeards, distributing
mail and delivering messages; and performing other clerical duties.

For example: clerical supervisors (except equipment operators) of
general office clerical occupations, secretaries and stenographers,

typists and related keyboard operators and the like; supervisors of
of fice and computer equipment operators.

*The Business and Office Division of the American Vocational Asseciation
(AVA) and the National Business Education Association {MNBEA), as well as
teacher educators, supervisors, and classroom teachers, have taken
exception to use of the term "Clerical™ in these titles., These concerns
have been transmitted to the Office of Management and Budget for con-
sideration and possible title revision.

28"
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46-47 CLERICAL OCCUPATIONS, EXCEPT EQUIPMENT OPERATORS*

This major group includes occupations concerned with preparing,
transcribing, transferring, systematizing, and preserving written
communications and records; collecting accounts; gathering and
distributing information; storing, distributing, and accounting for
stores of materiale; operating telephone switchboards, distributing
mail and delivering messages;, and performing other clerical duties.
Occupations concerned with the operation of computing and office
machines are classified in major group 48,

For example: secretaries and stenographers, typists and related key-
board operators, general office clerical occupations, information
clerks, communications equipment operators, correspondence clerks

and order clerks, cashiers and bank tellers, record clerks, book-
keepers, billing, accounting, and statistical clerks.

48 COMPUTING AND OFFICE EQUIPMENT OPERATIONS

This major group includes occupations concerned with operating of fice

and computing machines as a substantial part of their work. Workers

using machines incidentally in the course of their activities are .
not necessarily classified here.

For example: computer and peripheral equipment operators; billing,
posting, and calculating machine operators; duplicating, mail, and
other of fice machine operators.

51 PROTECTIVE SERVICE OCCUPATIONS

This major group includes occupations concerned with providing
protection against fire, accidents, damage, and other emergencies,
and maintaining custody of prisoners in jails, reformatories, or
penitentiaries.

For example: firefighting and fire prevention occupations, police
and detectives, guards.

*The Business and Office Division of the American Vocational Association
(AVA) and the National tusiness Education Association (NBEA), as well as
teacher educators, supervisors, and classroom teachers, have taken
exception to use of the term "Clerical” in these titles. These concerns
have been transmitted to the Office of Management and Budget for con-
sideration and possible title revision. o¢
®
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52 SERVICE OCCUPATIONS, EXCEPT PRIVATE HOUSEHOLD AND PROTECTIVE

This major group includes occupations primarily concerned with pro-
viding catering services including cooking, preparing and serving food
and beverages; providing accommodation services; maintaining clean-
tiness in establishments, such as hotels, motels, lodging houses,
apartment and of fice buildings; assisting health practitioners; con-
trolling pests and vermin; escorting guests and handling baggage;
preparing sleeping accommodations; cutting and styling hair, and
giving beauty treatments to patrons, providing personal services,
such as ushering, and arranging for patrons' comfort on tours, aboard
ships and airplanes; washing, cleaning, drying, pressing and dyeing
apparel and textile furnishings; cleaning building interiors and
equ1pment, operating elevators, and perform1ng minor maintenance
repairs; and providing other related services.

For example: food and beverage preparation and service occupations,

health service occupations (DENTAL ASSISTANTS, health aides, nursing

aides, orderlies, and attendants); cleaning and building service

occupations, except private household; personal service occupations;

cosmetologists, guides, ushers, welfare service aides, child care
. workers, except private household.

53 PRIVATE HOUSEHOLD OCCUPATIONS

This major group includes occupations concerned with the performance
of household tasks in and around a private dwelling in which the
employer is the individual for whom these tasks are performed.
Occupations performed by employees of establishments providing

such services to dwellings on a contract basis are classified in
Service Workers, except Private Household.

For example: day worker, launderer and ironer, private house-
hold cook, housekeeper and butler, private household child
care worker, cleaner, and servant «

55 FARM OPERATORS AND MANAGERS

This major group includes occupations concerned with managing land,
labor, and capital in order to maximize production and profits.

Skills in and knowledge of the production and marketing of plants,
animals, and their products are required. Managers' and/or operators'
skills and knowledge reguirements vary according to the type and

size of farm enterprise. Performs duties described under master

title for Managers.



55 FARM OPERATORS AND MANAGERS {(CONTINUED)

For_example: farmer (working proprietor), farm manager

57 FORESTRY AND LOGGING QCCUPATIONS

This major group includes occupations concerned with the mainte-
nance of woodlot and forest stands; also in the felling and re-
moval of trees and the harvesting of forest products such as sap,
Christmas trees, and decorative greens. Operators of material
moving equipment are classified in minor groups 641 and 651,

For example: supervisors of forestry and logging workers, forestry
workers except logging, timber cutting and related occupations, log-
ging occupations.

58 FISHERS, HUNTERS, AND TRAPPERS

This major group includes occupations concerned with commercial or
sport fishing, bounty hunting, and commercial or bounty trapping.
Includes catching or gathering of aquatic animal 1ife using seines,
nets, lines or traps; the searching for and taking dead or alive,
animals and wild pest birds by a variety of means, including weapons,
poisons, and traps.

For example: captains and other officers of fishing vessels, fishers,
hunters, and trappers.

61 CONSTRUCTION TRADES

This major group includes occupations copcerned with constructing,
altering, and maintaiping buildings, other structures, roads,
bridges, pipelines, and similar projects. Most of the occupations
require two or more years of specific vocational preparation,
Although some require less, the major group excludes elemental
workers who may be assisting workers in the included occupations.
Although the majority of these occupations are found in the con-
struction industry, they may be found in virtually every two-
digit Standard Industrial Classification Major Group. Con-
struction laborers are classified in major group 81,




61 CONSTRUCTION TRADES (CONTINUED)

For example: brickmasons, stonemasons, and hard tile setters; car-
penters and related workers, electricians and power transmission
installers; painters, paperhangers, and plasterers; plumbers, pipe-
fitters and steamfitters; construction trades helpers.

64-65 TRANSPORTATION AND MATERIAL MOVING OCCUPATIONS

The transportation occupations group includes occupations roncerning
the operating and controlling of equipment used to transport people

or materials using vehicles. The materials moving occupations group is
concerned with the operation of material moving equipment, except
transportation. This equipment is usually stationary, or with limited
range.

For example: motor vehicle operators (tractor-trailer-truck drivers,
heavy truck drivers, bus drivers, taxicab drivers, and chauffeurs),
rail transport occupations, water transportation occupations,
airplane pilots and navigators, transportation occupations helpers,
material moving equipment operators (hoist and winch operators,
crane and tower operators, excavating and loading machine operators,
industrial truck and tractor equipment operators), material moving
equipment operators' helpers.

67 MECHANICS AND REPAIRERS

This major group includes occupations concerned with the adjustment,
maintenance, part replacement, and repair of tools, equipment, and
machines. Installation of such equipment may be included in this
division if installation is usually done in conjunction with other
duties of the repairers. Inspectors of such equipment are included
if knowledge of the functions of the equipment is necessary to con-
duct inspection tests.

For example: vehicle and mobile equipment mechanics and repairers;
garage and service station related occupations; industrial machinery
repairers; machinery maintenance occupations, electrical and electronic
equipment repairers; heating, air-conditioning, and refrigeration
mechanics.

72 PRECISION PRODUCTION OCCUPATIONS

This major group includes occupations requiring a high degree of pre-
cision in the tasks performed, for the attainment of standards. These
occupations in many cases require an ability to interpret detailed in-
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72 PRECISION PRODUCTION QCCUPATIONS (CONTINUED)

structions and specifications. The amount of time spent in training
for the exercise of these occupations is substantial, in most cases
at least six months to a year and in many cases several years. Cer-
tain occupations in which similar tasks are performed but which do
not require so high a degree of precision, judgment, and training
are classified in other groups in this division.

For example: precision metal workers (tool and die makers, machinists,

ollermakers), precision woodworkers; precision printing occupations
(typesetters, lithographers); precision textiles, apparel, and fur-
nishing machine workers (dressmakers, tailors, upholsterers, shoemakers,
laundering, cleaning, and dyeing occupations); precision workers of
assorted materials (dental laboratory and medical appliance tech-
nicians); precision food production occupations (butchers, bakers,
candymakers); precision inspectors, testers, and graders .

77 FABRICATORS, ASSEMBLERS, AND HAND WORKING OCCUPATIONS

This major group includes occupations concerned with the fabrication,
assembly, and hand finishing or other hand work involved in the pro-
duction of manufactured goods. Hand tools may be used, but occupations
concerned with producing goods using machinery are classified in major
groups 73-76. These occupations may include the use of hand tools and
hand-held power tools.

For example: welders and solderers; assemblers (framer, lamp-shade
assembler, piano stringer, chair upholsterer, slip-seat coverer);
hand working occupations (hand sewing occupations, hand cutting and
trimming occupations, hand molding and casting occupations, hand en-
graving and printing occupations),

99 OCCUPATIONS NOT ELSEWHERE CLASSIFIED

This division includes occupations which cannot be classified in
any other division. For purposes of this report, this division
also includes occupational areas not preprinted on Form 2404-7,
Part D, Section I. Each State must refer to the SOC Manual, to
actually determine which occupations ought to be reported here.

For example: scuba diver, photographer helper, observer helper
of seismic prospecting.

_SY
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. SECTION 17

COMMUNITY INSTR%FTION?L SERVICES REPORT
CI-1

Purpose of the Report

The form is designed to provide the necessary information to analyze and report
activities in this subprogram on a systemwide basis.

Definitions and Instructions

The CI report is an annual report which should reflect the prior academic year.
Each entry is a summation of all individual courses in that category. The courses
should have been completed within the time frame covered by this report.

Enrollment - This is the sum of all persons officially enrolled in all
the courses in a specific category.

Fees Collected - This is the total revenue collected from student fees
for all rourses in a specific category. Do not include the amount for
fees whicn were waived.

Salary Paid - Enter the total amount .f salary expenditure paid by
. the college to the instructors of all the courses in a specific category.

{lue Date of the Report

Please refer to the schedule specified in the Chart of Reporis in Section 1.
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DIVISION OF COMMUNITY COL'EGES
COMMUNITY INSTRUCTIONAL SERVICES REPORT

Prepared by: COLLEGE:

Date Prepared:

FEES
CATEGORY ENROLLMENT COLLECTED

Citizenship Courses

. Environmental Problems

. Problems Related to
Health

. Safety

. Human Relations
Proble s

. Governmental
Problems

. Problems Rélating
to Child Rearing

. Consumer EcOnomics
Problems

Recreational and
Leisure Time
Instruction

Return to: Bureau of Research and Information Systems
Division of Community Colleges
Department of Education
Tallahassee, Florida 32301

Seate of Florwda

Department of ESucatinn

Taflahavsce, Flonsla

Ralph 13, Turlngivn. Commissimiser
Aftinnative actiohfequal upportumity emplover
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SECTION 18

ANNUAL REPORT OF OUTPUT
(0A-1)

Purpose of the Report

The form is designed to report all the credits and credit equivalents awarded
by a college during a given academic year. The information is used by the
Division of Community Colleges to compare actual output with planned output and

with input (registrations), and as a basis for assisting colleges in program
development.

Definitions and lInstructions

The report is to include all the credits and credit equivalents awarded by the
college during the academic year. Credit accepted through student transfer is
not awarded by the college. The categories in which to report the information
on the form are defined below.

Discipline -~ These are the discipline categories used in the Community
College Information Classification Structure.

Credits - This is the number of semester credits awarded.
Credit Equivalents - This is the number of semester credit equivalents

awarded. The equivalent 3s computed by dividing the required clock hours
to complete the instruction by 27.

By Instruction - This is the number of credits or credit equivalents
awarded students who satigfactoriiy completed the courses offered by
the college.

By Examination - This is the number of credits or credit equivalents
awarded students who demonstrated through some form of examination,
without completing the instruction at the college, that they possess

the knowledge and/or skill expected for satisfactc:, completion of the
instruction offered by the college. Examples are CLEP credit, advanced
placement credit, institutionally devised written or demonstration exams,
externally devised exams the college decides to use, and portfolio or
other evaluation such as is associated with the assessing of experiential
learning.




Mere ol Flsvia

DIVISIDN OF COMMUNITY COLLEGES
ftwhitie i ANNUAL REPORT OF QUTPUT

Mpdph tF Fuethunglann Curfesn gy e
Al ratirs @ Ll e iy By

COLLEGE:

Discipiine CREDITS | CREDIT EQUIVALENTS
By Instruction) By Examination| By InstructionBy Examination

.01 Agric, & Nat.Res. B . R i
.02 Archit. & Etnviron. i B R i
.04 Biological Science
.09 Engineering

.12 Health Professions
.19 Physical Sciences

.10 Fine & Applied Arts
.11 Foreign Langquages
.13.15 Letters

,14.08 Education

.15.05 Business & Management
.16.07 Computer & Infor.Sci.
.16.17 Mathematics

.17.03 Area studies

.17.20 Psychology

L17.22 Social SCiences
.18.06 Communications

.18.13 Home Economics

18,14 Law

.18.76 Library Science
L18.78 Military Science
18,21 Public Affairs

.18,23 Theology

.18.49 Interdisciplinary
TOTAL Adv. & Prof.

_-o_-.l..n—l—n—nl-—-—h—n_p_-—l_i_l.—-._-_.-_a_-_d._-_...u_l
PO O E R S DO ER E B

Agriculture
Distributive
Health

Home EConomics
Office

Trade & Ind.
Public Service
TOTAL Occupational

1.31.00 Compensator
1.32.00 Aduit Elem. & Sec.

TOTAL Developmental

41,00 Citizenship

.42.00 Recr. & Leisure
TOTAL Community
Instr. Services

COLLEGE TOTALS

]
1

- 0A-1 Prepared By:

Date Prepared: Signed:

President




Acceleration Report
4 (0A-2)

/ Purpose of the Repcrt
I

! The form is designed to report the acceleration credits and credit equivalents
! awarded by a college and the number of individuals recelVlng them to demonstrate
] that the college is proyiding mechanisms for students to progress as rapidly as
f possible toward their program objectives as required in State Board of Education
| Rule 6A-14.31.

\f Definitions and Instructions

/ The report is to include all acceleration credits and credit equiValents awarded
by the college during the academic year, and the number of recipients. Credit
accepted through student transfer is pot awarded by the college. The categories

/ ;nlwh1ch to report the information on the form are self-explanatory or defined

elow

N | Credits - This is the number of semester credits awarded.

Credit Equivalents - This is the number of semester credit equivalents
awarded. The equivalent is computed by dividing the required clock hours
to complete the instruction by 27.

Individuals - This is the number of persons who successfully completed
. an i1nstance of acceleration. This information is required in the column
labeled Credits and in the column labeled Credit Equivalents.

‘ Credit by Examination - This is the number of credits or credit
\ equivalents awarded students and the number of students SO awarded who
y earned such awards by demenstrating through some form of examination,
\  without completing the instruction at the college, that they possess the
© knowledge and/or skill expectad for satisfactory completion of the
instruction offered by the college. The subcategories are:

College Level Examination Frogram (CLEP)

CEEB Advanced Placement Program

Institutionally Devised Examinations - Examinations devised by the
college to provide students the opportunity to demonstrate that they
possess the knowledge and/or skill expected for satisfactory completion
of instruction offered by the college without underguing the instruction.
The subcategories are:

Of Learning Sponsored by an Educational Institution - This sub-
category and the next are intended to distinguish between the
accessment of prior learning achieved from structured instructional

18.3




delivery of another cducational institution or other
organization when the transfer of "credit" is not appropriate,
and the assessment of prior learning not sponsored by another
educational institution or other organization and often re-
ferred to as the assessment of non-sponsored experiential
learning.

O0f Learning Not Sponsored by an Educational Institution

Other Examinations - Examinations devised by some group external to
the college but excluding the CLEP and thc Advanced Placement Program.
The subcategories are the same as for Institutionally Devised Examinations.

pual Enrollment - This is the number of credits or credit equivalents
awarded students by the college and the number of students so awarded who
earned awards while simultaneously enrolled in another educational institu-
tion. The subcategories are:

College and High S5chool - Where the simultaneous enrollment was
in a high school, including adult high school.

College and Another Post Secondary Institution -~ Where the
simultaneous enrollment was in another post secondary institution.

Early Admission - This is the number of credits or credit equivalents
awarded students by the college and the number of students soO awarded who
earned sych awards as a result of enrolling in the college in instruction

judged to require college level entry competencies without having completed
high school and without simultaenously enrolling in high school instruction,
including adult high school.




- DIVISION OF COMMUNITY COLLEGES
. @ AL o, ACCELERATION REPORT

Part I, Acceleration Measurement College:

CREDITS CREDIT EQUIVALENTS
Individuals , Credits | Individuals | Equivalents

1. CREDIT BY EXAMINATION
. College Level Examination
Program (CLEP)

CEEB Advanced Placement
Program

. Institutionally Devised
Examinations of Learning
Sponsored by an
Educational Institution

0f Learning NOT Sponsored
by an Educatiaonal Institution

. Dther Examinations of Learning
Sponsored by an Educational
Institution

Of Learning NOT Sponsored

by an Educational Institution
DUAL ENRDLLMENT
College and High 5chool

College and Another Post Secondary
Institution

. EARLY AOMISSION

Part II, Acceleration Mechanisms 9
(Note any changes since the prior year report.)

1. How did you facilitate and enCourage credit by examination, dual enrollment, and early
admission during the prior year?

How do you plan to facilitate and encourage credit by examinations, dual enrollment.,
and early admission during the current year?

Attach a copy of your procedure and Criteria for early admission.

Prepared By: Date Prepafed:




SECTION 19
STAFF AND PROGRAM DEVELOPMENT REPORTS

SPD Five-Year Goals Plan
{SPD-1)

Purpose of the Report

The form is designed to report a college's long-range {five-year)} goals for

staff and program development as required in State Board of Education Rule
6A-14.913.

