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INTRODUCT ION

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

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

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

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

EQUAL OPPORTUNITY AND AFFIRMATIVE ACTION INSTITUTIONS

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

OUR PURPOSE

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

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

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

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

The law further states that:

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

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

The statutory mission statement serves to keep the system focused on

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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




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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Governance Task Force

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

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

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

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

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

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

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

1

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

the issue of personnel policies at the colieges.

The SBCC Chair should convene meetings with local board chairs.

Personnel in the colleges should be encouraged to apply for positions

available at DCC and conversely DCC employees at the colleges.

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

[ 200 -
. .

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




CURRICULUM PROGRAMS

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

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

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

preparation), developmental studies courses to prepare students toc master

collegiate level coursework, individualized learning laboratories and other
programs.

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

upgrade occupational skills and are funded through enrollment driven
formulas.

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

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

[o)]
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Technical Programs

—— e e A Y

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

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

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

Vocational Proarams

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

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

College Transfer

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

General Education Prodram

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

Iowe




Continuing Education Programs

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

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

1. Occupational Programs

2. Basic Skills Programs

3. Specially Funded Programs

4. Business and Industry Services

5. Self-Supporting Courses

[Ny




Occupational Programs

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

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

-l




Basic Skills Programs ‘

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

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

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

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

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

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

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

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

-
)
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Specially Funded Programs

. Community Service/Visiting Artist Program

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

Human Resources Development (HRD)

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

Job Training Partnership Act (JTPA)

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

State Legalization Impact Assistance Grants (SLIAG)

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

HE
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BUSINESS AND INDUSTRY SERVICES

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

Apprenticeship

Focused Industrial Training

New and Expanding Industrial Training
Small Business Centers

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

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

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

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

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

Apprenticeship

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

Focused Industrial Training (FIT)

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

New and Expanding Industries Program

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

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

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

Small Business Centers

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




Self-Supporting Courses

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

AW
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ROLE STATEMENTS
ADMINISTRATION
Department of Community Colleges

PRESIDENT

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

XECUTIVE VICE PRESIDENT

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

TATE EXECUTIVE VICE PRESIDENT

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

TANT TO THE PRESIDENT FOR BOAR FA

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

15
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PECIAL ASSISTANT TQ THE PRESIDENT ISSI IAISON

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

ASSISTANT TO THE PRESIDENT FOR FEDERAL GOVERNMENTAL AFFAIRS

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

ASSISTANT TQ THE PRESIDENT FQR STATE GQVERNMENTAL AFFAIRS

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

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

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

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

IRECTOR OF MINORJTY AFFAIR .

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

PE EL SERVI ECTION

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

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

PLANNING AND RESEARCH SECTIOQN

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

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

PROGRAM (FTE) AUDIT SECTION

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

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

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

PUBLIC AFFAIRS SECTION

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

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




DEPARTHENT OF COMMUNITY COLLEGES

Finance and Administrative Support
Role Statement

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

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

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

Auditing and Accounting

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

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

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

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

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

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

Facility and Property Services

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

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

19
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Role Statement
Finance and Administrative Support

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

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

4. Coordinates insurance activities for the department and
colleges.

Information Services

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

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

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

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

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

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

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

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

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

Institutional Services

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

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

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

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

\>
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‘ .. DEPARTMENT OF COMMUNITY COLLEGES
Programs Division

Role Statement

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

Specific roles include:

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

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

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

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

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

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

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

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

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

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

.
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Program Development Services

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

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

Employment Readiness Services

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

1. JTPA Program Services

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

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

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

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

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

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

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

3. Federal Vocational Education Services

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

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

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

Provide local and statewide planning support and accountability

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

Monitor the activities associated with the Federal Vocational

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

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

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

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

Business and Industry Services

To_administer and assist the colleges in the operation and delivery of

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

1. Customized Job Skills for New or Expanding Companies

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

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

supervisory employees of new or expanding manufacturing and
service companies.

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

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

2. Focused Industrial Training (FIT)

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

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

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

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

electrical/electronics technicians, quality assurance

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

3. Small Business Assistance

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

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

Office of Special Proqrams

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

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

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

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

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

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

Basic Skills Services

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

1.

4.

Adult Basic Education (ABE)

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

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

Adult High School Program

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

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

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

Compensatory Education for Mentally Retarded Adults

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

English-as-a-Second Language

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

Visiting Artist Program

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




DIVISION OF STUDENT DEVELOPMENT SERVICES

Role Statement

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

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

In addition, the division:

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

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

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

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

3. Serves in a coordinating and facilitating role among various

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

4. Serves as a link between student development services and

instructional services at the state level.l

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

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

1. Occupational Programs

2. Basic Skills Programs

3. Specially Funded Programs

4. Business and Industry Services

5. Self-Supporting Courses

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

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

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




Continuing Education Program Management
(Formally Accountability and Credibility Program)

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

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

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

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

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

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

FORMS: None

o
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. Course Approval Process

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

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

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

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

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

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

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

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

. Work experience or clinical instruction

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

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

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




TUITION EXEMPTIONS AND REGISTRATION FEE WAIVERS

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

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

EXTENSION EXEMPTIONS

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

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

C. Waiver for Compensatory Education (CED) Students.

D. Haiver for Sheltered Workshops and Adult Development Activity Program

(ADAP) Centers.

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

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

G. Individuals Engaged in Civil Preparedness.

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

I. Prison Inmates.’

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

K. Members of the North Carolina Militia.

CURRICULUM EXEMPTIONS

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

B. Prison Inmates.

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

D. Basic Law Enforcement Training Program (BLET).

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

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

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

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

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

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

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

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

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

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

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

PHILOSOPHY

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

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

PURPOSE

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

Institution Service Area

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

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

College of the Albemarle

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

Haywood CC
Isothermal CC
James Sprunt CC
Johnston CC
Lenoir CC

Martin CC

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

Craven

Davidson, Davie (3)

Durham, Orange

Edgecombe

Cumberland

Forsyth, Stokes

Gaston, Lincoln

Guilford

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

Haywood

Polk, Rutherford

Duplin

Johnston

Greene, Lenoir, Jones

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

Mitchell, Avery, Yancey
McDowell

Iredell (3,4)
Montgomery

Nash |

Pamlico

Person, Caswell
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Pitt CC
Randolph CC
Richmond CC

Roanoke-Chowan CC

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

Surry CC
Tri-County CC

Vance-Granville CC

Wake TCC
Wayne CC

Western Piedmont CC

Wilkes CC
Wilson County TC
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Randolph

Richmond, Scotland

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

Robeson

Rockingham

Cabarrus, Rowan (2)

Sampson

Hoke, Moore

Columbus

Jackson, Macon, Swain

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

Cherokee, Clay, Graham

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

Wayne

Burke

Alleghany, Ashe, Wilkes

Wilson




SPECTAL PROVISIONS

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

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

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

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

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

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

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

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

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

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

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

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

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

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

attached that specify the requirements for this
information system.)




LITERACY (BASIC SKILLS) EDUCATION INFORMATION SYSTEM (LEIS)

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

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

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

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

well as to specifically identify and explain training options available to

the community colleges.

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

should not duplicate existing company training.

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

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

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

are discussed below:

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

Example:

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

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

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

Definition:

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

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

Rules/Guidelines:

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

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

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

hours in membership, maintaining documentation, etc.
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I1.