Instructions

On this form are identified the long-range goals for staff and program
development as determined by a college. The span of the Goals Plan is five
years. The Goals Plan is to be reviewed annually by the college and updated
or continued.

The Goals Plan reflects a college's commitment to certain staff and program
cevelopment goals identified by the college based on the study of its staff
and program development needs. The Goals Plan identifies the areas of
activitiy toward which SPD activities will be addressed.

The updated or continued Goals Plan for the subsequent five-year period is
to be submitted annually for approval by the Director of the Division of
Community Colleges by March 1.

PDefinition - -

Goal - A goal is the end toward which effort is directed. Staff and
program development goals are those goals within the overall goals of
the college which are expressions of the mission or purpose toward
which staff and program development efforts are directed.




SPD Activity Evaluation
{SPD-2}

Purpose of the Report

The form is designed to report a college's evaluation of one of its staff and
program development activities within the group of such activities conducted for
the immediately preceding year as required in State Board of Education Rule
6A-14.913.

Instructions

Reported on this form arc the evaluations of staff and program development
activities. An Activity Evaluation is to be prepared for each discrete
activity rather than for a cluster of similar activities.

The collection of Activity Evaluations pertaining to the activities of the
immediately preceding year is to be submitted arnually to the Director of
the Division of Community Colleges by September 10.

Definitions

Staff Development - The development of staff is the improvement of staff
performance through activities which update or upgrade competence
specified for their present or planned positions. Staff is interpreted
to include all personnel employed by the colleges.

Program Development ~ The development of programs is the evaluation and
improvement of existing programs, to include the design of evaluation
instruments to establish bases for improvements, as well as the designirg
of new programs. It is program initiation or improvement rather than
maintenance or expansion of existing programs. Development may be in

any or all of the community college information classification structure
functions: 1instruction, organized research, public service, academic
support, student support, institutional support, physical plant operation
and maintenance, and student financial assistance. Program development
includes researching, planning, designing, and evaluating; salary
payment; and purchasing of instructional equipment.




SPD Financial Report Summary
(SPp-3)

Purpose of the Report

The form is designed to summarize the staff and program develonment funds
available and expended during the immediately preceding year as required in
State Board of Education Rule 6A-14.913.

Instructions

On this form are summarized the staff and program development funds availabl:
and the staff and program development funds expended during the immediately
preceding year. The Financial Report Summary is to be submitted annually

to the Director of the Division of Comaunity Colleges by September 10.




Division of Community Colleges Colleges
STAFF AND PROGRAM DEVELOPMENT

Prepared By:

Five-Year Goals Plan
July, 19__ through June, 19__ Date Prepared:

On this form are stated the institution's long-range {five ycar) goals for staff
and program development. Following each goal statement is the raticnale for
the goal. {(Due in the office of the director of the Division of Community
Colieges by March 1). \

)

l. GOAL:

Rationale:

Rationale:

Raticnale:

Rationale:

SPD-I. 4/1/79




Rationale:

Rationale:

Rationale:

Rationale:

(Use additional pages, if needed.)

The college has completed a study of the past year's SPD Five-Year Goals Plan
and of the accomplishments of SPD activities since its preparation and of the
current and future staff development and program development needs of the
college. The SPD Five-Year Goals Plan presented above is the result of the

study. State wk Flonds

Ihepartmens ol Edwcaninn
Fallshaswet Florida

SUBMITTED BY: APPROVED BY: . o it s

Director, DCC Date @
19.6 28y :

President
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I)ivisig of Community Colleges College:
STAFF AND PROGRAM DLEVELOPMENT

Prepared Dy

Activity\ Evaluation
. Date Prepared:

On this form is reported the institution's evaluation of one of its discrete SPD
activities within the group of SPD activities conducted the immediately
preceding year. (Due in the office of the director of the Division of Community
Colleges by September 10. The set of Activity Evaluations is to be
accompanied by an SPD Financial Report Summary.)

I‘

Title of Activity

2. Specific objectives (stated in performance terms) of the activity were:

3. Check the one Information Classification Structure category most affected
by the activity.

STAFF PROGRAM
DEVELOPMENT DEVELOPMENT

Instruction, Advanced and Professional

Instruction, Occupational

Instruction, Developmental

Instruction, Community Instructional Service

Organized Research

Public Service

Academic Support

Student Support

Institutional Support

Physical Plant Operation and Maintenance

Student Financial Assistance

4. Amount Budgeted, $ 5. Amount Spent, $

-QOver-

3t I

SPD-2, 4/1/79 19.7




Status of the activity. Was the procedure for achicving,

the specific objectives
_ Completed successful? .

Not completed, will Very successful,
be continued would recommend

Abandoned Successful in given
situation
Never started

_ Neutral in effect
_ Not successful

_ Not determinable at this
time

Were the specific objectives met? Y. To what degree was the related

goal in the Five-Year Goals
Yes Plan achieved?

Partly Completely

No To a major degree

Not detefminable at this To a minor degree

time
No measurable effect on
goal

Narrative evaluation, including results achieved. What has been the impact
of the activity?

State of Florida
Department of Educalion
Tallahassee, Flonida
Ratph D. Turtington, Commissioner
Aflimative action/equal
opportunity employer

iy

PAFulToxt Provided by ERIC




Division of Community Colleges College:
STAFF AND PROCRAM DEVELOPMENT

Prepared By:

Financial Report Summary
Date Prepared:

On this form are summarized the SPD funds available and the SPD funds
expended during the immediately preceding year. (Due in the office of the
director of the Division of Community Colleges by September 10.)

Closing Balance, June 30, 19__

Additions, 19__ -

Total Available

Total Expenditures
Salaries
Travel
Equipment
Contingency

Other

Closing Balance, June 30, 19
Encumbered

Unencumbered

AN
(&
LN P

State of Floticds
Deparvmant of Education
Tattshasses, Florida
Ralph O, Turiington, Commissionar
Affirmitivs actionfequat opportunity smployer

30
3PD-3, 4/1/79 19.9




. APPENDIX A

Detail Coding for Advanced and Professional
and Occupational Courses and
Programs of Study

3113
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DETAIL CODING FOR ADVANCED AND PROFESSIONAL
ANO OCCUPATIONAL COURSES AND
PROGRAMS OF STUDY

The following pages provide the detailed coding for Advanced and Professional
(Part 1) and Occupational (Part 2) courses and programs. Note that the fourth
through the seventh digits of the Advanced and Professional codes are taken from
the Higher Education General Information Survey (HEGIS) Taxonomy. The coding
logic and structure for Occupational courses and programs 1s similar to that
found in USOE Handbook VI Standard Terminology for Curriculum and Instruction

in Local and State School Systems. The major exception is the use of an
additional cliuster cailed Public Service and the deletion (non-use) of the
Technical cluster. The rationale for this modification was that Technical is

a level of instruction rather than a unique functional group. It was also based
on the increasing number of public service programs that do not relate to the
Trade and Industrial cluster.

With respect to the level of detail, the coding standards are as follows:

1. Each course {Advanced and Professional and Occupational) offered
by the college will be given a seven digit code to identify them
to the subcategory level.

2. Each Occupational program of study will be assigned a seven digit
code. An eighth digit is also used to distinguish between programs
that have the same seven digit code. 3
-
3. Each Advanced and Professional Program will be assigned a three

digit code to identify student éducational objectives to the cluster
level.

Jdiig
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Appendix A
Part 1

Uniform Codes for Advanced and Professional Courses,
Disciplines, and Instructional Programs

Code Descriptive Title

1.77. XXXX Natural Science {Cluster)

1.11.01XX Agriculture & Natural Resources

0101 Agriculture, general

0102 Agronomy

0103 Soils science

0104 Animal science

0105 Dairy science

0106 Poultry science

0107 Fish, game and wildlife management
0108 Horticulture

0109 Ornamental horticulture

0110 Agriculture and farm management
0111 Agriculture economics

0112 Agriculture business

0113 Food science

0114 Forestry

0115 Natural resources management
0117 Range management

0118 Citrus Farming

Architecture and Environmental Design

Environmental design, general
Architecture

Interior design

Landscape architecture

Urban architecture

City, community, and regional planning

Biological Science

Biology, general

Botany, general
Bacteriology

Plant pathology

Plant pharmacoloqy

Plant physiology

Zoology, general

Pathology, human and animal
Pharmacology, human and animal
Physiology, human and animal
Microbiology

Anatomy




. Code Descriptive Title

Biological Science (continued)

0413 Histology

0414 Biochemistry

0415 Biophysics

0416 Molecular biology
0417 Cell biology

0418 Marine biology

0419 Biometrics and biostatistics
0420 Ecology

0421 Entomology

0422 Genetics

0423 Radiobiology

0424 Nutrition, scientific
0425 Neurosciences

0426 Toxicology

0427 Embryology

Engineering

Engineering, general

Aerospace, aeronautical and
astronautical engineering

Agricultural engineering

Architectural engineering

Bioengineering and biomedical engineering

Chemical englneerlng

Petroleum engineering

Civil, constructlon, and transportatlon
engineering

Electrical, electronics, and
communications engineering

Mechanical engineering

Geological engineering

Geophysical engineering

Industrial and management engineering

Metailurgical engineering

Materials engineering

Ceramic engineering

Textile engineering

Mining and mineral engineering

Engineering physics

Nuclear engineering

Engineering mechanics

Environmental and sanitary eng1neer1ng

Naval architecture and marine engineering

Ocean engineering

316
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Code NDescriptive Title

1.11,12x%X Health Professions

1201 Health professions, general

1202 Hospital and health carc administration
1203 Nursing (four year programs)

1204 Dentistry, D.D.S or D.M.D. degree
1205 Dental specialties

1206 Medicine, M.D. degree

1207 Medical specialties

1208 Occupational therapy

1209 Optometry

1210 Osteopathic medicine, D.0. degree
1211 Pharmacy

1212 Physical therapy

1213 Dental hygiene

1214 Public health

1215 Medical record librarianship

1216 Podiatry or podiatric medicine
1217 Biomedical communication

1218 Veterinary medicine

1219 Veterinary medicine specialties
1220 Speech pathology and audiology
1221 Chiropractic

1222 Clinical social work

1223 Medical laboratory technologies
1224 Oental technologies

1225 Radiologic technologies

Physical Sciences

Physical sciences, general
Physics, general

Molecular physics

Nuctear physics

Chemistry, general
Incrganic chemistry
Organic chemistry

Physical chemistry
Analytical chemistry
Pharmaceutical chemistry
As tronomy

Astrophysics

Atmospheric sciences and meteoroliogy
Geology

Geochemistry

Geophysics and seismology
Earth sciences, general
Paleontology

Oceancgraphy

Metallurgy
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. Code Descriptive Title
T.12. XXXX Fine and Applied Arts

1.12.10XX Fine and Applied Arts

1001 Fine arts, general

1002 Art

1003 Art history and appreciation
1004 Music (performing, composition, theory)
1005 Music {Tiberal arts program)
1006 Music history and appreciation
1007 Dramatic arts

1008 Dance

1009 Applied design

1010 Cinematography

1011 Photography

1.13.XXXX Letters and Foreign Languages

1.13.11XX Foreign Languages

1101 Foreign languages, general
1102 French

1103 German

1104 Italian

1105 Spanish

1106 Russian

1107 Chinese

1108 Japanese

1109 Latin

1110 Greek, classical

1111 Hebrew

1112 Arabic

1113 Indian

1i14 Scandinavian languages
1115 Slavic languages

1116 African langquages

Letters

English, general

Literature, English

Comparative literature

Classics

Linguistics

Speech, debate, and forensic science
Creative writing

Teaching of English as a foreign Tanguage
Philosophy

Rel“gious studies




Code Descripbive Title

1.714, XXXX Education
1.14.,08XX Education

0801 Education, qeneral

0802 Elementary education, general

0803 Secondary education, general

0804 Junior high school education

0805 Higher education, general

0806 Junior and community college education

0807 Adult and continuing education

0808 Special education, general

0809 Administration of special education

0810 Education of the mentally retarded

0811 Education of the gifted

0812 Education of the deaf

0813 Education of the culturally disadvantaged

0814 Education of the visually handicapped

0815 Speech correction )

0816 Education of the emotionally disturbed

0817 Remedial education

0818 Special learning disabilities

0819 Education of the physically handicapped

0820 Education of the multiple handicapped

0821 Social foundations

0822 Education psychology

0823 Pre-elementary education .

0824 Educational statistics and research

0825 Educational testing, evaluation and
measurement

0826 Student personnel

0827 Educational administration

0828 Educational supervision

0829 Curriculum and instruction

0830 Reading education

0831 Art education

0832 Music education

0833 Mathematics education

0834 Science education

0835 Physical education

0836 Oriver and safety education

0837 Health education

0838 Business, commerce, and distributive
education

0839 Industrial arts, vocatlional, and
technical education

0840 Foreign language education




. Code Descriptive Title

1,15, XXXX Business and Management

1.15.05%X Business and Management

0501 Business and commerce, general

0502 Accounting

0503 Business statistics

0504 ' Banking and finance

0505 Investments and securities

0506 Business management and administration
0507 Operations research

0508 Hotel and restaurant management
0509 Marketing and purchasing '

0510 Transportation and pubic utilities
0511 Real estate

0512 Insurance

0513 International business

0514 Secretarial studies

0515 Personnel management

0516 Labo: and industrial relations

0517 Business economics

. 1.16. XXXX Mathematics and Computer Science

1.16.07XX Computer and Information Science

0701 Computer and information sciences, general
0702 Information sciences and systems

0703 Data processing

0704 Computer programming

0705 Systems analysis

Mathematics

Mathematics, general
Statistics, mathematical and theoretical
Applied mathematics




Code Descriptive Title

T.17.X%XX Social Sciences
1.17.03XX Area Studies

0301 Asian studies, general
0302 East Asian studies

0303 South Asian studies

0304 Southeast Asian studies
0305 African studies

0306 Istamic studies

0307 Russian and Slavic studies
0308 Latin American studies
0309 Midd1e Eastern studies
0310 European studies, general
0311 Eastern European studies
0312 West European studies
0313 American studies

0314 Pacific area studies

Psychology

Psychology, general
Experimental psychology
Clinicatl psychology
Psychology for counseting
Social psychology
Psychometrics

Statistics in psychology
Industriatl psychology
Developmental psychology
Physiological psychology

Socjal Sciences

Social sciences, general
Anthropology

Archaeology

Economics

History

Geography

Political science and government
Sociology

Criminology

International relations
Afro-American studies

American Indian cuitural studies
Mexican-American cultural siudies
Urban studies .
Demography
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Code

Descriptive Title

1,18, XXXX
1.18.06XX

0601
0602
0603
0604
0605

Other Oisciplines

Counmunications

Communications, general
Journalism
Radio/television
Advertising
Communication media

Home Economics

Home economics, general

Home decoration and home equipment
Clothing and textiles

Consumer economics and home management
family relations and child development
foods and nutrition

Institutional management and cafeteria
management

Law

Law, general

Library Science

Library science. general

Military Science

Military science, general
Naval science
Aerospace science




Code

Descriptive Title

1.18.21XX

21N
2102
2103
2104
2105
2106

1.18.23xX
1.18.49XX

4901
4902
4903
4304

1,19, XXXX

L

Public Affairs

Community Services, General
PubTic Administruation

Parks and Recreation Management
Social Work and Helping Services
Law Enforcement and Corrections
International Public Service

Theology
Interdisciplinary

General Liberal Arts and Sciences
Biological and Physical Sciences
Humanities and Social Sciences

Engineering and Other Oisciplines

General Degree Transfer

-,




Appendix A
Part 2

Uniform Codes for Occupational Courses,
Disciplines, and Instructional Programs

Code Descriptive Title
1.271.XXXX Agriculture
1.21.01XX Agriculture Production and Processing
0101 Animal science
0102 _ Plant science
0103 T Farm mechanics
0104 Farm business management
a {Agri-business)
0105 X Citrus production management
0106 Citrus processing technology
0107 . Farm coop training
1.21.02XX Agriculture Suppiies/Services
0201 Agriculture chemicals
0202 Feeds
0203 Seeds
. 0204 Fertilizers (plant food)
0205 - Pest control technology
1.21.03XX Agricultural Mechanics
0301 Agricultural power & machinery
0302 Agricultural structures & conveniences
0303 Soil management
0304 . Water management
0305 Agricultural mechanics skills
0306 Agricultural construction & maintenance
0307 Agricultural electrification
0308 Gol1f course mechanics
1.21.04XX Agriculture Products
0401 Food products
0402 Nonfood products




Code Descriptive Title

1.21.05XX Ornamental Horticulture (Production,
Processing, Marketing & Services)

0501 Aboricul ture

0502 Floriculture

0503 Greenhouse operation & management
0504 Landscaping

0505 Nursery operation & management
0506 Turf management (gol1f course, etc.)

Agricultural Resources {Conservation,
UtiTization, and Services)

Forests

Recreation {Parks, etc.)

Soil

Wildlife (Including game farms &
hunting areas)

Water

Air

Fish (Including farms and hatcheries)

Range (Ranch)

Forestry (Production, Processing,
Management, Marketing, and Services)

Forests

Forest protection

Logging (harvesting and transportation)
Wood utilization

Recreation

Special products

Other Agricultural

Biological parks




Code

Descriptive Title

. 1.22. XXXX

1
1
1

.22
.22.
.22
22,
.22
.22,
.22
22,
.22

.22,
.22.
.22.
.22.
.22,
.22.
.22.
.22,
.22,
.22,
.22.
.22,
.22,

.0100

0200

.0300

0400

.0500

0600

.0700

0800

.0900

1000
1100
1200
1300
1400
1500
1600
1700
1800
1900
2000
3100
9900

Distributive

A.15

Advertising Services

Apparel and Accessories (Fashion)

Automotive (Sales)

Finance and Credit (Banking, S & L, ete.)

Floristry

Food Distribution

Food Services

General Merchandise

Hardware, Building Materials, Farm and
Garden Supplies & Equipment

Home Furnishings

Hotel and Lodging

Marketing and Distribution

Insurance

International Trade

Personal Services

Petroleum

Real Estate

Recreational and Tourism

Transportation

Retail Trade

Wholesale Trade

Other Distributive (General Marketing, etc.)




Code

Descriptive Title

1.23.XXXX
1.23.01XX

0101
0102
0103

L02XX

0201
0202
0203
0204
0205

J03XX

0301
0302
0303
0304
0305

0306
0307
0308
0309
0310

.04 XX

0401
0402
0403
0404

.05XX
0501

0502
0503

Health Occupations Education

Oental
Dental Assistin

Dental Hygiene ?Associate Degree)
Oental Laboratory Technology

Medical Laboratory Technology

Cytology (Cytotechnology)
Histology

Medical Laboratory Assisting
Hematology

Certified Laboratory Assistant

Nursing

Nursing (Associate Degree) RN

Practical (Vocationa]? Nursing

Nursing Assistance (Aide)

Psychiatric Aide

Surgical Technician (Operating Room
Technician)

Obstetrical Technician

Home Health Aide

School Health Aide

Central Service Aide

Medical Assisting

Rehabilitation

Occupational Therapy
Physical Therapy
Prosthetics
Orthotics

Radiologic

Radiologic Technology {X-Ray)
Radiation Therapy
Nuclear Medical Technology

317
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. Code Descriptive Title

1.23.06%X : Ophthalmic
0601 Ophthalmic Dispersing
0602 Orthoptics
0603 Optometrist Assistant
1.23.07X%X Environmental Health
0701 Environmental Health Assistant
0702 Radiological Health Technician
0703 : Sanitarian Assistant
1.23.08XX Mental Health
0801 Mental Health Technician (Human Service
Aide, etc.)}
0802 Mental Retardation Aide
\ -
1.23.09%X Miscellaneaus Health Education
0901 Electroencepha1ograph Technician
. 0902 Electrocardiograph Technician '
0903 Inhalation Therapy (Respiratory Therapy)
0904 Medical Assistant (Assistant in
Physician's Office) :
0905 Central Supply Technician
0906 Community Health Aide
0907 Medical Emergency Technician
0908 Dietetic Technology
0910 Orthopedic Assisting
0911 Optician Technology
0912 Veterinary Medical Assisting
0913 Hearing Aid Technology
1.23.99xX Health Occupations-Education, Other
9901 Health care management
9902 ) Health service aide
9903 Hospital housekeeping
9904 Hospital ward clerk
9905 Medical records transcriptionist
31y
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Code Descriptive Title

1.24. XXXX Home Economics

1.24.071XX Homemaking: Preparation for Personal,
Home, and Family Living

0101 Comprehensive homemaking or hoine
economics

0102 Child development

0103 Clothing and textiles

0104 Consumer education

0105 Family health

0106 Family relations

0107 Foods and nutrition

0108 Home management

0109 Housing and home furnishings

Occupational Preparation

Care and auidance of children

Clothing management, production, and
services

Food management, production, and
services

Home furnishings, equipment, and
services

Institutional and home management
and supporting services




. Code Descriptive Title

1.25. XXXX OFfice Occupations

1.25.01XX Accounting

0101 Accounting

0102 Bookkeeping

0103 Cashier

0104 Machine operators: billing, book-
keeping, & computing

0305 Tellers

0106 Income tax preparation

Business Data Processing Systems

Computer and console operators
Peripheral equipment operators
Programmers

Systems analysts

Filing, Office Machines, and General
Office Clerical

Duplicating machine operators
File clerks
General office clerks

Information Communication

Communication systems clerks and .
operators

Correspondence clerks

Mail and postal clerks

Mail preparing and mail handling machine
operators :

Messengers and office aides

Receptionists and information clerks




Code

Descriptive Title

1.25.

1.25.

1.25.

1.25

1.25.

05XX

0501
0502
0503
0504
0505

06XX

0601
0602
0603

07XX

0701
0702
0703
0704
0705
0706

.08XX

0801
0802
0803
0804

0805

09XX

0907
0902

Materials Support {Transporting, Storing,
and Recording)

Planning and production clerks

Quality control clerks

Shipping and receiving clerks

Stock and inventory clerks

Traffic, rate, and transportation clerks

Personnel and Training

Personnel training specialists
Interviewers and test technicians
Personnel assistants

Stenographic and Secretarial

Executive secretary
Secretaries
Stenographers
Medical secretary
Legal secretary
Court reporting

Supervisory and Administrative Management
(General Business, etc.)

Administrative assistants

Budget management analysis

Clerical and office supervisors

Data methods and systems procedures
analysts

Office managers and chief clerks

Typing

Clerk-typists
Typists




o Code Descriptive Title

1.26. XXXX Trade and Industrial Occupations

1.26.01X%XX Air Conditioning and Environmental
Control (HARV, etc.)

0101 Cooling (air conditioning)

0102 Heating

0103 . Ventilating (Filtering and
Humidification)

0104 Environmental control

Appiiance Repair

Electrical appliances
Gas appliances

Automotive Services

Body and fender
Mechanics ,
Specialization, other
Service station

Aviation

Air Frame Maintenance
Aircraft operations
Ground operations
Commerical pilot training

Aviation management and administration
Power Plant Maintenance

Business Machine Maintenance

Commercial Art

Interior decorating
Window display
Product design
Advertising art
Studio art




Code Descriptive Title

. 26,08XX Commercial Fishery and Oceanographic

0801 Seamanship

0802 Ship and boat operation and maintenance
0803 Oceanogaphic

Commercial Photography

Photographic laboratory and darkroom
occupations

Construction and Maintenance

Carpentry

Electricity

Heavy equipment {construction)
Masonry

Painting and decorating
Plastering

Plumbing and pipefitting
Dry wall installation
Glazing

Roofing

Architectu-al technology
Civil technology
Surveying

Custodial Services

Diesel Mechanic

Drafting and Design

Electrical

Industrial electrician
Lineman
Motor repairman

Electronics

Communications

Industrial electronics
Radio/television

Electronic technology
Electromechanical technology




Code

Descriptive Title

1.26.

1.26.

1.26.

1.26.

1.26.

16XX

1601
1602

17vX

1707

19XX
1901
1902
1903
1904
1905

1906
1907

20XX
2001

2002
2003

21 XX
2101
2102

Fabric Maintenance Services

Drycleaning
Laundering

Foremanship, Supervision and
Management Development

Industrial management and supervision

Graphic Arts

Composition, makeup and typesetting

Printing press

Lithography, photography, and plate-
making

Photoengraving

Silk screen making and printing

Bookbinding

Technical illustration

Industrial Atomic Energy

Installation, operation, and maintenance
of reactors

Radiography

Industrial uses of radioisotopes

Instrument Maintenance and Repair

Instruments {Other than watches and
clocks)
Watchmaking and repair




Code

Descriptive Title

1.26.22X%X
2201

1.26.23XX

2301
2302
2303
2304
2305
2306
2307
2308
2309

1.26.24XX
1.26.25XX

2501
2502
2503
2504
2505

2506
1.26.26XX

2601
2602

1.26.27XX
1.26.29%X
2901
2902

2903
2904

1.26.31XX

Maritime Occupations

Marine propulsion technology

Metalworking

Fo'.ndry

Machine shop

Machine tool operation
Metal trades. combined
Sheet metal

Welding and cutting
Tool and die making
Die sinking

Metal patternmaking

Metallur

Other Engineering Related Technologies

Chemical
Industrial
Instrumentation
Mechanical

Scientific data processing
Safety

Personal Services

Barbering
Cosmetology

Plastics

Quantity Food

Baker
Cook-chef

Meat cutter
Waiter/Waitress

Small Engine Repair, Internal

.. combustion
(?3._’%)-___'-'—__




Code

Descriptive Title

.26, 32XX

3201
3202
.33XX
3301
3302
.34XX
3401
3402
. 35XX

.36XX
3601

.99XX
9901

9902
9903
9906
9907
9908

Stationary Encrqy Sources

Electric Power Generating Plants
Plumbing Plants

Textile Production and Fabrication

Dressmaking
Tailoring

Leatherworking

Shoe Manufacturing
Shoe Repair

Upholstering

Woodworking Occupations

Millwork and Cabinet Making

Trade and Industrial, Other

Quality Control and Reliability
Technology

Technical Writing

Meteorologicai Amalysis

Manufacturing Technology

Radio and Television Broadcasting

Radio and Television Production




P27 XXX

1
]

217,

27,

.27,

.27
27,
.27,
27,
27,

27,

.2?.

01XX
02 XX

0201
06202
0203
0204
0205

03xX

.04XX
L05XX

06XX
07XX
08XX
09XX

10XX

1001
1002
1003
1004
1005

11 XX
1101

1102
1103

Descriptive Title

Public Service

Fire Science

Law Enforcement

Law Enforcement, General
Security

Corrections

Probation

Legal Assistant

Education {Teacher Aide)

Library
Audio-Visua)l (Multi-Media)

Recreation

Social Service (Work)

Public Administration

Urban, Rural, and Community Development
Services

Resources Management Services

Air Pollution Control
Environmental Pollution Controi
Water and Waste Water Treatment
Environmental Science
Environmental Marine Science

Musics Dance and Theatre

Music
Dance
Theatre

A.26




APPENDIX B

OTHER REPORTS

The following pages contain reports and references to
reports which are collected from community colleges by
other Divisions in the Department of Education, other
State agencies, and others. Because of the magnitude

of these reports, copies of most of them are not included
in this Appendix. However, they are listed by name and
described in some instances. Copies will be provided

on request.




Pue Date

Obtaincd Report or
by No. Report Title Frequency Page
Office of c0-1(0EFC 304)  Annual and Five-Year 11-1 B.7
Education Capital Projects Pro-
Facilities gram Plans
C0-2(0EFC 352) Six-Month Capital OQut- 7-15, 1"-15 B.22
lay Encumbrance Projection 1-15, 4-15
and Request for Encumbrance
Authorization
C0-3(0EFC 351) Quarterly Report: Capital 7-15, 10-15 B.24
Outlay Funds 1-15, 4-15
C0-4(0EFC 217) Project Priority List As Required B.31
C0-5(0EFC 218) Site Inspection As Required B.34
C0-6(0EFC 093) Resolution Requesting an As Required B.36
Educational Plant Survey
C0-7(0EFC 092} Application for Advance As Required B.37
Funding
C0-8(SCOA-1) Local Resolution Re- As Required
questing Issuance of State
Board of Education Capital
Qutlay Bonds
C0-9(0EFC 207} Comprehensive Safety 6-30 B.43
Inspection
D.0.E. FA-397 Expenditures of State and 10-15 B.46
Comptroller (VEDS-NCES Local Funds for Vocational
Form 2404-2) Education
FA-396 Cash Advance Request Quarterly B.48
FA-399 Budget Recapitulation Monthly B.50
and/or Project Expenditure
Report
FA-400 Monthly Report of Monthly B.52
Financial Transactions
for CETA Funds
Division of ESE 333 Adutt Education Annual 8-15 B.53

Public
Schools

Report

324

B.3




Obtained Report
by No.

Report Title

Pue Pate
or
Froquency

Division OVE 007
Vocational
Education

DVE 036

DVE 393
DVE 429

DVE 435
DVE 505

OVE 516
ESE 424

Instructional ITV-1 (CE 126)
Television
and Radio

Florida
Community
Activities
Association

Center for
Career
Pevelopment
Services

IMTS Personal Data Form/
Prescription Data Form

Student CAPS Registration

Annual Cosmetology
Educational Report

CETA Special Project
Grant

OVE Impact Assessment

Instructional Materials
Survey

State Approval as Training
Agency for Veterans

Occupational Proficiency
Program Final Class Report

Scheduling of Videotapes
ITV&R OCO Equipment Grants

FCCAA Survey of Athletic
Financial Assistance

Survey: Vital Information
for Education

Appropriate

Appropriate
1-31

Appropriate

Appropriate
11-15

As Required

As Appropriate

Annually
Annually

Annually

Annually

- @




Duc Date
Obtained Report or
by No. Report Title Frequency

HIGHER EDUCATION GENERAL INFORMATION SURVEY (HEGIS)

U.S.
Department 2300-1 Institutional Characteristics

of Education of Colleges and Universities
(NCES) :

2300-2.1 Degrees and Other Formal
Awards Conferred

2300-2.3 Fall Enrollment and
Compliance Report

2300-2.8 Residence and Migration
of College Students

2300-3 Salaries, Tenure, and Fringe
Benefits of Full-Time
Instructional Faculty

2300-4 Financial Stati;tics of
Institutions of Higher
Education

College and University 9-15
Libraries '

Inventory of College and 9-15
University Physical
Facilities

2300-8 Adult/Continuing Education: 8-15
Non-Credit Activities

OFFICE FOR CIVIL RIGHTS - ANNUAL SURVEY OF PROGRESS IN
IMPLEMENTING STATE-WIDE PLANS {THE OCR SURVEY)

u.s. EED-6 Higher Education Staff 12-5
Department Information

of . . .
. Alb New Employees in Institutions - 12-5
Education of Higher Education

A2 Employees of State Agencies 12-5
of Higher Education

Al Employee Retirements 12-5
Resignations and Dismissals

A4 Employee Promotions 12-5

Compositions of Governing 12-5
Boards for Higher Education

331
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Due Date

Obtained Report or
by No. Report Title Frequency Page
OFFICE FOR CIVIL RIGHTS - ANNUAL SURVEY OF PROGRESS IN .
IMPLEMENTING STATE-WIDE PLANS (THE OCR SURVEY) {Continued)
U.S.
Nepartment B1 Applications, Acceptances, 12-5 B.71
of . and Actual Enrollment
Education 2300-2.3 Fall Enrollment and 10-1 B.71
Compliance Report
B3 Financial Assistance to 12-5 B.71
Students
2300-2.1 Degrees and Other Formal 9-15 B.71
Awards Conferred
Department UCT=-6R Reimbursable Employers Quarterly
of Labor Quarterly Report
and Employment
Security
Florida FRSM30 Florida Retirement System Monthly
Retirement Payroll Report
System
Department DR-15 Sales and Use Tax Report Monthly
of Revenue
Internal Federal Income Tax Withheld Quarterly
Revenue W-3 Transmittal of Income and Annually
Tax Statements
U.s. DFAFS27 HEW Department Federal Quarterly
Department Assistance Financing System
of Recipient Report of
Education Expenditures
OE Form Fisal Operations Report and Annually
646 Application to Participate

in Federal Student Financial
Aid Programs

OE Form National Direct Student Loan Quarterly
574 Program: Report of Defaulted
Loans
Institutional Progress Report Quarterly
of BEOG
OE Form Student Confirmation Report On Request
1072 3.,




FLORIDA DEPARTMENT OF EDUCATION

OFFICE OF FDUCATIONAL FAGILITIES CONSTRUCTION

ANNUAL AND FIVE-YEAR
CAPITAL PROJECTS PROGRAM PLANS

ANNUAL PLAN: 1979-80
FIVE -YEAR PLAN: 1980-81 THROUGH 1984-85

Signature of Preparer Signature of Preaident or Designee

Telephone of Preparer ( Date of Signature

College

OEFC 304 {co-1)
Exp. 9/1/80

ERI!

Aruitoxt provided by Eic:




Aruitoxt provided by Eic:

ERIC

This report {s to be completed. slpned and dated. then submicced by November L, 1979,
to the Paciliries Developmene and Evaltuation Secrlon, Office of Educatlenal Facilicies
Conatruction, Floridna Scorce Department of Edacation, Taltalassce, Florida 32101,
Avpropriace pages moy be duplicated where additional pages are necded.

SECTION At AMNUAL PLAN

Part A-1:

[. Enter by fund source and as total of all funds all capleal outlay funds broughe
forward from previoua years as either encombered or unencumbered as of Jwne 30, (979,
Encumbered amounts are cthose sct aside or reserved in accountlng records to coaver
speciflc purchase orders or contraces curreatly in effeet and unpald. All other
amounts arc uncocumbered. PEBA/PECO funds ro which g districe 1s encitled bhut which
have not been recorded as revenue are to be fncluded In unencumbered.

Funds from spoclal allocations of PEBA/PECO and allocarions for cooperative oduca-
tional facilicies (Chapter 235.195 Florida Scatures) and for community cduca-
tional Facilirles {Chapter 235.211(2)F.S.) arc ro be included ae parc of the PEBA/
PECO funds for the year im which the allocatfon was made. PEBA/PECO funds [nr
libraty books are nor to be included. PEBA/PECO Loans are not to be included En
Section A, Part A-l; they are to be entered in Sectlon A, Part A-2.

The combined encumbered and unencumbered amounts for each fund source should agree
with the fund balance Indicared in the Anmual Financlal Repore (AFR) Summaty of
Plant Fund Operations {Schedule 6) except for SBE Bonds and PEBA/PECO Advances on
Bonds, The amounta indicated as SBE Bonds Payable and PEBA/PECO Advances Payable

in the Liabilitfes secrion of rhe Annual Financial Report (AFR) Balance Sheer
(Exhibit A. Parr 2) are to be reflecred in the fund source columns for SQIE Bonds and
the apPropriate year of PEBA/PECO.