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

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

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

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

in Attachment D.)

. Contract training may be offered in continuing education or curriculum

as appropriate.

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

Example:

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

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

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

tion. The college reports the student hours in membership generated

in the class to the department as self-supporting.

Rules/Guidelines:

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

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

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

the college may use excess dollars received from industry to fund

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

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

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

. The college will report student hours in membership generated for

classes totally funded by a business or industry as described above

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

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

those for the budgeting and expenditure of regular instructional

funds.

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

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

self-supporting classes.

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

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

Example I:

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

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

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

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

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

Class Report, not even the self-supporting columns.

Example II:

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

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

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

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

o
‘\. +
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‘ RELATED QUESTIONS AND ANSWERS

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

. Yes

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

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

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

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

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

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

. No

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

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

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

the pro rata salary paid?

. Yes; see Attachment A, subpart 1.

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

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

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

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

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

with the company. (Sze 6a above)

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

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

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

the FTE generated?

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

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

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




IN-PLANT TRAINING

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

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

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

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

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

3. Training is directly related to job skills.

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

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

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

T
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‘ Internal Program Audits

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

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

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

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

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

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

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

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

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

"
D
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Between The Lines

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

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

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

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

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

Contact:

Dr. Bill Cole

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

c.
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OCCUPATIONAL PROGRAMS

Overview

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

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

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

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

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

Offering Courses

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

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

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

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




Licensure/Certification
Occupational Continuing Education Courses

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

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

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

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

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

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

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

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

Correctional system inmates

Residents of rest or nursing homes

Clients of sheltered workshops

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

Instruction offered on a military base

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

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

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

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

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

~
-
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Work Experience/Clinical

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

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

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

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

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

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

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

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

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

FORMS: None

Emergency Services Training

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

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

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

Memo CC-89-31, Waiver of Fees

Between The Lines (A1l Issues)

FORMS: None




Criminal Justice/Law Enforcement

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

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

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

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

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

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

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

Between the Lines (A1l Issues)

FORMS: See Continuing Education and Curriculum approval sections
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BASIC SKILLS

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

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

Base allocation

Target population

Student enrolled (FTE)

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

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

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

be transferred to any other area.

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

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

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

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

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

61
b

—




FORMS: DCC-9-32 - Basic Skills Plan and Application
DCC-9-28 - Basic Skills Program Monitoring Checklist

Adult Rasic Education

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

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

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

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

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

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

CONTACT: Basic Skills Section

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

Adult High School Programs

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

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

General Educational Development (GED)

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

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

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

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

A i i A

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

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

CONTACT: Basic Skills Section

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

MEMORANDUMS :

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

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

MANUALS:

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

FORMS:

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

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

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

Appointment of GED Examiners by Community Colleges - form letter.

Compensatory Education

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

CONTACT: Basic Skills Section

REFERENCES: Program of Study
Coordinator’s Guide

English as a Second Language

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

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

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

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

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

CONTACT: Basic Skills Section

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

Literacy (Basic Skills) Education Information System (LEIS)

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

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

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

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

Grants

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

Special jnnovative and demonstration projects

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

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

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

Discretionary grants

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

Homeless

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

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

Workplace literacy ‘

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

Private foundaticn grants

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

CONTACT: Basic Skills Section

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

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

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

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

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

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

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

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

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

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

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

CONTACT: Basic Skills Section

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

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

INSTRUCTOR AND STAFF TRAINING

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

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

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

Networking: Promoting further acquaintance among literacy staffs .

The focus is Basic Skills programs instruction and management.

CONTACT: Basic Skills Section
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Specially Funded Programs

Overview

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

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

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

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

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

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

w3
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Community Service/Visiting Artist Programs

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

cultural, civic, and intellectual greowth of our
communities.

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

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

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

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

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

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

DESCRIPTION

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

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

INSTRUCTION AND OTHER ACTIVITIES

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

emp loyment needs of each local community.

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

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

PROGRAM EVALUATION

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

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

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

or training placement assistance or employment counseling.

PROGRAM RECORDS

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

release forms, application forms and any documentation necessary for that

individual student. These files are maintained for five years.

Funding

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

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

Allocations to programs are determined annually by the following procedure:

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

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

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

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

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

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

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

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

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

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

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

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




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

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

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

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

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

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

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

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

colleges for the implementation of appropriate employment and training
programs.

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

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

accompany proposals.

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

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

assure economy and compliance with all applicable governmental
regulations.

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

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

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

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

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

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

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

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

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

Participants Eligibility Criteria:

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

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

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

Allowable Activities

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

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

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

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

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

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

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

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

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

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

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

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

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

Recordkeeping and Reporting

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

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

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

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

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

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

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

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

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

3. Education in English as a Second Language.

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

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

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

CONTACT: Basic Skills Section
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Apprenticeship

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

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

Local colleges are expected to make related instruction available for

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

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

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

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

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

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

REFERENCES: Accounting Procedures
NCAC

79




FOCUSED INDUSTRIAL TRAINING ‘

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

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

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

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

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

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

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

4. Review and evaluate each training program periodically. ’

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

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

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

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

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

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

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

Instructor wages

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

Allowance for non-salvageable production materials
Temporary training facility

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

PROCESS: The Regional Manager and the appropriate college personnel are

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

Training project data

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

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

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

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

(S

-\
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SMALL BUSINESS CENTERS

DESCRIPTION: This program, within the Business and Industry Services

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

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

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

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

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

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

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

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

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

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

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

7. Each center must complete and submit required reports.

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

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

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

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

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

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

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

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

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

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

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

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

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

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

CC-90-233
CC-90-299

CC-90-337
CC-90-338

CC-91-51
CC-91-52

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

CC-91-168

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

CC-92-94

CC-92-95

CC-92-110

CC-92-171

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

Community Service Program (7/2/90)

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

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

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

Workplace Literacy Classes (2/21/91)

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

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

Visiting Artist Program (5/14/91)

Revised GED Application Form (5/31/91)

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

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

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

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

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

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

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

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

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

CC-92-286

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

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

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

May 28, 1981

$16-733-7041

MEMORANDUM

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

FROM:
Vice President for Program Services

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

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

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

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

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

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

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

during the same quarter, since the combination of the two

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

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

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

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

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

Ly
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Presidents
Page 2
May 28, 1981

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

cautious in using a combination of the max

illustrated above; and such combinati

ons should only be offered
to students ip extenuating circumstances.

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

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

to these criteria and a Post-audit of the courses

Should you have further Questions,

Please let us know,

HJ0:gh

Enciosure

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

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

AND AS DEFINED IN NCAC 4E.0403

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

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

and should pe designed in terms of accepted educational

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

B. AN courses of instruction shall meet quality standards required

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

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

Technical and vocationa) courses of instruction shal

1 be given highest
priority.

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

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

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

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

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

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

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

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

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

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

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

July 16, 1981

919-733-7051

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

FROM:
Vice President for Rrogram Services

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

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

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

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

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

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

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

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

. CC-81-145

G,
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Memo to Presidents

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

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

t have approvai
n application

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

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

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

Raleigh, NC 27611

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

HJO/bs
Attachments:

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

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

“August 5, 1983

DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES

918-733-7051

MEMORANDUM

T0: Presidents
Community College System

FROM: Bobby L. Anderson, DirectorZX s .