The amount shown 35 encumbered {TLine 1) £n the Total Column should equal rhe Funds Re=-
stricted for Encumbrances indicared in the Annual Flnanclal Report (AFR)} Balance
Sheet {(Exhibit A, Part 2), -

The amounr shown as unencumbered (Line 2) in the Tora! Column should veflecr the
combined Fund Balances, Resrricted and Fund Balances, Unresrcricted indicated in
the Annual Financial Report (AFR) Balance Sheer (Exhibit A, Part 2} apprupriarely
modlfFled by the amounts of SBE Bonds Payable and/or PEBA/PECOD Advances Pavable.

Enter by fund souyrce and as total of all fynds the new capiral ourlay funds avail-
able for 1979-80. The amount of mew PEBA/PECO funds avallable can be obralned fram

the Facilitles Development & Evaluation Secrion of the 0OFfice of Educarional Facilities
Conatruction. The amounts of new CO and DS and 3BE Bonds funds available can be ob=
tained from the Capital Ourlay and Debt Service of the OFEFC,

Line 4 = 1 + 2 & 3
IT. Enter by Fund source and as total of all funds rthe estimarcd amounts which will be

encumbered 1n 1979-80 from the unencumbered funds broughr torward trom previcus years
and from the new cpaital cutlay funds for 1979=-su.

Line 5 must be part of or all of but no greater than Line 2.
Linc 6 must be part of or all of bye mo greater than Line 3.

Line 7 » 5 + 6

ILY. Enter by fund source and as roral of all funds the escimared disbursements for
1979-80 from the capital ourlay funds broudhr ferward from previcus vears and from
the new capital outla¥ funds for 1979-50. :

DEFC 304 (Co-1)
Exp. 9/1/80

ERE
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ERI!

Aruitoxt provided by Eic:

Linc 8 must be part of or all of but not greater thao the comblioat{on of Lbinm
1+ 5,

Line 9 must he part of or all of but no greaster than Line 6.

Line 10 = & + 9

I¥. Enter by fund gyource and as total of a1l Tunds the cutimated capltal ontlay
funds avallable fune 30, L9803 as encumbered amd/ar unencumbered Crom caplital
otutlay funds broupht forwnrd from provious yeurs and [rom aew caplial ontlay
fumds for 137940,

Line L1l =1 + 5 - 8

Line 12 = 2 - §

Line 13 = 6 ~ 9

Line 14 = 3 = &

Line 15 = 11 + 12 + 13 + 14

Entet Lnformation concernin® PEBA/DPECO Loans pursuint to Chapter 235.221 F. S.
tn accordance with the lnatructions fuor Part A-l. TIndlcate the Jate of issuc
For each loan.

Part A=3;

Each projeect planned for the yecar is to be reported soparatelv. At least ten
percent of the annual PEBA/PECO allocation must be cxpended for correcting salety-
to-1ife deficiencies pursuant to Chapter 235.435(3)(a) F. S. No library book
Projects are to be included.

Col. l: List prolects in order of preference ag established by the college,

Col. 2¢ Define the project as It is described in the Project Priority List (PPL)
approved by the State Board of Education. Specify the PPL number and fdentifv

the date of the Educational Plant Survey or Survey Ammendment in which the pro-

ject was recommended. Indieate the total anticipated final project cost for all
Phases of the project for all years of the project. With the exccption of safety-to-
life projcets, only projects that are survey recommended may be 1listed,

Col. 3: List the amounts estimated to be cncumbered during the year by project
phase: site, planning. construction, equipment.

Col. &4: List funds avallable for the project phase (rom sources other than the
PERA/PECD atlocation of the year. PEBA/PECO Advances on Donds and PEBASPECO
Loans are to be included here. Identify the fund sources.

Col. 5: List the funds required for the project phase from the PEBA/PECO alloca-
tion for the year.

Col. 6: Eater the estimated date of encumbrance for the project phase.

£

SECTION B: FIVE-YEAR PLAN

Complete gne part of Section B for each fiscal year of the Five=Year Plan, 1[9B80-81
through 1984-85, Inmstructions are the same as for Section A, Part A-3.

SECTION C: COST ANALYSIS
Col. L: Fnter the estimated cncumbrances for 1979-40 from afl funds available.
Group the encumbranccs f[or all projects by project pirase category. The total of

" this column 18 equal to the sum of Section A, Part A-l. Total Column, Line 7

plus Section A, Part A-2, Toral Column, Line 7, The total Tor this column
also ls equal to the toral of the estimated encumbrances for all project
phases of all projeers listed in Section A, Part A-3, Column 3.

3235

OEFC 104 {CO-I)

Exp. 9/1/80 8.9
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Gol. 2! Fnter the ertlmated cncumbrances for 198081 Crom upencumbered funda broauwghe
forwnrd and catimated to be pvallable ae of June 30, 1980. Group the encumbranceed
for all projects by project phase category. The total fer this columa la cqual to
or lveg than the sum of Sectlop A. Part A-1, Total Column. lLoloe 12 + Line 14 plus
Secthon A, Part A=2, Total Column. Lipe 12 + Line 16,

Col. 3i Enter the estimated er-umbrances for 1980-81 from new capltal ocutlay funds
anticlpated for 1980-81, Croup the cncumbrances for all projects Ly project phane
category.

Col. 4 Enter the total for cach project phase category of the catimated epcumbrances
for 1980-81 from Eunds catimated to be avallable and funds amticlpated. The total
far this column 1s equal to the total of the cotlmated encumbrances for all groject
phases of all projects listed in Sectfon B, Part B-1, Column 3.

SECTTON D SQUARE FOOTAGE ANALYSIS

Col. 1: Enter the assignable square feet (ASF) of extatinf space in the Facflltles
Inventory as of June 30. 1979, Aggregate the gquare footAges by space use category.

Col. 2: Enter the assignable square feet (ASF) to be constructed from estimated en-
cumbrances made for projects during 1979-80, Aggregate the square focotages by

space use category, These square footages rafle~t the space to be butilt from
estimated encumbrances indlcated in Section A, Part A-1l, Linc 7} Section A. Part A-=2,
Line 7; Sectfon A, Pare A-3, Column 3; and Sectfon €, Column 1,

Col, 3: Enter the assignable square feet (ASF)} ¢o be constructed from estimated en-
cumbrances made [or projects during 1980-81. Aggregate the square footages by

space use category. These 8quare footages reflect the space ro be built from esti-
mated encumbrances of estimated unencumbered fun's indlcated in Seceion A, Part

A-1, Line 12 + Line 14 and Secefgn A, Part A=-2, Line 12 + Line 14 and from estimated
cncumbrancea of new capital outlay funds anticipated for 1980-8l. These square
footages also reflect the space to be built from estlmated encumbrances fndicated

in Section 8, Part B=l, Column 3 and Section C. Columnm 4.

Col. 4: Enter the total assignable square feet (ASF) for each space use category

of existing space and space to be constructed from estimated encumbrances made for
projects by June 30, 1981,

B.10




Sectlon AL Aonnsal Plan
Part. A=l: Copltal ntlay Funis
tnewnbrances, Dlabuvsementa amd Balaneey
Through fune 30, 19KHY

Fape

Col Ivt_‘}:T

Fumd Sourees

Total ol
At} Vondn

o & DD
{License Tagu)

ShE bomds
(00 Bonds)

1971-K0
PERASCECD

1978-79

IEBA/LECO PEBA/IECD

L.

Capltal OQutlay Fundus Available For 1979-80
A. From Capltal Outlay Funds Drought Forward
from Previous Years
1. Encunbered as of June 30, 197%
2. Unencumbeved as of June 30, 1979
B, From MNew Capltal Ontlay Fupnds for 1979-80
Total Capital Qutlay Funds Avallable Eor 197%-80

1977-78

Estimated Encumbrances for 1979-80

A. From Unencumbered Funds Brought Forward
from Previous Years

B. From New Capital Outlay Funds for 1979-80

Tatal Estimated Encumbrances for 1979-80

Estimated Dlsbursements for 1979-80

A. From Capltal Cutlay Funds Brought Forward
from Previous Years

B, From Mew Capital Outlay Funds for 1979-80

Total Estimated Disbursements for 1979-80

Estimated Capltal Outlay Funds Available June 30O, 1580
A. From Capital Outlay Funds Brought Forward
* from Previous Years

1. Encumbered as of June 30, 1980

2. Unencumbeted as of June 30, 1980
B. From New Capital Outlay Funds for I%79-80

1. Enecumbered as of June 30, 1980

2. Unencumbered as of June 30, 1980
Total Estimated Capital Outlay Funds Available
June 30, 1980

Q

ERIC

Aruitoxt provided by Eic:

04 (co-1)
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Pago
Seetlon Ay Anuad Plan
part A=lr Capttal Oatlay Fada
Encumbicances, hishiesementa and Balanees
Through June 10, O8O

Find Nources

1916-71% 1919-Th 1974-75 Federal Lueal ther
PERASIECD I'ERAPECO 1HENA Funds Funads Funls

L. Capltal Outlay Funds Avullalhle Eor 1970-850
A, From Capital Outlay Funds Brought Forward
{rom I'revious Years
1. Encumbered as of June 30, 1979
2z, Unencumbered as of June 30, 1979
B, From New Capital Dutlay Fuads Eor 1979-80
Total €apltal Outlay Funds Avallable for 1979-80

Estimated Encumbrances for 1979-80

A. From Unencumbered Funds Brought Forward
from Previous Years

B, From New Capital Outlay Funds Eor 1579-80

Total Estimated Encumbronces for 1979-80

Estimated Disbursements for 19%79-80

A. From Capltal Qutlay Funds Brought Forward
from Previous Years

B. From MNew Capital OQutlay Funds for 1979-80

fotal Estimated Disbursements for 1979-80

Estimated Capital Outlay Funds Available June 10, 1980
A. From Capltal Outlay Funds Brought Forward
from Previous Years
1. Encumbered as of June 30, 1580
2. Unencumbered as of June 30, 1980
B. From New Capital Outlay TFunds for 1979-80
1. Encumbered as of June 30, 1980
2. Unencumbered as of Juane 30, 1980
Total Estimated Capital Outlay Funds Avallable
June 30, 1980

OEFC 304 (Co-1)
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Aruitoxt provided by Eic:

Mape [11%
tov b A Amnual T'an T e
art A=t FEBASPEON Taoons
Fucwihtane es, Dislimraements and Bl aneea e i ey o i e
[hreagh Tunae W, 1980 Collvpe
.
[ PLBA/ECO [aans
H Total uf ke ol faswe; Date of Tasuweg Date of Tnaue;
r__“ T, AlL1 Loans
T. Cwital outlav Paads Avallable foe [979=R0
A. drem Capleal Outlav Fands Brought TForwaed
Irew Previons Years
1. I'ncuebeved an ol June MW, 1979 1
o nepumbered as of June 30, 1979 7
N, ltem New Caplital Dotlay Fonda for 1979-80 A
Patal Capital tuelay Funds Avallable fo- 1979-80 4
1T, §atimated Poeumbraoees for 1979-80
A, brom Unencumbered Fumds Rrought Farward
from I'revious Years 3
K. ¥Frem hew Capltal Qutlay Funds fer 1979-80
fotal Estimated Encumbtances for 1979-80 7
’ -
111, Fstinited Pisbursements for 1979-80
A. From Capital Outlay Funds Brought Forward
from Previous Years B
M. Fron New Capital Outlay Funds for 1979-80 b
Total Estimated Dishutsements for 1979-80 10
IV, Fatimated Capleal Qutlay Funds Avaflable June 30, 1380
Ao From Caplral Qutlay Funds Brought Forward
[rom Prevlious Yeats
l. Focu~bered as of June 30, 1980 11
2. Uoencumbered as of Juae 30, 1980 12
B. Fron Yew Capital Outlay Funds for 1979-B0
1. facurmbered as of Juoe 30, 1980 1]
1. Unencurbered as of June 30, 1%80 14
fotal Eatamated Capital Outlay Funds Available
June 103, 1983 15|

AR T PR A Y
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Seotfog A Aomal 11
T'art A-1: l'ﬂpltnf ()ut‘r;l\r I‘.mllnrl|;I‘un-’-{““l‘h]m‘t Lo by Trufeel
Flural Year [Mp9-H)

l‘.’llr_('

Collepe

{1} (M A (5) (6)

Collepe Entimated fncumbrance [Funds Avatlable Funds Regulreid Eatlmated Dnte

Preforence Project peseription for the Yﬁﬂf from Other Sources | frowm New PEBA/PECS] of Encumbrance
Number by I'ru}eet Thare

Siee

Plannkog

Congtruction

Equipment
Antlelpated Final Project Cost

fite

Planntng

“Construction

Equilpment

Antlcipated Final Project Cost

slte

Flanning

Construction

Egulpment
Anticipated Final Project Cost

OFEFC 304 {CN-1}
Fxp. 9/1/R0
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Sectlon b: Flve=Year Plan Page
fueg B-1: Caplinl tatlay  Fuenmbeanece Projection by Project
mpl Request tor Lepglalative Apjaroprtat fen
Flaenl Year LHS0-81 College

{1 (1 (h)y {5} (6)
Collope Futtmated Encumbrance Funda Avallable Funda Required Facimated Date

Preference Preject Beneripelon f°r,th° Yc"ﬁ from Other Scurces | Erom New PEBA/YECO| of Encumbrance
Number by Project l'hase

Site

laaning

GConatenctlon

Equipment

Antlcipated Final Project Cost

Site

I'iannlng

{onstruction

tquipment
Anticlpated Flaal Project Cost

EFT3

Tianning

Lonstrtuchion

LquLpment
Anticlpared Final Froject Cost

QFEFC 304 (r0-1)
- . L

ERI
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Seed lon By PhveaYoar 'lan Fape
Part K=t Capliel oo bay Fieonhoanee fralect ban by Proefect -
ann Regqoeat bor fegbadal Tve Appeop ful fon
Floval Yeor PWH1-HY

Col lepe

{1 () (%) (% (6)

ol lepn Farlmated Foruvobrance  [Funds Avptlable Funds Required Fatimated Dnte

Preference rofect Deseription f"f‘lh" V"di from Other Seuvrces | from New PEBA/PECO| of Encumbrance
Homlyp Ly Prajece Phnse

Site

I'Tanalng

GConatruet lon

Equlpment

Anticlpated Flnal Pro}ect Cont

Site

Flannlng

Constructlon

Equilpment
Antlicipated Final Project Cost

Slte

Flanning

construciion

Lqulpment
Antlelpated Final T'rotect Coat

AEFC 304 (C-1)
Fwu, 9f1/0n
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Secttag e Flvo=Year Yo Pape
farr =4 Copltal Pt lay Fpewehiranee Peojeci ion by vsaject
wid Berqueat Toe Veplalat (ve Apprapriation
Flacal Yoar 1982-07

Colloge

(1 - &) (%) (5) (6)

College Eatimted Fucombranee  [Fuaoda Avallable Funds Reagnired Estimated Date

refereuce Frofect Denertpt lon fnrlrhu.rﬂnﬁl from Dther Scurces | from Mew PEBA/PECO| of Eneumbrance
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REQUEST FOR APPROVAL OF ORDER OF PRIORITIES
FOR EXPENDITURE OF STATE CAPITAL OUTLAY FUNDS

(COMMUNITY/JUNIOR COLLECE)

State Board of Education 19
Tallahasaee, Florida ’

In accordance with the provisions of Article XII Section 9{d}, the School
Capital Outlay Amendment, and Section 9(a)(2), the Public Education Bond
Amendment of the Constitution of Florida, Chapter 235.435, Florida Statutes, and
and State Board of Education Administrative Rules based thereon relating to the
order of priority of capital outlay projects financed from funds derived under
the Amendments, approval of the State Board of Education is hereby requested for
the attached list of capital outlay projects.

The Board of Trustees of certifies that this list of
projects and the order of priority assigned are based on (a) a survey, or surveys,
made under rules of the Stare Board of Education dated: , 19 R
as amended, (b)State Law and the State Board of Education Rules relating to

priority of projects, and (¢} other pertinent information relating to capital
outlay peeds in this district.

As said funds are made available, th%e said Board purposes to carry out these
projects as nearly as practicable in the order given, subject to changes as
provi‘ed in State Law and Stace Board of Education Administrative Rules.

Projects are placed in the proper category acéording to the following:

I. Completed ~ when a Certificate of Final Inspection has been iassued a
project is placed in the completed category. This project will be
eligible for the expenditure of State funds during the fiscal year the
Certificate is issued and one additional fiscal year thereafter, after
which, it will not be listed unless there are outstanding encumbrances.
Completed projects are identified only by PPL number and date of
Certificate of Final Inspection.

Under Construction - when a contract or purchase order is executed for
a project, the project is placed in the under construction category and
remains there unctil the Certificate of Final Inspection is issued.

Planned - when projects are in the planning stage and State Board of
Education approval is being requested so that State Capital Cutlay Funds
may be expended on the projects, they are placed in the planned category.

Adopted by the Board of Trustees of

, 19

(Chaiyman,)

ATTEST:

(Pregident)

OEFC 217 (CO-4) @Wﬁ.ﬁm
EXP. 6/30/30 R T

Return five copies to: (Office of Educational Facilities Construction
Educational Facilities Surveys

8.31
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FLORIDA DEPARTMENT OF LDUCATION
Or¥¢ICE OF EDUCATIONAL FACILITIES CONSTRUCTION

Seate of Flosula
Depattoese wl §ducsnm I"MOJECT PIIOIMTY LIST Pitgio ol

Tallabasser, 1ol

Il.ulpll Dy Talmsgtune, Conmmssioner

Atlhininative actionfequal Colleye
upportusity employe

.19
- SEE INSTRUCTIONS ON BACK Submit live copies {use additional shoots as nocessavy),
in {2 {3} 4)
PROJECT | PRIORITY
PRIORITY | RATING ESTIMATED

LIST NO. LETTER DESCRIPTION OF PROJECT COST




INSTRUCTIONS

A.  Projects recommended in an educational facilities survey aro cligible to be placed on this PPL in order of priority as established by Flori-
da State Board of Education Administeative Rule GA-2 and Chapter 235.435 as they micet the following:

1. "A" priority projects are eligible (o be placed on tho PPL immediately.