Academic and Special Programs

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

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

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

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

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

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

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

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

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

cc: Dean of Continuing Education CC-83-142

EQUAL OPPORTUNITY AFFIRMATIVE ACTION EMPLOYER




DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
ROBERT W SCOTT

STATE PRES.DEN RALEIGH 27611 197337081

January 14, 1985

——

MEMORANDUM

T0: Presidents

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

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

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

procedures to obtain approval for curriculum courses to be offered

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

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

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

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

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

0 Continuing-Education.

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

[fRJj:‘ SCS/jw ey CC-BS-f




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

ROBERT W. SCOTT RALEIGH 27603.1712 919.733.70%1
STATE PRESIDENT

Novemrber 20, 1986

MEMORANDUM

TO: Presidents
Cammuni ty College Systen

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

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

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

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

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

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

RWS/EHWjr/gcw
Enclosures

CC: Deans of Continuing Education

CC-86-301

Q EQUAL OPPORTUNITY AFFIRMATIVE ACTION EMPLOYER




STATE BOARD OF (OMMUNITY COLLEGES

Criteria for Accountability and Credibility
Contimuing Education

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

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

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

1. Ormrsite visits to each class

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

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

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

~
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Continuing Education Criteria
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2. Student Membership Verification

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

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

3. Instructor Verification

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

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

A. The senior continuing education administrator shall be respoi-

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

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

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

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

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

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

Dq)artnmxt of Conmunity Colleges

A

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

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

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

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

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

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

1]




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

Mr. Chairman and members of the board:

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

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

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

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

The SBI also informed me that they plan to lodk at allegations at cwo
other institutions -- Brunswick Technical College in Supply ard Cbastal
Carolina Camunity College in Jacksornville. At this time, there is no formal
investigation planned for these two institutions, the SBI is merely following
up on leads that could possibly involve these colleges.

The SBI plans to assign more agents to this case in order to bring the
investigation to a conclusion as rapidly as possible.

I also briefly want to mention the situation at Mitchell Camunity
College in Statesville. Last month, Mitchell's president contacted the
department to inform us that his staff had uncovered evidence of enrollment
irregularities in one of the college's continuing education classes. The
president immediately notified the SBI amd an investigation is underway.

I mention Mitchell for this reason ... here is a case where the
college's internal auditing procedures immediately detected a discreparcy in
errollment. This is how an institution's check and balance system is
supposed to operate. Our system of internmal controls, while not perfect,
still works —- when the system is followed. I would add that the college's
internal auditing controls caught the discreparcy. These were existing
controls, not new ones recently added.

(more)
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In a systam as large as ours ... with literally hurdreds of thousards of
students -- thousards of faculty, administrators and employees —- amd
millions in state furds invcolved ... there is always the possibility that
soneone, samewtere, is going to try amd beat the system. But as long as

proceduwres are fullowed carefully (as they were in the case of Mitchell) it's
very difficult to get away with.

That is not to say that revelations concerning the misuse of state money
are not damaging tc the system, or that these attempts hurt our credibility
with the general public and the legislature.

We cannot dodge ocur responsibility, nor should we try. Thomas Jef ferson
orce pointed out that when you assume a public trust, you should consider
yaurself public property. The integrity of our system is at stake. The
public is locking at this board and our system to see if we are taking
decisive steps to eliminate, as far as we can, any gaps in our existing
auditing controls, and to further tighten our emrcllment ard monitoring
procedures. We acknowledge that mistakes were made, but we pledge that every
effort will be made to minimize the likelihoad of this situation happening
again.

I know our presidents are equally concemed. Many have already met with
their boards, reviewed their procedures and, when they felt it needed,
instituted additional controls on the local level. They realize that Cape
Fear's prdblem is their's also ... that what happened at Cape Fear might
possibly, though not likely, happen at their college ... and, believe me,
they are taking a hard lock to see if their own procedures are adequate.

I want to especially note that President Satterfield and the Cape Fear
Board of Trustees are working hard to correct the situation there. They,
like ocur department, are cooperating closely with the SBI in its
invegtigation. I also want to reiterate that we must not overlook the fact
that much goad work has been done, and continues to be, done by a lot of fine
people at Cape Fear Technical Institute, administrators and instructors, for
the citizens of Perder and New Hanover counties.

I also want to point out that neither the state auditor's staff nor cur
own departmental auditors detected what was happening, or not happening in
this case, at Cape Fear. Auditors fram our department usually are able to
check each of our 58 institutions annually. The state auditor's office
visits every college in our system at least every two years. Same of the
larger institutions are audited more frequently. But sanehow, the situation
at Cape Fear escaped detection by auditors fram both departments.

While none of us cordone what has happened at Cape Fear Technical
Institute, ard as red-faced as we are about it, there are same positive
things I believe will came from this painful experience.

{more)
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First, I believe there will be a thorough examination by our local
institutions of not only their auditing and monitoring procedures, but of the
whole area of continuing education programs. This, I believe, will lead to
improved quality throughout the system.

Secomd, I am certain cur departmental staff will be more diligent in .
carrying out our responsibilities. I make that assurance to you ard to the
public as lormg as I am your state president.

Third, I believe this experience will cause the 58 local boards of
trustees to recognize more clearly their role ard their responsibilities as
the governing bodies of their institutions. The definition of “trusteeship"
must care nmore clearly into focus.

Fourth, I feel this state board has the opportunity ... indeal the
responsibility ... to say in clear ard certain terms that it is aware of the
trust placed in it. It has an opportunity to serd a strorng message of
assurance to the public that it will use, when needed, its statutory
authority ... to say nothing of its moral cbligation ... to correct any
weaknesses or shortcanings in our system that damages or even threatens the
system's accountability, credibility, integrity or quality. The pwblic is
waiting to see how cur system responds and the spotlight, in part, will be on
the actions of this board, not only today but in the months ahead.

I now would like to turn the board's attention to the new procedures we
have developed for your consideration. These auditing and monitoring
guidelines for continuing education programs were drawn up in conjunction
with a task force of presidents and deans of continuing education.

#i#




DEPARTMENT OF COMMUNITY COLLEGES
NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
200 W, JONES STREET

ROBERT W. SCOTT RALEIGH, NC 278031337
STATE PRESIDENT
January 29, 1988
TO: Presidents

v
FROM: Delane F. Boyer, Coordlnafo;p
Adult High School Prcgrams

SUBJECT: Referral of High School Dropouts from the Public School System

The purpose of this memorandum Is to provide Interim guidance on a high
school dropout policy adopted by the State Board of Education (see zttached
memorandum) and sent to local superintenderts on November 10, 1987, by the
Department of Public Instruction. This policy was adopted as a result of
Senate Bil| 184 (copy attached) that directs the public schools to refer
dropouts to appropriate services.

The policy adopted by the State Board of Education establishes a dropout
referral system where a dropout may be referred to an extended day school,
alternative school, or optional school program, including a community college
system adult high school completion program. The policy stipulates that no
student entering an alternative educational program will be allowed to
graduate prior to his or her normal date of graduation without the written
permission of the local superintendent.