2 "B priority projects are cligible to be placed on the PPL only after all A" priority pré']ects and "B’’ priotity projects that are iden-
tified as being funded as provided in 6A-2.206(2} or 6A-2.20613} have been listed. ‘

3.  "C" priority projects are eligible to be placed on the PPL only after all A’ and "B priority projects have been listed.

B.  Safety-to-life and health and sanitation projects as identified in 6A-2, Part 111, Section B and in the annual Comprahensive Safety Inspec
tion are to be aggregated as one project on the PPL, or at [cast one project annually.

C.  Projects for necessary madifications for the physically disabled in existing buildings recommendod for continued use in a survey report
as provided in Chapter 255.21 Florida Statutes are to be aggregated as one project on the PPL, ot at least ong project annually,

D.  Projects for additional or replacement equipment for existing buildings that jre identified as being funded as provided in 6A-2.206(3) are
1o be aggregated as one project on the PPL, or at least one project annually.

E.  Projects for replacement of roofs of existing buildings as provided in 6A-2.205{8} are 1o be aggregated as one project on the PPL with the
buildings identified.

F.  Categories of projects are to be listed in order of {1} completed, {2} under construction and {3} planned.

G. Columnar information:
*Columin 1: Project Priority List number as specified by callege
Column 2: Priority rating letter as identified in 6A-2.206
Column 3: Description of project as given in educational facilities survey report
Column 4: Estimated cost as calcutated by college

. DO NOT REUSE A PROJECT PRIORITY LIST NUMBER WITHIN A FIVE YEAR PERIOD.

Submit five copies to; Office of Educational Facilities Construction
Educational Facilities Surveys
Knott Building
Tallahassee, Florida 32301

3514




HPMONARIH RE ¢ Sits (napactions

FROH 1 Baatd of Triseenn, . e JmdoefCommuntey
College, . Flotbhila
0 t Fducatfunal Facitities Sucvay Hectlon, nffice

uf Fducational Factltties Conntluction, BepaCiment
nl FEdwentivn

Av T osecotdanee with Section 235,17, Pincids gtatutes sad State Noard

of Educativm Wiles, & propoved alta has heen satacted anil £0 Futthier
dencribad an followa:

L. Thin proposed sits {# tO be yead for

{ldentification)
ae vafarred tu [n Educatfonal Factlitles Survey Report, qptad
+ PARw o Bupplement daced

i 3 OR

I. This site 18 not recommended {0 the curvent survey, but sccording
to our long-range Plens: wm woyld like to use it for .,,’
(proPosed use of alte} 7
£
3. Thls stte coordinated with An
(plannlng aRency) {month and year)
4. Agreement peached with In
T lagancy) inonth and yeat}
to provide neceasary Lraffic conttol and safery devices CFequired
by law.
5. Agre ment rveachad with in
(agancy) {month and Year)
to provide fire and police ptotection.
6. Agresment rteached with in
{agency) {day and month)
for primary and aecondafy acceas roads to site.
7. Agreement pegpched with (&) in \
(4) in
(e) in
Tagency of on-asite} tday and month}
for the provision of {(a) elactricity, (b) water and () sevage
dispomal.
B, Agreement reached with in
(agency) {day and mantk)

to provide adequmte drainage.

9, {a) Estimatad Coet (above purchase price) to maka aite usable

(grading, piling, on-site water/sewerage, ete.) .
(b) Soil test {borings) {ndicate suitability for building:
Yas No .
10, Site Eree of right-of.ua¥ easements: Yes HWo  _ Tf no
explain P
11, Number of acres on aita i Uleimate student capacity .

1f site i3 under minimm tequirements of SpE Adain., Pule
6A2.79, attach walver Cequeat, as provided in SBE Reg.
HA2.39 (1) {h),

12. wame of clty, comtunity, of subdivision .

13. PropertY loecall¥ knoun a8 -

B. Description and locatfon with respett to pearest sttests or roads,
shown on attached sketch: (include dimenaions, nearest malor street
ar road, distances [rfom roads and stfeets shown. )

C. It i{s requested thar this site be inspected by 8 staff membey af
the Department of Education in order to establish eligibility for
expenditure of Scate Capital Outlay Funds at this site.

bare 19

Prestdent

Reguast Initiated by rha President who should complete
Sect{ons A, and 8 and C, and send three coples to the Zducacional
Facilities Survey Secrion. Office of Fducational Facilities Construction. .
Departzent of Education. g Yo
) 35
otFc 218 {€3-3) M
Exp:  €/30/20

Q B.34
ERIC

Aruitoxt provided by Eic:
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ERIC

PAFulToxt Provided by ERIC

(Thta page to be complotad by Department of Tducatton Faraonnel)
D. Report of stte Inapectlon by staff member(g):+

14, The followink aditltlenal cowmanta are made with raapect
to the (nformatlon given {u Hegtlon A:

15. A, Location features (Yee, no or type)

AdJoina rtght of way of ratlroad
AdJolns riRht of way through highway
Under flight pattern
Ad)acent to factory
Adjacent to property with inrerference

to the school ptogram by notae odor
Could be expanded

Urilicies gvallable: Water
Sewage Electricty Gas

B, Phyatcal features {(yes or no)

Well drained

Reasonably free of mud

Soil adapted to landscaping

Sotl adapted to phystcal education purpose
Shape of site adapted to achool putrposen
Adequate street acceas for bus ctraffic
Adequate atreet acceas for auto traffle_

16, Right-af-way restrictions:

17. Date of inspection
Inspected by

£, Actton by Offtce of Educational Factlitlea Conatruction **

Based on information furnished hereon and other survey recerds this
stte {18) (i3 not) approved as a sultable locatton for:

\proposed yse of site)
and ta approved for expenditure of State Capfital Cutlay Funds.

Stipulattons:
Ralph D. Turlingten By
Commisaloner of Educatfion Date -

*The Educational Facllitles Survey Section will arrange with a staff member
Eor making tihe inspectlon and will furnish him with cne copy af the
tnspection requeat. Section D is to be completed by the inspector and

the copy returned to the Educational Facilitles Survey Section,

#*The Educational Favilities Survey Section will complete th? report and
dfatribute:r One <OpY %o the requesting board, one copy to the Survey
Secticn file, and one copy to the Architectural Facllittea Planning
Section.

otF: 218 (C0-5)
EXP: £/30/80 Stats of Florids

]

L An Equal Opporturuty Employ




RESOLUTTION
THE B0ARD OF TRUSTEES OF JUNIOR/COMMUNITY COLLEGE
REQUESTING AN TFDUCATIONAL PLANT SURVEY

BE IT RESOLVED, THAT:

l. The State Department of Education fs requested to arrange for a survey

to determine the educational plant status and needs of this Junior/Communitcy
College at an early date.

2. The Board and President of the College agree to:
(a) Take every step practicable to assure full cooperation of faculty, staff,
and patrons in carrying on the survey
(b} 1. Pay the travel expenses of members of the survey staff from their
respective places of employment to the college, necessary vicinity
and return; such travel to be paid on the basis of standard state
mileage rates plus necessary toll charges, if any, or actual cost
of commercial carrtier
2. Pay living expenses of the survey staff memebers from the time of
their departure to the time of their return on the basis of standard
state per diem rates, In exceptional circumstances it may be
n=:essaty, by prior artangement, for the college to pay actual
living expenses of the survey staff in those instances where
seasonal costs are so high that standard per diem rates are not
adequate to reimburse actual liviag expenses
(c) Provide transportation for members of the survey staff for visiting sites,
campuses, and carrying on the necessary field work
(d) Provide accurate and coamplete demographic information data on students,
information on present buildings and sites, and other information needed
by the survey staff
(e) Provide necessary clerical aassistance for the survey staff

(f) Pay the gravel and per diem expenses for non-DOE personnel invelved
in subsequent supplementary surveys.

3. This request i3 nade by this Board with the understanding that the State

Department of Education will:

(a) In agreement with the Pregident of the College, set a date for the
field work of the survey as soon as practicable

(b) Arrange for a well-qualified survey staff to study the educational
plant problems and peeds of the college in cooperation with the
college officials and interested patrons of the college

(c) See that there is prepared and presented to the Board a written report
of the findings and the recommendations of the survey staff

(d) Cooperate with the Board and the President Jf the College in explaining,
interpreting, and implementing the survey report

(e} Pay the travel and per diem expenses. for DOE personel involved in
subgequent supplementary surveys,

Adopted this day of , 19 by the Board of Trustees

Junior/Community College.

ATTEST: Signed:

(Chairman of the Board)

(President of che College and Secretary of the Board) do LTINS

QEFC 093 (Co-6) B.36
EXP. 10/1/80




APPLICATION AND CERTIFICATION FOR ADVANCE FUNDING
FOR SPECIFIED PROJECTS FROM THE PUBLIC EDUCATION
CAPITAL OUTLAY AND DEBT SERVICE TRUST FUND BY THE

The secretary of the board, acting on behalf of .

, hereby requests advance funding from
the Pubiic Education Capital Outlay and Debt Service Trust Fund as
authorized by Section 235.221, Florida Statutes and Chapter 6A-2.44,
State Board of Education Rules, and the attached resolution approved

by the board of . This action requests an Advance

Funding Encumbrance Authorization from the trust fund, to be effective

on » Or as soon as possible thereafter, in

the total amount of , to fund projects identified

as follows:

PPL or Project Amount of
Identification Advance Funds

Number Proiect Name Requested by Project

The evidence and certifications required with the application by
Section 235.221, Florida Statutes and Chapter 6A-2.44, State Board of
Education Rules, are listed below, and have been completed as a part of
this application together with the resolution of this board authorizing
this request.

1. Evidence that the educational plant or fixed capital outlay need
has been authorized by law.

2. Evidence that existing cash will not provide the resources necessary
to finance the construction of the educational plant or the fixed
capital outlay need.

3. Evidence that the requested advance does not exceed seven (7} times
the current allocation as provided in Section 235.435, Florida
Statutes.

4. Evidence that the requested advance when added to the district's
current fixed capital outlay funds available will provide sufficient
funds with which to fund the above needs.

5. Evidence that Phase III plans and specifications have been submitted
to the Office of Educational Facilities Construction.

Attached is a schedule of the estimated encumbrance dates and amounts for

each phase of each project listed above, and a schedule of the estimated
cash disbursements.

Date: __ District:

384
By:

OEFC 092 (co-7) B.37
Expires 10/1/79




PAFulToxt Provided by ERIC

PROJECT EVIDENCE TO SUMPORT ADVANCE TUNDING - (Attaclment 1)

Nintrict
Ihiz Toan is fumished to supply evidence [or projects dor which advance funding is requested under provisions of Section 235,220, Flopida 7™
Statutes ud Chapter 0A-2.44, State Board of txlucation Rules,

rofect [dentilication ) Estdmated
L of Prajedt Total Cost of
Ly Nueber - Description on IPL ov Project 1.0, List ) ] | _Project _

Wy o

__Amount Mudpeted (By Buand Souree)

Ly

s

Y

OEFC 092 ((0-7)
Expires 10/1/79

Lstimated Total Cost ot Projects



6e°9

2(A}

2(8)

2(C)

2(D)

2{(E)

PROJECT EVIDENCE TO SUPPORT ADVANCE FUNDING - (Attachment I1) District

This form is furnished to supply evidence for projects for which advance funding is requested under provisions of

Section 235,221, fFlorida Statutes and Chapter 6A-2.41, State Board of Education Rules, listed as items ) and 5 of
the attached Application and Certification.

Estimated
Date Phase Amount of
Project Identification Date of Nate of IIT Plans Advance Estimated .
PPL or Project Survey PPL Approval Submitted Funding Total Cost
I. D. Number _ Description on PPL or Project I.D.List Recommendation by SBE . o OEFC Needed of Project
_ o $ $
* N § y
g $
. $ §
Total Amoun’ Requested $
rstimated Total Cost of Projects $
——
Lo
1
[
. QO
:325‘ )
] X o
i SR g
LI e
[ =N
[TH 4
o= AT ]




FINANCIAL EVIDENCE TO SUPPORT ADVANCE FUNDING-_ {Attachment 111)

This form is submitted fy

District_
. ! for the total amount of Advance Funding requested under provisions oF
Section 235.221, Florida Statutes and Chapter 6A-
responsc to item 2 on the attached Application and Certification.

2,44, State Board of Education Rules, in

e |Total all Capital
Qutlay Funds

3(A)  Available for Capital Outlayl. o T 7o o
Encumbrance end of preceding Fund Source(Identify)
quarter {form OEFC 351 or
form C0-3) R A SRRl IR

3(B) Additional Capital Qutlay

1

|

Funds authorized or recejved! !
to date in this quarter i |

3(C)  capital Qutlay Funds ‘

encumbered to date in this |

|

|

n

1

Quarter (identify by
project)

1A
I
i

3(D) Het Capital Outlay_available.
for encumbrance this date

3(E) Additional Capital Outlay
anticipated this Fiscal Year

projects (identify)

|
|
|
! ! i
3(F) Amount reserved for other ! ‘ ! : l
|
|

I' —~

1 I'.L:

- - - [ e W il ___:;:":f'i__ii_ by “'YCZ,Z;l'?:ZT I B — Eigg

i ! E o

3(G)  Net Amount available for E i : \ £E

. projects of this Advance \ .‘ : [ QE
Funding | | |

5 WU
3_ Jard
Y
we o f




District ___

FINANCIAL EVIDENCE TO SUPPORT ADVANCE FUNDING-(Attachment v}

This form is submitted for the total amount of Advance Funding Requested
under provisions of Section 235.221, Florida Statutes and Chapter 6A-2.34,
State Board of Education Rules, in response to items 3 and 4 on the attached
Application and Certification.

3. (A} Amount of request for Advance Funding
{equals attachment II, 1ine 2(E) ) $

(B) Amount of Current year allocation from
Public Education Bond Amendment (does
not include special appropriations)
$ __x seven (7) $

NOTE: Item (A) myst not exceed item (B)

4. (A) Amount requested for Advance Funding
attachment I, line 2(f) $

(B) WNet amount available 7or projects of
this Advance Funding (attachment III,

. Tine 3(6) ) $

{C} Total available for projects of this
Advance Funding {line 4(A) plus line
4(8) above) 3

(D} Estimated total cost of projects of this
Advance Funding (attachment II, 1line 2(F) )
must equal Tine 4{C) above) 3

304

L1

B.4)




RESOLUTION OF THE

WHEREAS, Section 233.42, Florida Statutes, autharizes and establishes
a trust fund known as the "Public Education Capital Outlay and Debt Service
Trust Fund,”

WHEREAS, Section 233.221, Florida Statutes and Chapter 6A-244, State
Board of Education Rules, authorizes the making of monetary advances to
boards, including the Board of Regents, for financing authorized capital
outlay projects from the trust fund and,

WHEREAS, this board has determincd that there is a need for the capital
outlay projects identified as:

PPL or Project

Identification Total
Number Project Name Cost
and,

WHEREAS, at the present Lime this board does not have sufficient monies
to finance the cost of the eduzational facility or facilities described above;

NOW, THEREFORE, be it resolved that the board hereby makes application to
the State Board of Education through the Department of Education for an advance
as provided in Section 235.221, Florida Statuies and Chapter 6A-2.44, State
Board of Education Rules, and that said application shail contain all of the
requirements as specified by rule and law. A copy of said application with
the raquired evidence, certifications and listings are attached hereto and
made a part of this Resolution as if fully recited herein.

Be it further resolved that monies received from the advancement will
be expended only on the project{s) for which advance funds have been approved.
Monies from the advancement will not be requested to cover monthly capital
outlay disbursements until all current funds available which have been pledged
to the projects(s) have been expended. Any funds found unneeded will not be
used and it is agreed that the State Board of Education will reduce the amount
previously approved for encumbrance.

Be it further resolved that this board shall repay the amount of said
advance plus accrued interest, if any, to the trust fund from capital outlay
funds that are allocated to the agency from the trust fund, and the Department
of Education is authorized to make said deductions for the purpose of collecting
said advances. This board hereby waives eighty percent (80%) of future annual
allocations until the total amount of the advancement is repaid.

IN WITNESS WHEREOF, the parties hereto, by the undersigned, authorized

to bind said parties, set their hands on this day of , 18
r‘\ (:
WITHESSES (N
By:
Title:
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COMPREHENSIVE SAFETY INSPECTION
. STATE BOARD OF EDUCATION , TEENOOUDISIHICT/COMMUNII Y COTLE G
SHELT et —o e e ol htaels | r ADMINISTRATIVE RULE GA-2 PART I SECTION B
T THREHOOUN ACILIFYCAMPLS

b el
. FISCAL YEAR

Balphe 1F Do lugglam C et

— LN IO BTN Tiner
HNSPECTION OATE 1979/1980 TS IR CE NUMBERT

PLEASE PHINT LEGIRLY ON USE TYPLWRITER s em—— AODRESS

INSPECTOHR

ST IMATED

1tule GO 2 CA
LOCATION cosr DUFICIENGY DESCHIPTION

sua " | woom
PAR e NO. TYFE C ONLY

QEFC 207 Exp.6-30-B0 CC CO S Exp. 6-30-80
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INSTRUCTIONS FOR THE COMPLETION OF THE

COMPREMENSIVE SAFETY INSPECTION REPORT

INSPECTION DATE

INSPLCTOR

FISCAL YEAR

SCHOOL DISTRICT/COMM. COL.

SCNOOL/FACILITY/CAMPUS

F.LLSOHL/F.T.C.E.NUMBERS

ADDRESS

6A-2 RULE NUMBER

6A-2 RULE SUB. PAR.