The dropout referral policy adopted by the publ ic school system is being
reviewed by the department as to its impact on our existing policy on
providing educational services to minors through the adult high school
completion programs. In the interim, please use the following guidel ines
to administer your adult high school compietion programs.

1. Continue to follow the policy as stated in the NCAC 2C .0305(b) for
minors to be enrolled in the Adult High Schoo!l Diploma or GED program.
Accept the form or letter from the local school as a waiver of the six-
month waiting period before the dropout can be enrrolled in the Adult High
School Diploma or GED progrdm and continue to require a notarized
petition from the minor's parent or legal guardian.

2, Continue to follow the policy under NCAC 2E .0303(d)(1) for minors who
are incarcerated, patients in state-operated institutions, in the Job
Corps or ii the military.",

3. Student dropouts referred by the public schools can be enrolled at
anytime In the Adult High School Diploma or GED preparatory progrem and
given the NC Competency Tests or GED tests as appropriate.

1vo
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4, No student referred under the new dropout policy will be allowed to
graduate prior fo his or her normal date of graduation without the
written permission of the local superintendent. For students who do not
have written permission to graduate prior to their graduating class,

please indicate at the top of the GED application form (DCC 9-8) the date
of their graduating, class by writing:

DO NOT AWARD DIPLOMA UNTIL:

MONTH DAY  YEAR

5. For minor students taking the GED tests who do have written permission
from the local superintendent to graduate prior to their normal date of

graduation, please attach a copy of the written permission to the GED
appl ication form (DCC 9-8).

6. Continue to follow the existing policy for those minors (16~17 year old)
who have officialiy dropped out of high school for more than six months
and who are not referred under the new public school policy. Continue to
require a notarized petition from the parent or legal guardian of the
minor student. For these students, the GED dipioma can be awarded upon
successful completion of the GED tests or the adult high school diploma
can be awarded In accordance with your Agreement of Affiliation.

The.new dropout referral policy requires a verification of the student's

enrol Iment in the program to which the dropout was referred by the public
school system.

Please share this information with your GED examiners. Should you have any
questions on this matter, please call me at (919) 733-7051, Ext. 302.

DFB: jm

Attachments

L]
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¢} NORTH CAROLINA
DEPARTMENT OF

PUBLIC INSTRUCTION STATE o R ILLIPS

116 West Edenton Street ¢ Education Building
Raleigh ¢ 27603-1712 - _ m%%%‘%‘s‘lﬁs‘}m?&ééﬁ

November 10, 1987 SUPPORT SERVICES

MEMORANDUM

TO: Superintendents

FROM:  Theodore R. Drain A= ~— N, &
RE: Actions of the State Board of Education:

(1) Amendments to State Board Policies and Procedures for
Dropout Prevention
(2) Dropout Referral System

At its meeting on October 1, 1987, the State Board of Education took action
on two documents related to dropout prevention. Both of these documents are
attached.

‘ The State Board of Education Policies and Procedures for Dropout Prevention
were amended in several important ways, effective October 1, 1987. The major
changes include the following provisions:

. All high schools having a ninth and tenth or a twelfth grade
must have an in-school suspension program.

. Dropout prevention funds may be used in all grades, kindergarten
through grade 12. :
. Local plans for dropout prevention shall be submitted once every

three years with annual updates.

. Up to 5% of the dropout prevention funds or $25,000, whichever
is less, may be used for administrative costs, including
adninistrative staff, supplies, and travel. Specifically, the
eligible costs are: '

. 6210-02-126 Salary-Supervisor
. 6210-02-186 Salary-Workshop Participant
. 6210-02-312 Workshop Expenses
. . 6210-02-332 Travel-Supervisor
. 6210-02-412 Supplies and Materials

The dropout referral system implements a law passed by the General Assembly
during its recent session. It provides a vital 1link through referral to further
educational services for students who choosge to drop out of school. The first
option for referral is an extended school day, alternative school, or optional

‘ school program. If your school system does not have one of these options and
you are interested in initiating such an effort, you may want to call on the
Division of Support Programs for assistance. Please note that the superintendent's

E MC A equal opportunily/affirmative action 'W'l !J n .
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signature on the referral form does not constitute approval of an early graduatio.‘
Written permission to graduate prior to the normal date of graduation would be
considered as a separate matter., I urge you to work closely with your community
coliege to assure that the referral does, indeed, lead to the successful

completion of each student's course of study,

If you have questions as you implement the revised policies and the new
referral system, please call Dennis Davis or Anne Bryan at 733-6286.

TRD/AB/cw
Attachments

cc: Dropout Prevention Coordinators
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A S . : _ Attachment -# 10.
Dropou: Referral System ‘

Senace Bill 184
Renommendacions for. Implemencacion )
1f, after repeated intervention efforts by school system personnel, a
youngster chooses to drop out of school, he/she 1s to be referred to an
appropriate alternative for further educational services.

a. “Appropriate" shall be defined as that program or service which best
meets the needs of an individual youngater‘according to his/her age,
present grade level, academic abilicy, and:incerests.

b. Referral of a youngster to appropriate services'shall occar at _the

time he/she drops out of -the high school program in which he/she is

currently enrolled,

. Each gtudent who drops out of the regular high school program shall first

be referred to an extended school day program, alternative school, or

optional school if guch a program exists in the area and if it provides

- appropriate services for the individual.

1f there 1s no alternative program available or if an existing alternative

program operating in the LSAU does not meet the needs of ‘an individual

student. he/ahe vill -then be referred to the communicy college syscem..

Any student who drops out .of a "public school alternative program, including

extended school day and optional school, shall be referred to the community
college aysﬁem.

Referral far appropriate educational gervices to‘any educational program

- shall be wade on a form to be designed by the LSAU and to include the name

of the studeuc. date of birth, age, address, telephone number, current
grade level, date of uithdraual. and recent test data (achievement and
competency test dara where appropriate and if applicable) The form ghall

be signed by the principal and the superintendent, (A sample form for

referral 1s attached.) A copy of the referral form ghall be kept in the

student's cumulacive folder for documentation of referral.

BESTCGPYAUIiElE .,




10,

' including .the community college system,

Beginning vith the 1987-88 school yeer, there will be no required vaiting

q

(“4

period between the time a student dropa out of school and ‘the time he/ehe .
may enroll in an appropriate alternative program, including the community )

college system. However, no student entering an alternative educational

Program will be allowed to graduate prior to his/her normal date of gradua-

tion.

) At the time a student drops out of the public echool he/she ghall be

coded WZ Upon his/her entry into an. appropriate alternative program.
‘the enrolling program shall
notify the public.school and the withdrawal code shall ‘be changed to W1,

w2* s will then be reduced on the next principal's monthly report. If a

student enrolls in an alternative program within the same school month of

dropping. out,. he/ahe may, be coded Wl, thus eliminating the need to change

withdrawal codes.

(
@

If et the end of gix weeks, the public'school has not received verirication
of the student's enrollment from the program to. which he/she was referred,
it ia suggested that personnel from the.public .school make: contact with
that educational program to determine the ‘youngster's status. It ig

recommended that school systems develop 4 gystematic process for follow--up

activities regarding dropouts.

‘This implementation process refers only to youngsters aged 16 or older.

The conmunity college system will Rot enroll any persen under age 16.
Some school systems do have alternative programs for students in the
middle grades and junior high school.. In that case, a youngster moving
into such a program will be coded as a tranefer. * North .Carolina law

prechibits echools from drooping studeats from earollment prior to age 16,

A atudent way be referred to an appropriate educational prograz with or (

without his/her consent,
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T ' REFERRAL FOR ALTERNATIVE EDUCATION

Referring School:

Address:

Phone: )

Agency Receiving Referral:

Address:

Date of Referral:

Signacure'of Person Completing Referral:

Title:

. Student: | . Age:
. Date of Birth: Phone:

Addresgs:

Current Grade: = - ¢ Dats of Withdrawal;

Reason for Withdrawal:

MOST RECENT ACHIEVEMENT TEST DATA:

Test: ' . ‘ Form: - Date:

Total Reading Percentile:-

Total Language Percentile:

- Total Math Percentile:




" CoMPETENCY. TEST SCORES (1f applicablejyw- "\ -

Date: R

Raw Scores: Reading: Math:

Writing Essay:

Hritiqg Objective:

: Signature of Principal
. Signeture of Superintendent
Date iy
) i
*Attach copy of student's transcript,
. Uy i’ ve _ X . -.:.‘ . o o LR X ~
HEAIN - 1. .. i R e R AT L S . ..

) [ ! ! .
: ' . ] ..' N - : A} ‘ 1 .
bovaro T ‘
X : 5 1 {

. i b f !

. ‘ ’- . 4 . - ,
HE ; ' .
o cet .
. e or
1 ! R
. .4 * .
v ! -
. o’ o .
s 1




Rev. 10/1/87
STATE BOARD OF EDUCATION
DROPOUT PREVENTION PROGRAM
POLICIES AND PROCEDURES
The 1985 General Assembly established the state dropout preventlon fund
as a part of the Basic Education Program. The intent of the General Assembly
is to increase the number and range of services to high~risk students. It is
the policy of the State Board of Education that dropout prevention be a part of
the educational program of every local education agency. The Board has estab-
lished the goal of reducing the dropout rate in every local education agency by
one half from 1985 to 1993. ‘The Board authorizas and directs the staff of the
Department of Public Education to develop and provide guidelines. standards.
informational materials, and programs and in any othet'appropriate‘way to sup-
port this statewide effort. The frllowing policies and procedures, standards,
and'progrém'optibns of the State Board of Education guide the implemeﬁtation of
the state dropout prevention furd. Other guidelines, standards, procedures, ;nd
- manuals, when apprOVed'by the State Board, are incorporated and made a part of
this policy as is set forth fully herein.
I.  ADMINISTRATIVE GUIDELINES
1. Before funds can be used tc meet other dropout preveﬁtion neede, all
high schocls having a ninth and tenth grade or a tvelfth gr;de must
have an in-school suspension program.
2. Funds may be used to support programs and services to high-risk students
in all grades, kindergarten ;hroréh gradé 12,
3. Each school system shall develop and maintain an identifiable and
targeted dropout prevéntibn érogram to meet the needs éf stu&ents
‘at-risk of achool failure. The dropout prevention program should be .

discrete and goal-oriented and constitute a new initiative to keep

studen:s in school.
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ADMINISTRATIVE GUIDELINES (continued)

4.

Each LEA shall submit a system-wide plan for dropout prevention once

every three years with annual updates on forms to be provided by the ‘
Department of Public Instruction. The plan shall include a problem

statement, objectives, strategies, and the method of evaluation and

impact measures to be used. It shall include plans for all grades,
kindergarten through 12.

Funds may be used to employ full-time or part-time personnel.

Funds may'bg used to compensate substitute teachers.

Allfﬁersonnel must hold State Board of Education certification

éﬁprobriate for the teaching or student services (counselor, school

."psychologist, or school social -worker) position held.

* Up to 5% of the funds or $25,000, whichever is less, may be used

" for admihistrative costs, including administrative staff, supplies,

10.

128

and travel.

A1l work of staff employed through dropout prevention funds must .

S

" directly benefit students at risk of dropping out. Dropout prevention

staff'may, however, share proportionately in routine duties carried
out by all staff of a school.

State dropout prevention funds wmay not supplant dropout prevention

’programs funded from other state and federal sources (except Job

Training Partnership Act funds.)
oo - : '
A11 Average Daily Membership positions which are generated by dropout

prevention progréms, such as extended school day and alternative schools,

oo

‘aust remain within those programs to provide additional services to

LI i . :
high-riak youths.
o H

" Funds . nay be used for dropout prevention programs throughout the

T
'twelve months of the fiscal year but may not be carried forward to

the next fiscal year. - ’




I. ADMINISTRATIVE GUIDELINES (continued)

13. Each LEA shall report the following information to the Department of

Public Instruction: (1) data on programs implemented through the
’ e state dropout’prevention fund, (2) status of compliance with the
program standards and indicators adopted by the State Board of
Education, and (3) data on dropouts. The Department of Public
" Instruction will specify data to be reported, provide forms aﬁd
indicate reporting dates.
IIl. PROGRAM STANDARDS AND PERFORMANCE INDICATORS
.,  Each LEA shall be expected to meet the following standards for dropout
| 'preVention as demonstrated through the related indicators in order to
" ‘evaluate the program's impact:-
A. Provide an aliernativalto out-of-school suépension by creating a
| ' learning and therapeutic environment within the school for students
‘with problems which would normally lead to out-of-school suspension.
" Indicator: e A reduction in the number of out~of-school

‘ . suspensions from the previous school year.

. A reducfion-in the number .of in-school

suspensions from the .previous school year.

' :B.' -Develop and adopt By the :local board of education a system-wide
discipline ﬁolicy'incorporating a continuum of approaches to be used
in hddresaing-behavior problems.

" Indicator: - e A reduc;ion in the number of incidents and
| referrals to the principal’s office for behavior
- - | problems from the previous school year..

. Completed copy of the adopted discipline policy.
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II. PROGRAM STANDARDS AND:PERFORMANCE INDICATORS (continued)

c. -

Cs

‘Implement a system, using teachers, counselors, or other appropriate

personnel, for early identification .of high-risk students, grades

- K-12, ‘with an emphasis on the early grades, K-3.

Indicator: . . - Development and adoption of a system for the
identification of high-risk students, kinder-
garten through grade 12.:
.. -~ Development and maintenénce of a profile of each
. high-risk student. The profile should include
grades, truancy (attendance record), number of
c : - retentioné and discipline problems.
Develop and enhance. programs and services to identify, assess, and
resolve difficulties which may interfere with a student's attendance.
Indicator: - :. . A reduction in truancy from the previous school
S year. |

Establish linkages with community agencies for program support and

. -'coordination.

'Indicator:' sDeveloﬁment_and.adoption of written cooperative
agreements with at;least twé‘community agencies
serving high-risk studentg.