The months day. and year the inspection was
complieted.

The name of the certified inspector making
the inspection.

The fiscal year in which the inspection is made.

The name of the local school district or
community college.

The name and address of the individual school,
facility, or campus being inspected.

School Districts use their F.I.S5.H. number.
Community Colleges use 990, plus their
F.I.C.E. number.

School, facility, or campus address.

Enter the rule number of Chapter 6A-2.

Example - Rule 6A-2.77 Electrical - put

only 77 in this column, as 6A-2. is always the
same regardless of the specific rule referred to.

Enter the subparagraph of the specific rule .
referred to.

Example - Rule 6A-2.78 sub. par. la - put only

T1a in this column.

(If no subparagraph number is required to

describe the deficiency, Jeave space blank.)

Enter the appropriate type of deficiency -
M, 0, C. as defined below:

M - Maintenance of Plant. Consists of those
activities that are concerned with keeping
the grounds, buildings, and equipment at
their original condition of completeness
or efficiency through repairs,

0 - Operation of Plant. Consists of the house-
keeping activities concerned with keeping the
physical plant open and ready for use. It
includes cleaning, disinfecting, heating,
lighting, communications, power, moving
furniture, handling stores, caring for
grounds, and other such housekeeping
activities as are repeated somewhat regularly
on a daily, weekly, monthly, or seasonal basis. .

Operation of plant does not encompass the repairs
and replacements of facilities and equipment.

30
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LOCATION BLDG. KO,

LOCATION ROOM NO.

ESTIMATED COST
(TYPE C ONLY)

C = Capltal Vutlay. Expendltures (or the
acquinleion of [lxed agsets or additlong
Lo Fi{xed avacts. They are expendlturcs
Ffor land or cxlsting buildings} Lmprove=-
mentd of grounds) construction of bulldlugs)
addleions to bulldings; Inltlal equipment:
and additional equipment.

- Enter che building number Lo which the deflelency
ls found.
*See notes 1, 2, 3, and 4,

- Enter the room number Lln whlch the deflelency ls
found.
*See notes L, 2, 3, and 4.

- Enter the egstimated cost to the nearest dollar
of removing the deficiency of a capitol outlay
naturce only (Type C). Do not e¢nter cost
cstimates on Maintenance and Operations items.

DEFICIENCY DESCRIPTION - Use this column for information required that

*NOTE 1

*NOTE 2

*NOTE 3

*Note &

will describe the deficiency.

When the same deficiency is found in several locations throughout
a building, put in the building number and 0000 in the room
number c¢olumn. This will indicate that the same deficicncy was
found throughout the building.

When the same deficiency is found in several buildings throughout
the school, facility, or campus, put 00 in the building number
column and 0000 in the room number column. This will indicate
the deficiency is found in numerous buildings.

When a deficiency is found on the site, put 00 in the building
nunber column and put the applicable code listed below in the
Room Number column.

Playground or Athletic Field - 9699

Driveway or Parking Area - 9698

Landscaped Area or sidewalk - 9599

when a deficiency is found on the outside of the building code
in the building number and put the applicable code listed below
in the Room Number column.

Roof - 8089

Walk - 8088

Covered Walkway - 8087

BOAS




titare vl Fnnia FLOAUDA DEFANTMENT OF EDUCATION Aguncy Numbar
fhnarimgny of Fuu g OFFICE OF THL COMPTHOLLEN A Name:
Vattatinsge, lurals EXPENDI FIMLS OF STATE B LOCAL FUNDS tmncy Mamme:
Hatiah 17 Fui gy, Cuosmanianmes FOH VOCATIONAL EDUCATION
At gl upgar lunity ¢y Encat Year Euding June 30, 1079

Astutn 1o 1he Olficg of the Comptrallee, Moo 124 Knutt Hullding, Tallalpasee, Florida 32301 not kater thap Auyun 31, 19,

Datn Neport Filwi

Y
Prograiny/ Function o/ Activities HANGIC APPED DIADVANTAGED | phlTEL ERCLIY AT SELONUARY RE L rOTAL
SECTION 120 - TOTAL

1+ Vocational Ed, Progrann

2 - Work Study ' ) . .

3. Cooperative

4. Energy

5 - Comtruction

§ . Placement Servican

7+ induatrial Aryg

8 - Supporl Sarv, lor Women

9. Day Care Services

10 - Displaced Homemakery

11 - Contracted Instruction

12 . Admuinntraton

SECTION 130 . TOTAL

1+ Revearch

2. Exemplary

« Cusriculum Development|' - -

« Guidanca & Counteling

3
4
S - Peaservice & Inservice . _
6. Sen Bias - T . - . ..
7

« Administrative

SECTION 140 - TOTAL

SECTION 180 - TOTAL

1+ Instruction . b - R FSEae

2+ Anciltary

GRAND TOTAL

CEATIFICATION:

I heraby cestity that this report atcurately reflects alt expenditures of state and local funds lor Vacationst Educanon during FY 19_-__.

Fiscal Offrcer . Oistrict Superintendent/

1 Vacational Director/Dea
Presidant/Agency Head rector "

FA 397 {instructions on Raverse Side)

g E,‘ n
ERIC o
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PAFulToxt Provided by ERIC

1979 ANNUAL VOCATIONAL CDUCATION FINANCIAL STATUS AEPQRT

The purposa of this lorm is 10 collect Wata on state vl local Tunds exbended for vucational educstion by ach local pduca-
tiongl ayency.

Thae information reparted herdin will fullidl the retuirements of Section 1610 and Section 108 of the ILL. 94482 ax well
as Section 437 of GEPA i P.L. 93-380.

Suchioh 120

Lineg 1-

Line 2 -

Linc 3 -

Line 4 .
Line 5 -
Line G -

Line 7 -

Line 8-

Enter total instructional expenditurns of state and locad funds Tor all codted proarams of voacational education
as identified in Flonda Vacational Education Infnrmation System Instructional Manual, pagiss 14-35.

Enter total expenditures of staln and local funds for vocational work stutly programs, Amount must not be
less than average animwal expenditire for worle stud I)rOH!’illTli of a sitmilar character during the three preceding
fiscal years, See P.L. 94.482: Section 121; Paragraph (a} (5},

Enter total expenditures of state and locat funds for cooperative vocational aducation progrinms - P.L. 94-482,
Section 122, Include ancillary services as definted in Sectinn 122, Paragraph D.

Enter total expenditures of state and local funds for energy education,
Enter total expenditures of state and local funds for construction for vocational education schnol facilities.

Enter total expenditures of state and Jocal funds for placement services for students who have successfully
complated vocational education programs,

Enter total expenditures of state and local funds for industrial arts programs that assist in meeting the
purposes of P.L, 94.482.

Enter total expenditures of state and local funds for suw_mlt services far women who enter programs de.
signed to prepare individuals for emplorment in jobs which have been traditionally hiruted to men, inclu-
ding counseling, as to the nature of such programs and the difficulties which may be encountered by
women in such programs, and job development and job follow-up services,

Line 9 - Enter total expenditures of state and local funds for day care services for children of students in secondary
and post-secondary vncational education Programs.

Line 10 - Enter total expenditures of state and local funds in vocalional education fnr:

a persons who had haen homemakers but who must seek amploymant hecause of dissolution of marriage

b} persons who are singlz heads of housaholds and who lack adequate job skills )

c) persons who are currently homemalers and part-time workers but who wish to secure a full-tima job

{d) women who are now in jobs which hava not been traditionally considered joh areas for females, and
men who are now in jobs for males who wish to seek employment in job areas which have not been
traditionally considered job areas for males,

Line 11 - Enter total expenditures of state and local funds for instructional services provided under conrract with

private vocational training institutions,

Line 12 - Enter total expenditures of state and local funds for salaries, travel, equipment. supplies. communications,

utilities. and other related expenditures for administration, supervision, and evaluaton attributable to voca-
tional education under subpart 2 of P.L. 94-482,
Section 130
Line 1- snteééotal expenditures of state and local funds for research programs as described in Section 131 of P.L.
4-482.

Line 2 - Enter total expenditures of state and local funds for exemplary and innovative programs as described in
Section 132 of P.L. 94-482.

Line 3 - Enter total axpenditures of state and local funds for curriculum development programs as descrnibed in
Section 133 of P.L. 94-482.

Line 4 - Enter total expenditures of state and local tunds for guidance and counseling services, programs, and
activities as described in Section 134 of P.L. 94-482,

Line 5 - Enter totai exfenditures of state and local funds for preservice and inservice tfaining s described in Section
135 of P.L. 94.482.

Line @ - Enter total expenditures of state and 1ocal funds for overcoming sex stereotyping : nd bias in vocational
education,

Line 7 - Enrer total expenditures of state and local funds for satanes, travel, equipment, supplies, communications,
utilities, and other related expenditures for administration, supervision, and ¢valuation aririoutable to
vacational education under subpart 3 of P.L. 94-482,

Section 140

Enter total expenditures of state and local expenditures for special programs for the disadvantaged as described in
this section of P.L, 94-482,

Section 150

Line 1-

Line 2 -

Enter total expendituies of state and local e::!::enditures for instruction in consumer and homemaking
education as described 0 subpart 5 of P.L. 94.482,

Enter total expenditures of state and local expenditures for ancillary services, activities, and other means
of assuring quality in all homemaking education programs such as teacher tramming and supervision, curric.
ulum development, research, program evaluation, special demonstration and experimental programs, devel.
Fp?en;‘o! instructional materials, exemplary projects, provision of equipment and administration and
eadership.

B.47 39




Form FA-l3 11 Original Porocast
DOE Comptroller

Rovised 2/77 Amended Forecast ‘

L e ]

FEDERAL CASH ADVANCE FORECAST

AGENCY NAME

AGENCY CODE

FOR THE QUARTER BEGINNING

Outstanding Federal Project Allocation
Balances as of Beginning of Quarter

Bstimated Cash Needs for Quarter

Less; Estimated Cash Balance at
Beginning of this Quarter

Additional Cash Needed for Quarter

Amount Needed for: lst Month*

2nd Month*

3rd Month*

TOTAL NEEDED THIS QUARTER

*If your cash needs for any month should

vary from the amcunt vcu estimated above,

submit an amended FA-13 to cover the

revised need no later than the 1l5th of Finance Qfficer
the month for which you want the amend-
ment to be effective. Any amendment
received after the 15th of the month
will result in the requested amendment
being reflected in the next month's cash
advance draw.

DUE DATE: This form is due on or before the 1lZth of the month Preceding
the quarter that this forecast covers. Any forecast received
after the 15th will resul: in a delay in drawing your warrant
for the first menth of the apoplicable gquarter.

SUBMIT TO: Mr. Ted J. Meredith
Comptroller State of Filorida
Department of Educzticon Department of Educa:ilon
Knott Building Tallanassee, Florida

Tal lahassee . FL 32304 Ratoh D, Turlingli}ﬂ. COmmissiOner
An squal appertvrity emoiovar




NOTE :

*IS ¢
as a

INSTRUCTIONS FOR COMI'LETING PFPA~l3

Outstanding Federal Project Allocation Balances (Accounts

) Receivable
From DOE) a$ of Beginning of Quarter.

Enter the total of all Federal Project Allocation Balances
as of the latest date available.

Estimated Cash Needs £or Quarter.
Enter your estimace-l cash needs for the next three months.
Estimated Cash Balance as of the Beginning of this Quarter.
Compute as Follcws:

Cash Advance Balance as of the 15th of the
month preceding the start of the new quarter $

LESS:

Cash Due to Other Funds $
Invoices to be Paid within 1S5 days S
Payrolls to be Paid within 15 Qays 3

ADJUSTED CASH ADVANCE BALANCE ;
(Enter This amount as Item 3) S

Additional Cash Nea2ded for Quarter
{Item 2 less Item 3)

Indicate how you nead to receive +the amount arrived at in Item 4 akove.

The three monthly disbursements must total to the amount zhewn in Itcem
4.

Timely FA-l reports will eliminate delays in vour receiving these
amounts on or befcre the 10th of each month. PReascnableness of
amounts in relation to project allocatien balances will avoid
guestions that might cause delays.

evised cash need is becauss of new projec%s, include thesae projects
part of the total in Item 1l on an amended ferecast.




histeict/ Adency Name

Program Name

TermiInatuin ate

Effactive Approvat Dale

FLOIIDA DEPARTMENT OF EDUCATION

SPLCIAL PHOGHAM FUNDLS

BUDGET ALCAMTULATION AND/OH PHOJLC)
EXPENDITUNE REFORT - FA

District/Agency Number

I'rogram Number

Praject Number
H
; 5 i Total Project Dollars
Hhatrii tiinns on pevenre) ——
th (2 (3 (ay (5 {6) 7
Accountin] Account of Namea ol Account Budyat Amunt Toti Cxpatdad 1o Crata Unawpandnd Batance ' | Cuttent Expenditure
Func. Na. | Obisct No. As ol f Raporsed

[m]
[5;]
_
b
a,»%.«%:;: .E:"":g,??_‘:g;’;:: O Sy 18} Calumn TOTALS (Complete on last page only}
PO I S R
TERZAE Wi T,
| Do R TN (9) REIMBURSEMENT PERCENT o % % %
S T fzo'.'ff‘.'.%'ah'.“o
ol et '1‘13—_:—
N S R s
Rl e (101 TOTAL FEDERAL FUNDS
[ERT) CERTIFICAT[ON: jeomplere on Tast page only }
! heraby cartify that | hava reviewed this repary and that tha vems shown betain are Propeby classdied sccording to this Disto€V s/ A gency’s curtent charel of accapnts. thas 3l the expendviures included 1n
1hus rapurt were obligated for subseQuent 10 Praject apProval date and prior 10 1he 1ermunation data, that o) exfeniditures have begn made in accordince wih al:plicalie lews and reguiations and were 1n-
tluded an 1he approvai indicated above. that no proor tepGrl has baen mate far any item reported 2 Burrent expend iiies and that alt inventory sy mctuded harein have been propery entered on thein
verdary recordy & required by the Flarrda Statytes | funher certity that none of the expenditures reported herem will be use for matching furds vn this or a0y viher spedidl progeet, and that All records
rec e414ry 10 tubstantiate thes revart are on e dnd available far review 35 neCestary by S1ate and Federal Monitornng Staff.
Audited by:
Fa 199 DOE
Report Number Certified Correct Crate / / USE | gate: ! /
Page ol __ Finaare Officer ar Authansed Representative
; 1
. 1 i

ERI

Aruitoxt provided by Eic:




INSTRUCTIONS FOR COMPLETING FORM

General Information. Complets as indicated.

Columns {1} - (4}  Uselatest approved copy of Project Budget as amended to complete.
Column {5} Complete by using total Project expenditures as of the date reported above.
Column (6} Completa by subtracting column (5} from column (3}.

Column (7} Complete by reporting all current expenditures. Enter the difference betwaen the amount shown in column (5)
on previous report and column {S) of this report.
ltems (8} - (10} Complete on Jast page only as indicated. The Totals column must represent the complete status of the project.

ltem {4) Hava Certification signed by finance-officer or authorized representative on last pags only.

Submit two (2) copies by the 20th of each month follawing the manth of dishursement to: Comptraller’s Office, Florida Department of Education,
Knott Building, Tallahassee, Florida 32301.

State of Florida
Department of Education
B Tatlahasses, Florida
j Ralph D. Turlington, Commissioner
An squsl opportunity smployer




F 400 FLORIDA DEPARTMENT OF EDUCATION
| Monthly Report of Financial Transactionts

CETA Funds
i Tutal Appre.ed Projects Date of Report Preparation

1. Prorect Numier 2. District/ Agency

3. Awency Address 4. City ur Town 5. County

6. Agency Number 7. State 8. Zip Code 4, Telephone No.

10. Proicct Approval Date 1§, Reporting Pe-iod 12. Terawnation Date of Project

1. SUMMARY OF FINANCIAL ACTIVITIES

Contract {A} Budget {B) Total Expenditure} (C) Expenditure (D} Current (E) Budget
«Cost Category To Date This Report Obligation Balance

1. Adminsstrative
Cost

2. Trainung Cost

3. Services to
Chents

4. TOTAL
COS5TS

CERTIFICATION STATEMENT

| hereby certify that | have reviewed the financial data above and that the items shown thersin are properly classified according to
this District's/Agency's current program budget.

Ce-tified Correct Date

Name Typed

Title

INSTRUCTIONS
It1. Summary of Financial Activities:

A Budget Column:
Thus column must agree » in your DVE 429, which is your budget. At no time can you adiust between the
cost catagaries without prior approval from the \ocational Division, State Department of Education,

B. Total Expendityres to Date Column:
Add totals from this columa in prior report and calumn {C), “ExPenditures this Report” column of this
repoft.

C. Expenditures this Report Column:
Enter actual cash disbursements for each cost catagory for the currer.d reporting period.

D. Current Obligation Column:
Enter total of encumbered obligations at the end of reporting month.
Co not include salaries of fringe benefits.

E. Budget Batance Column:
Subtract colum}x {8), “Tatat Expendityres to Date” and column (D) ““Current Obligations™, from column (A
“Budget”. (.

THIS REPORT 15 DUE EACH MONTH AND NOT LATER THAN THE FIFTEENTH {15th] OF THE MONTH FOLLOWING
THE MONTH BEING REPORTED.