. Collection of data on the.number of referrals of
iﬁdividual:students to community agencles (results

to be:submittqd.to.state.agency).

b
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III. PROGRAM OPTIONS

A wide range of programs for dropout prevention is needed within every
school system and community to complement the quality educational programs
available to all students. Listed below are the types of programs which
may be funded through state dropout prevention funds. Within these
general options, the specific programs to be impiemented will be
determined by each local school system based on an assessment of needs

' '_. and local priorities. Local programs may include‘components of one or
‘more of these options, but every school system 18 encouraged to develop
pregrems which can most effecti;ely meet local needs.
A.i in-School Suspension Programs

| in-school suspension programs provide alternatives fot students

i

whose behavior is disruptive and eouid result in suspension or

. - expulsion, The programs fecus on reduction of d;l.srupiiVe behavior
o/ | ' ' a;d provide classroom instruction as well as counseiing.
B, lceunseling éot High~Risk Stedents.
Counseling fot high-risk students focuses the skills of counselots
.on pteventing and alleviaci;g the ptoblens facing atudents which can
. 1sad-cq_dtopping out. Counaelors identify ﬁigh-tisk students and
" ... follow up-t&,assute thqt needed services atelptovided.'
C.' "Early Ident%fication and Iﬁtetvention Ptegra;s'
Early 1dentification andiinfetventgon programs seek,fe recognize

IR : " students who may face problems and prevent or ameliorate those

problems before they become severe.

e




"Extended school day programs are an extension of the conventional

Extended .School Day Programs
@
high school proéram designed to meet the particular learning needs

and styles of dropouts and potential dropouts and offer them an

"alterna:ive program for completing their high school education.

1

Heeting in afternoon and evening hours, they offer flexibi]iry in

curriculum. scheduling, and teaching mechods.
i K ) ‘

‘Job Placement Specilalists

" "Job placement specialists identify potential dropouts and offer

counseling, remediation, and job preparation.services designed to

;' meet their individual needs.

CF

':. vori environment and are designed to provide them with skills

Traﬁsirion Programs

Transition programs provide handicapped students and other potential

dropouts ‘with services that assist them in moving from school to the

. - pecessary to compete in today's socilety.

e §peEia1 Prograﬁé:for High—Rin Students

Special programs for high—risk students are designed to meet
particular local needs and priorities. The basic requirenent of each
progran is that its primary goal be keeping students in school.
Among the types of progrema ;het may be funded are:

;'Keédemie remediatioﬁ for high-risk students

:'Aiternative schools . g'

. School-within-a-achool

. Other programs that serve groups of.high~risk students, such

as the handicapped, single parents, offenders, substance abusers,

or pregnant students, or provide special services, such as school ’
social work or school psycholagy services to high-risk students.

6
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GENERAL ASSEMBLY OF NORTH CAROLINA
1987 SESSION
RATIFIED BILL

CHAPTER 340
SENATE BILL 184

AN ACT TO DIRECT THE PUBLIC SCHOOLS TO REFER STUDENTS WHO

DROP OUT OF THE PUBLIC SCHOQLS TO APPROPRIATE SERVICES.
The General Assembly of North Carolina enacts: {

: Section 1. G.S. 115C-47 is amended by adding a new subdivision to read:
"(32) To refer all students who drop out of the public schools to appropriate

‘services. Loca! boards of educaticn shall refer all students who drop out of the
-public schools to appropriate services. When appropriate public school services such
-as extended day programs are available, the local boards shall refer the students to
.those services, When appropriate public school programs are not available or are nog
'suitable for certain students, the local board shall refer the students to the community

college system or to other appropriate services.,"
S Sec. 2. This act is effective upon ratification and shall apply to all school
years beginning with the 1987-88 school year, -

' *In the General Assembly read three times and ratified this the 12th day of

June, 1987,

ROBERT B. JORDAN i}

Robert B. Jordan [I]
Président of the Senate

LISTON B. RAMSEY

Liston B. Ramsey )
Speaker of the House of Representatives

LI




DEPARTMENT OF COMMUNITY COLLEGES
NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
200 W. JONES STREET

ROBERT W. 8COTT RALEIGH, NC 278031337
STATE PRESIDENT 9187337061

August 22, 1988

MEMORANDUM

TO: Vice-Presldents/Deans of Continulng Education
Vice-Preslidents/Deans of Instruction

»Fo L L Je1 L6~
FROM: Bob"t; C. Anéﬁqgn, Director

Continuing Education Services

Roger Worthingfon, Director

Program Devel ma51' Services

SUBJECT: Revised Form DCC 9-33

Attached Is a revised form for use In requesting approval for curriculum
programs/courses and extenslon courses to be of fered to Correctional System

Inmates. You should begin using the new form immedlately with your next
request for program/course approval.

For extension courses, your president should forward three applicatlions with
course plans to Bobby L. Anderson, Director of Contlnuing Educatlion. For

curriculum, the same should be forwarded to Roger Worthington, Director of
Program Development Services.

If we may asslist you, please fee! free to call.

BLA:RW:sh
Atfachment

pc: Presldents
Dr. Janlce Kennedy-Sloan

1. CC~-88-238
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REQUEST FOR APPROVAL FOR CURRICULUM PROGRAMS/COURSES AND EXTENSION CCURSES
. TO BE OFFERED TO CORRECTIONAL SYSTEM INMATES

CURRICULUM [ EXTENSION [ ]
1. Community College Institution

2. Name and Location of Prison Unit

3. Curriculum: Title Code Number

Attach a compiete curriculum per format in compliance with curriculum
standards (Appendix E Curriculum Standards Manual).

4. Extension Courses (Attach Course Plan)

a. Academic: Course Title

Course Number

b. Avocational: Course Title

Course Number

c. Occupational: Course Title

Course Number

‘ d. Practical Skills: Course Title

Course Number

e. Other: Course Title

Course Number

f. Length of Instruction:

(1) Length of each class meeting in hours:
(2) Number of weekly class meetings:
(3) Total hours of instruction for the course:

g. Length of comparable course offering in
institutional/community setting:

5. Approved by the local President, Board of Trustees,
and Local Unit Superintendent

PRESID' AT CHAIRMAN, BOARD OF TRUSTEES
. ~LOCAL UNIT SUPERINTENDENT
DCC 9-33
July 1988
-3-




INSTRUCTIONS FOR COMPLETING FORM DCC 9-33

Three copies of Form DCC 9-33 should be completed for each
different curriculum or each different extension course for
offering in each correctional institution.

Curriculum programs/courses and extension courses offered to
correctional system inmates shal}l be implemented in accordance
with criteria approved by the State Board of Community
Colleges on April 9, 1981, and contained in Memo CC-81-97,

May 28, 1981.

Extension courses should be classified in accordance with the

list of courses in the current Extension Course Numbering
System.

Indicate whether curriculum programs/courses or extension

$ourses by checking the appropriate block on the application
orm.

An institution that desires to offer an occupational
curriculum must submit (or have on file with the department) a
curriculum that complies with the appropriate curriculum
standard. Submit these forms to the Vice President for
Program Services. Approval of the request by the State Board
of Community Colleges shall constitute approval to offer the
cu;ricu]um/course in the designated correctional institution
only.

For extension courses, there must be a course plan, including
an outline, with specific learning objectives stated, and an
evaluation method by which the student’s  progress s
measured.

Reporting System Requirements:

The following system will be used by each institution to
report classes providing instruction to "captive" and

"co-opted” (immured) groups on the Institution’s Class Report,
Form SS-1.

When classes for immured groups are reported on the SS-1 Form,
designate by affixing the following code P - Prisons
(Correctional System Inmates) in the first position of the
course number. (For example, BUS P3001).

. To maintain consistency between the course approval system and

the FTE reporting system, it is necessary that each course
prefix and number be included in both the course approval and
FTE reporting systems.