S of Floruds

. . . Departrm Educrnon
Submit a!l compPleted FA-400Forms in Duplicate to: Depariment of Education v ~ Tartahawere, Florras

o
FA-400 Comptroiler 4 M"' i:::fm‘r.n;lcmrmc:mm
Tallahassee, Florida 32301 ) COpOrtUNITY employer

B.52
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Aruitoxt provided by Eic:

FLORIDA DEPARRTMENT DF EDUCATIDN
Adult and Community Education Section

ADULT EDUCATION ANNUAL REPORT
INTRODUCTION

Thoe principal purpose of this report is to allow the State of Florida 1o use the information lound In the
enclosed tablas for planning purposes. The report servos as 3 standardized data collection format for use
by all district school boards, and as a feeder for the Adult Education Annual Performance Report to
the U.5. Offica of Fducation. The collected information is used to publish reports and to respond to in-
quities, and is used as a program toot by the Deépartment of Fducation to assess adult educatlon pro-
grams in Florida. Such information provides a basis for changes in State policies, rediraction of resources,
and provision of varigus forms of assistance to district school boards.

Table 1 is concarned with the age, sex, and ethnic characteristics of the pepulation served by adult educa-
tion pragrams in Florida.

Table 2 deals with instructional levels, program complstions. the number of participants who separated
from the programs, and their reasens for separating.

Table 3 pertains to the number of participants by location of classes, and with the number of day and
evening classes in the program.

Table 4 requests information on the impact of the adult education program on program participants.

Table Sis related to staffing patterns of paid Jocal personnel and the number of personnel in the adult edu-
cation program staff who are participating in inservice programs.

Table & pertains to the distribution of grant expenditures to supplemant basic and secondary programs for
institutionalized and noninstitutionalized adult students.

The alignment of data in the tables permits the State Administrator 10 look at the overall performance of
individual programs in comparison to the State program. For this report to be of maximum value, it is
essential that the information provided be accurate,

This report is due to the Administrater, Adult and Community Education Section, Department of Educa-
tion, Tallahassee, Florida 32301, not later than August 15, 13 . Dne signed original and two cop.es
are required. Further payments or other benefits under the Adult Education Act may be withheld unless

this report is completed and filed in a timely manner. Assistance in preparing this report is available from
the Adult and Community Education Section.

ESE 333

105
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PAFullToxt Provided by ERIC

ADULT EDUCATION ANNUAL REPORT Page 2

GENERAL

At the top of page 3, enter the nams of the reporting agency, the reporting date, the slgnature of the adutt
education director, and the director’s specific title.

PART | — STATISTICAL
Tabla 1 Instructions

TABLE 1, Report the population that is being served by adult education classes conducted by the agency
with Federal, State and/or focaf funds under Public Law %1-230, as amended. It should include partici-
pants from other Federal programs, such as CETA and WIN, for whom any direct services are being pro-
vided at clearly additional cost to the program {e.g. when an influx of 40 WIN participants would neces-
sitate operating 2 or 3 extra classes). Every participant who completed 12 or more hours of instruction
during the fiscal year should be included in this tabla.

A participant’s age is to be reported as age at time of first class attended during the fiscal year.

The total number of adult education participants reported in Table 1, Line 4, of Total Column {1} should
agree with the total figure shown on Table 2, Part A, Line 4, Column (b).

The racial/athnic¢ dasignationsdo not denote scientific definition or anthropological origins. For the puy.
pose of this report, an enrollee may be included in the group to which he or she appears to belong, iden-
tifies with, or is regarded in the community as belonging. However, no person should be counted in piore
than one racial/ethnic group. The manner of collecting the racial/ethnic information is tett to the discre.
tion of the agency, provided that the system which is established results in reasonable accurate data, De-
finition of racialfethnic catagaries are as follows:

a. White, Non-Hispanic: A person having origins in any of the original peoples of Europe, Narth Afri.
c3, or the Middle East.

b. Black, Non-Hispanic: A person having origins in any of the Black racial groups of Africa.

c. Hispanic: A person of Mexican, puerto Rican, Cuban, Central or South American, or other Spanish
culture or origin, regardless of race.

d. Asian or Pacific Islander: A person having origins n any of the original people of the Far East,
Southeast Asia, the Pacific Islands, or the Indian Subcontinent. This area includes, for example,
China, Sapan, India, Korea. the Philippine islands, and Samoa.

e. American Indian or Ataskan Native: A person haviné origins in any of the original peoples of North

America and who maintains cultural identification through tribal affiliation or community recog.
nition.
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Page 3

ADULT EDUCATION ANNUAL REPORT
Fiscal Year 19

‘N-_

Name of District/Agency Date of Report

Signature of L.ocal Adult Education Director Title

S

PART I —STATISTICAL

Table 1. MNumber of Adult Participants by Race, Ethnic Group, Age, and Sex
White Black Asian/Pacific American Indian/
. Ade Non-Hispanic Non«Hispanic Hispanic Isfander Alaskan Native TOTAL
Male | Female Male Female | Male Female] Male Femaie Male Female
{a) (b) {c) (d) ] (fn {9) {h} {i) {i) (k} ()
1.16-44
2.45-64
3.65+
4. Total

I B.55
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RIC

ADULT EDUCATION ANNUAL REPORT Page 4

Table 2 Instructions

TABLE 2. Combines important data on starting levels, completions, and separations. As with Table I,
only particibpants who attended 12 or more hours of instruction during the liscal year should be reported.

PART A:

Line 1, Elementary, is eduivalent to Basic Education as defined by the Department of Education whethar
using grade level measures {1-8), APL measures, or Competency-based criteria.

Line 2 is Secondary Education as defined by the State agency whether using grade level measures {9-12),
APL measures, or Competency.based criteria.

Line 3, Ungraded, includes instructional levels in which the general nature gnd difticuity of instruction is
not organized on the basis ol grade and which has no grade designation or grade-level standards. This line
may be used to report participants receiving instruction designed for persuns of limited English-speaking
ability, students in 1earning labs, and students in homebased instructional settings.

Line 4, Report the sums of Lines 1 through 3,

Columns [b], (). and (d). A participant's instructional level is to be reported as the level at the beginning
of the fiscal year or upon initial entrance into the program during the fiscal year. Count each student one
time only.

Completions. Report in Column (¢}, Mumber Completed Each Level, the number of students who com:-
pleted the elementary level (Grades t-8), the secondary level (Grades 9-12), or the ungraded fevel during
the fiscal year. Students who left the program during the fiscal year because they completed Level 1 or
Level 2 should not be counted as separations, but as completions. Count completions one time only.
Students who completed both the tlementary level and the secondary level during the fiscal year should
be reported as completing the secondary level.

Column (d), Number Separated From Each Level. Report the number of students who separated from
the program before the conpietion of the elementary level, the secondary level, or the ungraded level for
one or more of the reasons identified in Table 2, Part B.

PART B:

Give the number of separations for Line 4, Column (d). Part A., by the type of reason for separating from
the program. Count separations one time only. For example, a female who separated because she has a
baby:-sitting problem may be said to have a family problem. However, it is more accurate and usefui to re-
port her scparation once under *'child care problems.' Reasons for separations have been delineated to
show ''positive’ type reasons indicating certain prograin accomplishments, as well as problem-related rea-
sons which may be amendable to State and/or Federal influeace. For example, if health problems show
up significantly in a given area as a reason for separations, tire State Administrator might encourage curri-
culum emphasis on personal health care. hygiene, and nutrition.

The total figure reported in Line 4, Column (b) shoul agree exactly with the total reported in Table 1, Line
4, of Total Column (1).

The total figure reported in Column (d) should agree exactly with the total reported io Table 2, Part B,
Line 13.
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MAOULT COUCATION ANNUAL REPORT
Fiscal Yaar 19

Nama of District{Aqgency

Tabte 2. Participant Progress and Separation Data by Instructional Level

part A. Number

of Participants

Instructional Level Mumber Enrolled at Each Level [Number Completed Each Level] Number Separated From
Each Level
{a) {b) {c) (d)
1. Elementary {Grades 1-83)
2. Secondary {Grades 9-12)
3. Ungraded
4. TOTAL
Part B. Reasons for Separation
(Give the number of separations for Line 4, Column (d), Part A.)
1. To take a job. {Unemployed when 8. Because of child care problems.
entered prodram.)
2. To take a better job. {Employed when 9. Because of family problems.
entered program.}
3. To enter another training program. 10. Because I time ~lass/progiam is
schedulkec,
4. Has met Personal objective. 11. For other known reasons.
5. For lack of interest. 12. For unknown reasons.
G. Recause of health problems.
eeause ronlem 13. TOTAL
7. Because pf transhortation Problems.

4“{}
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ADULT COUCATION ANNUAL REPORT Page G

Table 3 Instruclions

TABLE 3. Shows whaere participants allended tlassas, the number of fulltime programs, and the number
of day and evening classes by lype of classroom localion. As wilh Table 1, the agency should repoil on
every parlicipant who completed 12 or more hours of inslruction durlng the fiscal year.

*5School Buildings" can be gither public or private. For purposes ol this report, junior high school build-
ings should be classified as secondary.

“Learning Centers,' for purposes of the adult education program and this report, are adult instructional
sellings featuring (1) exlensive yse of programmed instruction, (2] flexible participant scheduling and at-
tendance, {3) being open for extended periods of lime and on & daily basis, e.g., 9:00 3.m. to 5:00 p.m.
In cases where learning canters are found in any of the other types of locations listed, participants should
be counted as attending learning centers, not the olher types.

“Correctional Institutions' can be Federal, Slate, or local, and include youth offenders 16 years of age
or older as well as adults. Inmales are the only ones to be included in this category.

“Hospitals" can be Federal, State, or local; mental institutions are included. Hospital inpatients and out-
patients are the only ones to be included in this category.

“Workssiles'’ can be public or private, as long as they are operating places of emptoy ment for the particie
panls. If hospital or correctional inslitution employees are trained 2t their respective job locations. they
would be counted under the "‘workssite' category.

“Sialeflocal Institutions for the Handicappad’ can be public or private and include day OF residential
schools that serve the physically or mentally handicapped aduits 16 years of age or oider.

“Home or homebased' instruclion, provided by a teacher or paraprofessional. usually at the home of
the student(s).

“Otherlocalions" would include those that do not fit into one of the sbove categories. Church and store-
front locations are Among those that woutd generally fall into this category.

For purposes of lhis report, daytime classes are lhose ending before 5:00 p.m., and evening classes are
those beginning after 5:00 p.m.

414
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ADULT EDUCATION ANNUAL REPORT

Fiscal Year |9

Name of District/Agency

Paqe 7

Table 3. Number of Participants and Number of Daytime and Evening Classes by Type of Location

Location of Classes

{a)

Mumber of Participants

Number of Daytime
Classes

{c}

Number of Evening

Classes

{d)

Numbaer of Sites Operat.
ing Fulltime Programs
{25 hours or more)
[Undupli{ca}ted Count}

e

. School Building

{b)

e . e

-\/‘.‘ [N
3

a. Elementary

b. Secondary

¢. Community Coll.

. Learning Center

Correctional Insti.

Hospital

Work Site

, Other Locations

a. 4 Year Colleges

b. Home/Homebased

c. StatefLocal insti.
for Handicapped

d. Other

7. TOTAL
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ADULT EDUCATION ANNUAL REPORT Page B

Table 4 instructions

TABLE 4. Requires data on impact of the aduit education program on the service area. There are
eighteen questions which deal with the size of the Community, the enrcliment in basic and secondary
adult education programs, geaduation from adutt education programs, important real-life activities of
adutt education program participants, and services provided for special target groups.

Provide a duplicated count in this tabla of program participants; that is, an individual participant may be

counted in more than one item. PLEASE NOTE that if information for any question is not available,
indicate N/A in the block provided.

B.60




AQULT EDUCATION ANNUAL REPORT
Fiscal Year 19

Name of District/Agency

SPECIAL INSTRUCTION: If information for any question is not available, tndicate N/A in the bock Provided,

Tzble 4. Adult Education Program Impact Data

Persons who:

No. of Persons

Are enrolled in an urban Adult Basic or Secondary Education Program {Cammunity population
over 100,000)

2.

Are enrolled in a rural Aduit Basic or Secondary Education Program {Communlty popuistion un-
der 2,500)

Are on waiting lists to enter program.

Caompleted Adult Basic Education Program through zighih grade level.

Enrolled in Adult Secondary Education Program after completing Adult Basic Education Pro-
gramy,

Graduated from Adult Secondary Education Program after starting in Adult Basic Education
Program.

Obtained jobs as a result of experience gained in the Adult Education Program.

Changedto or were upgraded to a better job as a result of experience in the Adult Education
Program.

Registered to vote for the first time.

Received LS. Citizenship.

Received first driver's ficense.

Received training in completing income tax forms.

Are enrolled in Adult Basic Education Programs for institutionalized persons.

14,

Separated from Aduit Basic Education Programs for institutionalized persons.

15.

Are enroiied in Aduit Secondary Education Programs for instilulionalized‘ persons.

16.

Separated fram Adult Secondary Education Programs for institutionalized persons.

17.

Are gnrolled in programs far persons of limited English-speaking ability.

8.

Separated from programs for persons of limited English-speaking ability.

Aruitoxt provided by Eic:

N
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PAFulToxt Provided by ERIC

AQULT EOQUCATION ANNUAL REPORT

Table 5 Instructions

TABLE 5. Requires data on numbers of porsonnel and their futltime equivalence for five different cate.
qories. It also provides for indicalion of the amount of State and/or local pre-service or in-service adult
education brogram-related training received by paid personnel during the Fiscal year.

Column {3) definitions for staft personnel categories are:

3. Administrative/Supervisory: Those prolessionals who are responsible for program management, admin-
istration, and supervision.

b. Local Teachers: Staff assigned to guide and direct the learning experience of sludents in an instruclion-
al setting, including responsibility for diagnasis, prescription, motivation, and evaluation of the adult
learner,

c. Local Counsetors: Staff assigned to perform the activities of assisting adult lezrners and of assisting in-
structors to assist learners in making personal plans, choices, and decisions in relation to education, ca-
reer, and personal development.

d. Local paraprofessional: Staff member who works alongside a professional and assists him or her, but
who does not have full professional status, e.g., teacherfclassroom aide.

In Column (b}, count one time only each employee of the agency who i5 being paid out of Federal, State
and/or local adult education funds. Each employe# should be reported in l\he personnel category where he
or she does most of his or her work. *Administrative and Supervisory Personnel’’ includes teacher trainers
and curriculum, counseling, and guidance specialists.

If 3 person performs more than one staff function, report that person one time only, in the staff function
in which most of his or her time is spent.

If 3 position is vacated and subsequently filled during the fiscal year, report the position only once.

In Column (c), convert the personnel in Column (b) into an equivalent number of fulltime personnet ac-
cording to the formula or method used by the agency in determining fulltime employment.

**State or Local Training” may include any Section 309 training, as well as in-service provided by educa-
tional institutions. ft should include only that training that is clearly related to the program effort under
personnel categories listed on page 7. Include in Table 4 information for only those persons who are paid
from funds granted under the Adult Education Act. Please specify the various formulas or methods used
in each of the categories. Use a separate sheet of paper and attach.

Table & instructions

Insert the amount of funds expended from the Adult Education Grant {306) for each of the categories
indicated and for the total grant expenditure.

bl
LR
»
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. ADULT EDUCATION ANNUAL REPORT
Fiscal Year 1979

Mameo of Agancy

Table 5. Mumbaer of Paid Parsonnel, by Locatlon and Type of Employmeant, and by Amount ol Training

Paid Adult Education Personnel

Organizational Placement and Type of Job | Total Number of Personnel| Equivalent Number of Full- Number Taking Training
Performed time Personnel
(3) (b} (c) (d}

Local Administrative and Supervisory
Personnel

Local Teachers

. Local Counselors

Locat Paraprofessionals

. TOTAL

Table 6. Grant Expenditures by Program Category

Program Category Amount

Basic Education for Institutionalized Adults

Secondary Education for Institutionalized Adults

Basic Education for Non-Institutionalized Adults

Secondary Education for Non«Institutionalized Adults

Total Grant Expenditures

PART Il = NARRATIVE

The agency may attach a narrative to this report to provide any additionat information which is deemed appropriate. The
narrative may cover the organization or operation of the program areas in which the agency feels that the program has par-
ticular strengths or weaknesses, concepts which the agency believes to be unigue or innovative. problem areas, or any other
information which may be of value to the State Administrator or the U.S. Office of Education. ’

PAFulToxt Provided by ERIC
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DEPARTMENT OF EDUCATION
Ralph D, Turlington, Commissioner
DIVISION OF VOCATIONAL EDUCATION
INDUSTRIAL PROGRAM
TALLAHASSEE, FLORIDA

COSMETOLOGY PROGRAM REPORT OF CLASS ENROLLMENT, EXAMINATION, LICENSURE, AND FAILURE

For class which was completed between July 1, 19

Complete one form for each class.

and June 30, 19

wla wda =3 . o =5a b= Y
Class Total Number Number of Number of Number of Number of Number of
Completion of Students Students Who | Students Graduates Graduates Not Graduates
Data Enrolled 1In Left Before | Completing Successfully { Passing First Not Taking
Class Completing Class Passing First Examination State Board
Class State Examination
Board
Examination
School Please indicate types and numbers of
students served.
Address
High School  ——— Number of Students
Post Secondary —— Number of Students
Instructor

This form s furnished by the Department of Education.
blanks as needed.

DVE 393

Each county or junfor college should request




DEPARTMENT OF EDUCATION
Ralph D. Turlington, Commissioner
DIVISION OF VOCATIONAL EDUCATION
INOUSTRIAL EDUCATION PROGRAM
. TALLAHASSEE, FLORIDA

LIST STUDENT NAME ANO STATE BOARD OF COSMETOLOGY ENROLLMENT NUMBER

STATE_BOARD OF
COSMETOLOGY STUDENT
STUDENT NAME ENROLLMENT NUMBER
DVE 393 415




State Office Usge OnlY
Submit To: FLORIDA DEPARTMENT OF EDUCATION Peart
OIVISION OF VOCATIONAL EDUCATION
KNOTT BUILDING Project No.
TALLAHASSEE, FLORIDA 32301 Fund Source No,
Attentlon: Projects and Grants Agoncy No.