‘ APPROVAL FOR CURRICULUM PROGRAMS/COURSES AND EXTENSION COURSES
TO BE OFFERED TO CORRECTIONAL SYSTEM INKATES

SIGNATURES:

Director of Prisons Date
Department of Correction

Educational Services Director Date
Department of Correction

Vice President for Programs Date
Department of Community Colleges

. pCC 9-33
November 1989




’ APPROVAL FOR CURRICULUM PROGRAMS/COURSES AND EXTENSION COURSES
TO BE OFFERED TO CORRECTIONAL SYSTEM INMATES

SIGNATURES:

Director of Prisons Date
Department of Correction

Educational Services Director ’ Date
Departiizent of Correction

For Extension Courses:

Vice President, Adult & Continuiﬁg Edﬁcation ! Date
Department of Community Colleges

For Curriculum Programs/Courses:

Vice President, Programs Date
Department of Community Colleges

‘ DCC 9-33
‘ July 1988




10.

IMMURED APPROVAL PROCESS FOR CORRECTIONAL SYSTEM INMATES

The application and course outline are reviewed and signed by the DCC
Institutional President, Chairman of the Board of Trustees, and the DOC
Local Unit Superintendent.

Three copies of the application and course plan are forwarded to the DCC
Director of Continuing Education (Extension) or to the DCC Director of

Program Development Services (Curriculum) by the Institutional
President.

Three copies of the application and appropriate course plans are then
forwarded to the DOC Educational Services Director for recommendations
regarding approval.

The DOC Educational Services Director reviews the application to
determine appropriateness consistent with the Long-Range Plan and
refers, with recommendations, to the DOC Educational Planning Board.

The DOC Educational Planning Board reviews and recommends action to the
DOC Educational Services Director.

The Educational Services Director signs and forwards approval forms to
the DOC Director of Prisons.

The Director of Prisons signs and forwards approval forms to appropriate
DCC Staff.

Appropriate DCC staff reviews approval forms and prepares initial
approval letters for the State President’s signature. Copies of these
letters will be sent to the DOC Educational Services Director. Upon
receipt of this initial Tletter of approval, the institution is
authorized to offer the immured program/courses.

Recommendations for course offerings are then submitted to the State
Board of Community Colleges for final action.

Following State Board of Community Colleges’ approval, a copy of the
monthly report will be shared with:

A. The DOC Educaticnal Services Director who wili
share with Correctional Facilities Superin-
tendents, Institution Heads and other personnel
as appropriate.

B. The DCC Institutional President who will share
with Deans of Continuing Education and other
personnel as appropriate.




DEPARTMENT OF COMMUNITY COLLEGES
NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
200 W. JONES STREET

ROBERT W. SCOTT RALEIGH, NC 276031337 $19-733-7061
STATE PRESIDENT

September 16, 1988

MEMORANDUM

TO: Vice-Presidents/Deans of Continulng Education

FROM: Bobby L. Anderson, Director <5< AZ
Contlnuing Educatlon Services

SUBJECT: Community Service Program Plan

The State Board of Community Colleges adopted the attached procedures for

implementing the community service biock grant at Its regular Board meeting
on July 7, 1988,

| am happy to share with you all of the Information to date as It aspplies to
the implementation of communlty service courses. Attachment | Is a
definition of community service programs, criterlia, and addlitional
clariflcation as transmitted to preslidents of Institutions (CC-88-199) on
July 12, 1988, from Thomas C. Klng, Jr., VYice Preslident for Finance.
Attachment 11 Is an appllcat.on form wlth Instructions for vour Community

Service Program Plan (DCC 9-34) that must be returned to my cfflce no later
than November 1, 1988. :

The effectlive date for Implementatlion of the Community Service Program was
July 1, 1988. |f you began of fering academic, avocatlonal, practical skllls
courses, or cultural and clvic actlvities during July and have already
col lected and deposlted registration fees o the State Treasurer, you may
write a refund check agalnst state funds and deposit the amount to
instltutional funds.

To report student hours generated through courses or semlnars in the
avocat ional, practical skills, or academic course areas utlllze the exlsting
student hour reporting procedures and/or policles noted in NCAC 2D.0324
through 2D.0327. The college should not report the cultural and clvic
activities through the existing student hour reporting mechanism. These
activities wll! be Incorporated In the annual evaluatlion report submitted to
the Depariment of Community Col leges.

. CC-88-253

<,
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Vice—Presidents/Deans of Contlnuing Education
Page 2

September 16, 1988

The department will be reviewling very .carefully .any .request from institutions
to transfer courses from the community service category Into other

categorles. Approval of such transfers wili be the exception rather than the
rule.

If | may assist you, please let me know.

BLA:sh
Attachments

pc: Presidents
Dr. Janice Kennedy-Sioan




Attachment I

COMMUNITY SERVICE PROGRAM

Deflnltion: A program designed to provide courses, seminars, and actlvitlies
that (1) contribute to the community's overal | cultural, clvic
and Intel lectual growth; and (2) assist adults in the
development of new skills or the upgrading of exlsting ones In
thelr avocatlonal, academic, and practical skills areas of

Interest In order to Improve the quality of lives of the North
Carolina clitlzenry.

Academic Courses:

Designed to serve the academic needs of adult citizens,

Including courses in humanities, mathematics and science, and
scclal sclence.

Practical Skills Courses:

Desligned to provide practlical tralning for persons

pursuing additlonal skllls which are not consldered
their major or primary vocation, but may supplement
Income or may reasonably lead to employment.

Avocatlonal Courses:

Designed to focus on an Individual 's personal or
lelsure needs rather than thelr occupation, profession,
or employment.

Cuttural and Clvic Activitles:

Designed to meet community needs through lecture and concert
serles, art shows, semlnars, conferences, and exhlbltions.

Al locatlon of Funds:
Grant to Institutions:

. $30,000 Base :
. $.25 per adult 25 years of age In service area based on’
1980 census

. $315 per FTE using average FTE for {ast three years

« Annual plan approved by Board of Trustees and
Department of Communlty Col leges

« Annual evaluation report on annuai plan to Department
of Community Col leges

Non-FTE Generating and Categorlcal Funding:




Courses of fered: General Publlc, Immured Groups, and Senilor
Citlzens

Cost:
. Serlor cltlzens (Free)

. Senlor cltlzens may voluntarlly contribute funds to
col lege

« Senlor cltlizens may pay for sel f-supporting classes

Accountabl|lity:

SubjJect to regular State Audlting Offlce and Depariment
of Cammunlty Col ieges' audits.

The changling of Community Service Programs to a non-budget producing FTE
basls leaves the col leges short In the number of Institutlonal support
positions and administrative posltions that heretofore have been earned
through the additional enrollment allotment of the formula. Enrollment
al lotment positions are currently earned based on the col lege's total

FTE. Inasmuch as the Community Service FTE will no longer be used for

budget FTE purposes, this would reduce the non-Instructional support
positions earned by the col lege. By changlng the ratlos for al locating
these positions, we will retaln the same number which would have been
earned had the FTE basls been contlnued at the level of 1987-88.




H.