COMPREHENSIVE EMPLOYMENT AND TRAINING ACT OF 1978 — T§TLE I, SECTION 204
SPECIAL PROJECT GRANT AWARO

Fiscal Pariod: From To

I. IDENTIFYING INFORMATION

Name of Sub-Grantes (District/Institution/Agency)
Address of Sub-Grantee {District/Institution/Agency)

IL  AMOQUNT OF GRANT AWARD

COST CATEGORY AMOUNT
Administration $
Training $
Services $
TOTAL $

1. CERTIFICATION .

WE HEREBY CERTIFY THAT:

Funds in tha project grant award will be used only to pnoride vocational education training and services for eligible participants
in accordance with applicable federal and state laws. rules and regulations: all Programs will ke conducted in accordance with
goals, abjectivas and criteria in the Non-Financial Agreement; all funds will be used to extend or supplement the local education-
al efforr and, will be expended in accordanse wirh Oepartment of Education General Terms and Conditions far Projects attached
heseto.

District SuPerintand ent/C. ity College Pretident/AQencY Dirgetor  District School Board Chairperson/District Basrd of Trustess Chailperson

L T T I N O I R I R R R B R T Y

STATE OFFICE USE ONLY

Expenditures For This Project May Not Exceed: §

Authorized:

Dirsctol, Division of Voeslional Education Coordinator, Prolacts and Gronts

OVE 429 @ o aqudt empeTiunity SmBOYer
B.66 .
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INSTRUCTIONAL TELEVISION AND RADIO

ITV-1 (CE 126) Scheduling of Videotapes

This report provides schedule requests for videotapes from the

Department of Education (DOE) library. The date the first lesson
is needed and nunber of weeks each lesson is needed are data items
indicated.




HIGHER EDUCATIONAL GENERAL INFORMATION SURVEYS (MEGI3)

This set of reports has been provided for a number of

years on a voluntary basis. It has been dependent upon

the good will and cooperation of the institutions of higher
education. This is in contrast to The OCR Survey which
represents a mandatory set of reports.

Because of the similarity of certain information collected
in both surveys, HEGIS has now become the collecting agency
for these types of information. "Fall Enrollment and Comp-
liance Report of Institutions of Higher Education" and

"Oegrees and Other Formal Awards Conferred”, OF Form 2300-2.3
and Ot Form 2300-2.1, respectively, are used in both surveys.

2300-1 Institutional Characteristics of Colleges and Universities

This form is a computer printout from HEGIS that displays
information previously submitted about community colleges.
Contained in it are institutional characteristics provided
in the previous year's survey. The community colliege is
requested to provide only changes since the previous sub-
nission. Among data items contained in the printout are:
comnunity college name and address, accreditations, type
student body, calendar system, degrees offered, type of
programs and administrative personnel by name and rank.

2300-2.1 0Qegrees and Other Formal Awards Conferred .

This form (Part C only) provides information about degrees
and awards to students based on less than 4 years of work
beyond high school Associate degrees and other formal
recognition are indicated by race/ethnic group and by sex
for each major curriculum category. This information is
collected on behalf of The JCR Survey as well so that
collection takes place only once.

2300-2.3 Fall Enrollment and Compliance Report

This form reports information about enrollments (headcount)
according to race/ethnic group and by sex. Both full-time

and part-time students are included. As with Ot Form 2300-2.1,
this information is collected on behalf of The OCR Survey as
well.

2300-2.8 Residence and Migration of College Students

This information is collected on an irregular basis.

It reports by "home state’' the number of credit students by
various categories. These are: first-time freshmen, transfevrs,
and unclassified. These categories are further reported by

part-time and full-time. 10 -
2 ®
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2300-3

Salaries, Tenure, and Fringe Benefits of Full-Time

2300-4

Instructional Faculty

The report provides information about employees in institutions
of higher education relative to:

a. resource categories by sex

b. salaries of selected administrators by sex

c. salaries and tenure of full-time instructional faculty by sex

Financial Statistics of Institutions of Higher Education

2300-5

The report provides financial information about institutions
of higher education. Six basic types of information are
reported. These are:

current revenues by source

current expenditures and transfers

capital outlay assets

indebtedness on capital outlay items

endowment details

changes in fund balances

- (D O o
- - - - - -

The following additional information is collected from
all public institutions:

a. revenues

b. expenditures

¢, debt outstanding, issued and retired

d. cash and security holdings

College and University Libraries

2300-8

This report reflects information about the Tibrary function

in terms of numbers of books, library staffing by sex, library
operating expenditures and related items. In addition, the State of
Florida collects information having to do with audio/visual

media and staffing by educational level (Bachelor's degree

or less and graduate degrees).

Adult/Continuing Education: Noncredit Activities in

Institutions of Higher Education

This report indicates the number of headcount enrollments
(registrations) in noncredit adult/continuing education
programs. Information is collected by academic unit and
field of study.

42
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THE OFFICE FOR CIVIL RIGHTS ANNUAL SURVEY OF PROGRESS IN
IMPLEMENTING STATE-WIDE HIGHER EDUCATION DESEGREGATION PLANS
(THE OCR SURVEY)

This set of lederal reports is required by the Office

for Civil Rights of the U. S. Department of Education.

An "as of" date in October is used for term data and the
prior academic year is used for annual data. Individuals
in all reports are classified by the racefethnic groups

to which they belong and by sex. Forms must be carefully
reviewed before cqmpleting and one is cautioned not to use
old forms since changes occur from year to year. The OCR
4000 Series was used in the Fall of 1978 covering that term
for some forms and the 1977-78 academic year for other forms,
The OCR 5000 Series was used in the Fall of 1979,

Following is a brief description of each report form required
in this series:

FEO-6 Higher Education Staff Information

This form is substituted for Ala and is used to report data

on all full-time and part-time staff members, both professional
and support. Part V is added to gather necessary data not
provided for on the basic EEQ-6. Salary data and contract
length are reported for all staff and tenure and academic rank
are reported fcr professional staff.

Alb New Employees in Institutions of Higher Education

This form reports all pew employees hired during the twelve
months preceding the October "as of" date. Tenpure and
academic rank are required for the professional staff. No
salary data are required,

A2 Employees of State Agencies of Higher Education
This form covers the professional and non-professional
employees of State agencies and governing boards for higher
education. The data collected refers {o the number of
full-time and part-time employees by racial/ethnic identifica-
tion, sex, and occupational activity. Both total employees
and new hires {in last twelve months} are included.

B.70




A3

A4

Retirements. Resignations, and Dismissals of Employees
in Institutions of llighér Education T

This form reports all rctirements, rcsignations, and
dismissals for full-time professional cmployees for the
twelve months preceding the October "as of" date.
Academic rank and tenure status are requirced.

Promotion of Employees in Institutions of Higher Education

AS

A1l promotions of full-time professional employees are
reported by academic rank and tenure status.

Composition of Governing Boards for Higher Education

B1

A1l college trustees are reported according to the length
of term and according to the method of appointment.

Applications, Acceptances, and Actual Enrollment

2300-2.3

This form is concerned with the number of individuals

who apply for admission as students, the number of applicants
who were accepted, and the number of acceptances who actually
enrolled during the given Fall term. These individuals are
classified as first-time-in-college or transfer students,
county (attendance area) residents, out-of-county but in-state
residents, out-of-state but within the United State residents,
and non-resident aliens.

Fall Enrollment and Compliance Report

B3

{Refer to HEGIS 2300-2.3)

Financial Assistance to Students in Institutions of Higher

2300-2.1

Education

This form reports all individuals who apply for financial
assistance and, of this gqroup, those who actually enroll.
Further data are reported on those who actually receive financial
assistance in the categories of grants, loans, scholarships, and
employment. Included are dollar amounts awarded, the number of
awards made, and the number of unduplicated recipients involved.

Degrees and Other Formal Awards Conferred

{Refer to HEGIS 2300-2.1)

424
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Mr.
Dr,
. Robert E. Eberley
Ms.
Mr.
. Eric R. Mills
Mr.
Dr.
Ms.
. Lee P. Young
Dr.
Dr.
Mr.
Ms.

Mr.
Mr.

CCMIS TASK FORCL MEMBERS

Edward R. Allen
G. Thomas Delaino

Linda Lillien
Steve Megregian

Robert L. Ritterhoff
Joyner Sims
Mildred W. Suttle

Frederick W. Atherton
Martha Chang

Jack R, Eberley

Loyce Farr

Robert L. Schmalfuss
Harry L. Rudy

c.3
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Division of Public Schools

Santa Fe Community College

Manatee Junior College

Miami-Dade Community College
Brevard Community College

Florida Junior College at Jacksonville
Central Florida Community College
Chipola Junior College

Palm Beach Junior College
Valencia Community College
Division of Community Colleges
Commissioner's Office

Division of Community Colleges
Office of Educational Facilities
Construction

Division of Vocational Education
Division of Community Colleges

l)r-

L




APPENDIX D

FACILITIES INVENTORY UPDATE EXAMPLES




Types of Number Change Transactions
File 1; Site File

Only one type of nunber change transaction is possible in the site file. It
applies to a site number.

a. Change one site number to another site number. Indicate file number 1,
existing site number and new site number.

Example la:

File ___Existing key Element New Key Element
Number Stte Facility Room Suffix Site Facility Room  Suffix
1 3 10

Site number can be switched simultaneously. May also need to change site
number in facility file 2 and room file 3 (See examples 2c and 3g).

File 2: Facility File

Four types of number change transactions are possible in the facility file. One
applies to a facility number, two apply to a site number and one applies to both
a site number and a facility number.

a. Change one facility number to another facility number (site number Sstays
the same).

Indicate file number 2, existing site ﬁumber, existing facility number and a new
facility number.

Example 2a:

File Existing Key Element New‘Key Element
Number Site Facility Room Suffix Site Facility Room Suffix
2 6 4?2 71

Facility numbers can be switched simultaneously. May also need to change
facility number in room file 3 (See example 3e).

b. Change the site number for one facility to another site number (facility
number stays the same).

Indicate file number 2, existing site number, existing facility number and new
site number.

Example 2b:

File Existing Key Element New Key Element
Number Site Facility Room Suffix Site Facility Room Suffix
2 4 12 5

May also need to change site number for the facility in room file 3 (See
example 3f}.

42,
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Change the site pumber for all facilities on that site to another site
number (facility numbers stay the same).

Indicate file number 2, existing site number and new site number.

Example 2¢:

File Existing Key Element New Key Element o

Number Site Facility Room Suffix Site Facility Room Sutfix
2 8 1

May also need to change site number in site file 1 and room file 3
(See examples 1a and 3g).

Change both the site number and the facility number for one facility to

another site number and another facility number.

Indicate file number 2, existing site number, existing facility number, new site
number and new facility number.

Example 2d:

File Existing Key Element i New Key Element
Number Site Facility Room Suffix - Site Facility Room Suffix
2 7 28 g 16

May also need to change site number and facility number in room file 3
{See example 3h).

File 3: Room File

Eight types of number change transactions are possible in the room file.

Three

apply to a room number and/oOr a room-number suffix, two apply to a facility number,
two apply to a site number and one applies to both a site number and a facilitiy
number,

d.

Change one room number to another room number within the same facility
{site number and facility number Stay the same).

Indicate file number 3, existing site number, existing facility number, existing
room number and room number.

Example 3a-

File Existing Key Element New Key Element
Number Site Facility Room Suffix Site Faciiity Room Suffix
3 2 64 783 378

Room numbers within one facility can be switched simultaneously.

11{)(;
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Change one room-number suffix to another room-number suffix within the
group of suffixes for the same room number (site number, facility number
and room pumber stay the same).

Indicate file number 3, existing site number, existing facility number, cxisting
room number, existing room-number suffix and new room-number suffix.

Example 3b:

File Existing Key Element New Key Element
Number Site Facility Room Suffix Site Facility Room Suffix
3 9 56 810 p Q

Room-number suffixes within the group of suffixes for one room number can
be switched simultaneously.

Change a room number and room-number suffix combination to another room
number and room-number suffix combination within the same facility (site
number and facility number stay the same).

Indicate file number 3, existing site number, existing facility number, existing
room number, existing room-number suffix, new room number and new room-number
suffix. A blank new room-number suffix deletes an existing suffix.

Example 3c:

File Existing Key Element New Key Element

Number S1te Facility Room Suffix Site Faciiity Room Suffix
3 8 49 725 0 427 G
3 6 31 432 i 432

Room number and room-number suffix combinations within one facility can be
switched simultanecusly.

Change the facility number for one room to another facility number (site
number, room number and suffix stay the same).

Indicate file number 3, existing site number, existing facility number, existing
room number and suffix and new facility number.

Example 3d:

File Existing Key Element New Key Element
Number Site Facility Room Suffix Site Facility Room Suffix
3 5. 91 218 19

451
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e.

Change the facility number for all rooms within that facility to another
facility number {site number, room numbers and suffixes stay the same).

Indicate file number 3, existing site number, existing facility number and new
facility number,

Example 3e:

File Existing Key Element Now Key Element

Number Site Facility Room Suffix Site Facility Room Suffix
3 1 4 8

Ma{ also need to change facility number in facility file 2 {See example
2a).

Change the site numbey for all rooms in one facility to another site number
(facility number, room numbers and suffixes stay the same).

Indicate file number 3, existing site number, existing facility number and new
site number.

&

Example 3f:

File Existing Key Element New Key Element

Number Site Facility Room Suffix Site Facility Room Suffix
3 7 35 2

May also need to change site number for the facility in facility file 2
{ See example 2b).

Change the site number for all rooms on that site to another site number
(facility numbers, room numbers and suffixes stay the same).

Indicate file number 3, existing site number and new site number.

Example 3g:

File Existing Key Element New Key Element

Number Site Facility Room Suffix Site Facility Room Suffix
3 6 i 2

May also need to change site number in site file 1 and facility file 2
{ See examples la and 2c}.




. h, Change both the site number and the facility number for all rooms in one

facility to another site number and another facility number (voom numbers
and suffixes stay the same).

Indicate file number 3, existing site number, existing facility number, new
site number and new facility number.

Example 3h:

File Existing Key Element New Key Element
Number Site Facility Room Suffix Site Facility Room Suffix
3 4 90 3 50

May also need to change site number and facility number in facility file 2
(See example 2d).
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Feedback Systoem

The Feedback System is a data processing system that combines information
from the comnunity colleges, the Stai» University System, and the Florida
Department of Labor and Employment Lecurity, to produce a report indicating
the status of community college graduates.

The community colleges are encouraged, but not required, to participate.
However, while there has yet to be 1007 participation, no college has joined
and then dropped out. The major benefit of the system in terms of reports
sent to the Division is its use in comploting the AA-2 (Section 16). The AA-2
report requires the status of previous years graduates in terms of employed
in field related to community college major, employed in unrelated field,
continuing education, unemployed, not in labor force, or status unknown. The
Feedback System can tell a college if its graduates are continuing their
education in the SUS or are employed in Florida. The limitations include no
data from private or out-of-state educational institutions and the use of
Standard Industrial Classification (SIC) codes in relation to employment.
These codes tell the industry of the employer rather than the actual job of
the employee.

Some of the colleges are beginning to use the results of the System to produce
information on percent employed by college major and starting salaries for
different occupational fields. There is also good potential in terms of
counseling students concerning career choices for a given area.

The following page indicates the data requested from the community colleges.
Only the social security number of the student, the colleges'FICE code, and
student type are reauired. The other data items allow the results to be sorted
by major, race, and sex. This information is very useful for state reports :
and in house work.

The procedure has been of value to those colleges participating and is constantly

being refined as information on ways to use the results are received by
the Division.
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State of Florhia

4 Department of Education
Tallahassee, Florida Page of
Ralph D, Turlington, Commissioner
T o ¥ An equal opporlunily amployey
MACHINE RECORDS' FORMAT
Date:

Field Characteristics:

Data Description

This data is the community college input to
the Feedback System. Of the seven fields.

A = Alphabetic only three - SSN, FICE and TYPE are required. The
A/N = Alphameric other four - RACE, SEX. MAJOR and HOURS are
N = Numeric only optional.
Z = Zoned numeric
P = Packed decimal
R = Right justified with
leading zeros
L = Left justified
Item From FieldjField Field Description
MO,  _ To Size ar.| Name
1 1-9 9 N SSN Unique social security code {Required}
2 10 1 A RACE HEW Race Code (Optional)
A = Asian or Pac. [slander
1 = Am, Indian or Alaskan Native
B = Black {Not of Hispanic origin)
H = Hispanic
W = Am. White "
0 = Non-resident Alien
X = Not reported
3 " 1 A SEX Sex of student {Optional)
M= Male
F = Female
X = Not reported
4 12-19 8 N MAJOR }  Full 8-digit ICS Code of student's major
(Optional)
5 20-23 4 R HOURS Credit hours earned or accumulated by student
at reporting institution (Optional)
6 24-29 6 R FICE FICE number of reporting institution
{Required) : )
7 30 1 A TYPE Code for completers and leavers (Required)
A = Completers
. B = Leavers
‘ ":ﬂa




APPENDIX F

UPDATE DISTRIBUTION FORM




Recipients of the CCNIS Procc ures Manual
FROM: Harry L. Rudy

SUBJECT : Updates to the CCMIS Procedur Manual

As the need occurs, updates to the C7MIS Procedures Manual will be
prepared and distributed to Manual holders who wish to receive them.
In order to be sure that updates are distributed properly, please
complete and return the form provided below. This information will

bq used as the basis for a CCMIS Procedures Manual Update distribution

Update Distribution Form

CCMIS Procedures Manual

Please send updates to the CCMIS Procedures Manual to:

Name ;

College:

Return to: Bureau of Research and Information Systems
' Division of Community Colleges
Department of Education
310 Collins Building
Tallahassee, Florida 323D1