COMMUNITY SERVICE PROGRAM PLAN

Criterla for Communlty Service Courses

Courses of fered will be those Identified in the Contlnulng Education
Course Numbering System as Academic, Avocatlonal, Practical Skills, and
Cultural and Civic Actlivitles.

Courses of fered wil! be In conformlty with all applicable pollicles
and regulations.

Courses of fered will be non-FTE generating and categorically funded.
These funds may not be used for any other purpose.

Courses should be of fered to the general public, immured groups; and,

In particular, to senlor cltizens In accordance wi+h sound educatlicnal
practices.

Courses should be of fered In accordance with an Institutlonal plan
which shall be developed and submitted by November 1, 1988.

Courses of fered wili not be subject to the approved Institutlonal

accountabl ity and crediblility plan but will be subject to regular
state and community college audlits.

Institutlons may charge reglstration fees for community service

courses, semlnars, or activities as determined by the lccal Boards of
Trustees. These funds shall be deposited In an Institutional account
to be used to support the community service program. No budget/FTE wil |
be earned for cammunlty service courses, semlnars, or activitlies. Each
col lege must employ an equivalent of one full-time position from elther
recelpts col lected from particlipants In the commun!ty service program or
use a portion of the funds earned In the formula for addltlonal

enrol iment al lotment positions to employ an equlvalent of one full=time
poslitlion to coordinate the community service program. Block grant funds
may not be used for administration or coordination of the program but
shal | be used to provide cammunlty service courses, semlnars, or
actlivitles.

No reglstration fees or tultion will be collected from senior cltlzens,
65 years old or older, for community service courses. Senlor cltizens
particlipating In a total ly sel f-supporting program shal | be charged as
well as other participants.

Community service program enrol Iments shall be calculated for full~-
t+ime equlvalent student reporting purposes when one-half of the
course has been compieted, and only those students In attendance In

" one-half the classes prlor to the census date shall be reported.

Communlty Service FTE Is not used for budget purposes but shall be
reported to provide accounting for FTE served by the col lege.




COMMUNITY SERVICE PROGRAM

Additional clarification as presented in Numbered Memo CC-88-199.

ltem F - Estabiishment of Tultion and Fees
1. Tultlon rates remaln the same In 1988-89 as In 1987-88.

2.a. Occupational extenslon registration fees remaln flfteen dollars
($15.00) as was the case In 1987-88.

2.b. Communlty Service course fee structure has been changed in keeplng with
the new Bilock Grant approach. Each local board Is delegated the
responsibility to establish reglstration fees for Community Service
Programs at Its college. The fees may vary from course To course.
There Is no minimum or maximum fee required, and the Board may declde
to of fer some Community Service courses at no cost.

All Community Service fees shall be retalned by the local college for
support of the Cammunity Service Program. The fees collected may be
used to employ an Indlvidual, or Individuals, as coordlnators or
admlnistrators of the Communlity Service Programs.

Should
the fees, . not be sufflcient to provide for an Individual to perform
these duﬂes, you must use enrollmenf al lotment funds. Fees col lected
.shall. be used to provide addlﬂonal Community Service Programs or to
_'cover the cost of admlnisferlng this program.

Fees collected durlng 1987-88 for Communlty Service Programs and
deposited In local Instltutional funds may be carrled forward Into the
Canmunlty Service Program for 1988-89 and used as set out In the
preceding paragraph.

4, The pollicy of not charging Individuals who are legal residents of North
Carollna who have attalned the age of 65 remains In effect. Under
extraordlnary clrcumstances, when you provide a program that Is totally
self-supporting, senior citizens should be charged as any other
particlpant. Note that we say "should": however. 1f other participants
are willing fo pay the cost and ajlow senior citizens to participate at
ne cost, this would also be acceptable.

ltem | - Community Service Block Grant

Block Grant funds may only be used to provide educatlonal courses or
cultural and clvic actlvities. The administration and'coordlnaﬂon or

budgef formula. Block Grant funds are to assure that the opportunitles for
the cltlzenry and, In particular, the senlor cltlzens, are continued. These
are categorlical funds and may not be fransferred to be used for other
purposes.




Block Grant funds are not divided Into salary and other cost categories. [t
Is your responsibillty to budget these funds as you anticipate spending them.
They.must be budgeted In the three categorles whlch now constitute ‘the
Community Serylce Program,; The manner In which they are budgeted should also
reflect the actlvities set out In your Communlty Service Program Plan.
Budget transfers among these categories wlll be a simple matter of submitting
Form 104 to Inform us of changes which may occur among these three categorles
during the year. You must code expenditures according Yo avocational,
-practical skills, academic,” or. culturalrand:-civic’ activitiess All recelpts’
col lected for these courses shall be deposited in an institutional account
and disbursed directly from that account for costs Incurred in the del Ivery
or coordinatlon of Cammunlity Service Programs. o

item J - Community Service Block Grant Hold-Harmless Provision

The funds required to carry this out have not been determined as of yet.
They will be different than those shown on the earl!ler attachments based on
changes In reported FTE. As soon as we have determined the correct amount,
an additlonal allotment wll!l be made available to assure a hold-harmless
provision for enrol iment al lotments.




Attachment II

NORTH CAROL INA DEPARTMENT OF COMMUNITY COLLEGES
Division of Adult and Continuing Education
Continuing Education Services
Raleigh, North Carolina 27603-1337

COMMUNITY SERYICE PROGRAM PLAN

Instltution Name

Person(s) Completing This Plan Date Submitted

Describe the planned use of cammunity service funds to Implement
academic, avocational, and practical skllls courses for:

A. General Public

B. Immured Groups

C. Senlor Citizens

-OVER-

DO 9-34
Ay, '88




I1. Describe the planned use of community service funds for cultural and

clvic activities. .

I11. Describe the administrative support to be provided for Community
Service Extension Courses.

APPROVED BY:

Vice Pres!dent/Dean
of Contlnulng Education

Date
President
Date
Chalrman of the Board
of Tiustees
Date

Vice President of Adult
and Continuling Education
Department of Communlty Col leges

Date .




® e

Section |. The description of the planned use of community service extension
course funds covered by this plan should Include the following:

A. General Publlc

1. Estimate the amount of the grani to be used for services
to the general publlc.

2. Estimate the number of persons to be served.
B. {immured Gfoups

1. Estimate the amount of funds to be used for services to
Immured groaups. (New course of ferings for Immured groups
must be approved on form DCC 9-14 or DCC 9-33.) A description

of the planned use of funds should take Into conslderation the
fol lowing groups:

a. Correctlonal Inmates (Based on the joint correctional
education plan developed for your
institution.)

b. Residents of rest or nursing homes (Based on State Board

. position cn the proper
role for rest and
nursing homes.)

c. Clients of sheltered workshops

d. Residents of alcoholic rehabllitation centers

e. Resldents of mental retardatlion centers

f. Military personnel on base

g. In-patients In mental hospitals

2. Estimate the number of persons to be served.
C. Senior Cltizens

1. Estimate the amoun’ of funds to be used for services to senlior
- clitlizens In additlon to those funds indicated above for Immured
groups. Descrlbe the efforts fo be undertaken to assure that
approprlate courses will be provided to senior citizens free of
cost. Consideration should also be given to institutional
policies on length of course, class slze, and course
repetition.

2. Estimate the number of persons to be served.

Section |Il. Describe your Instlitutions planned involvement In the cultural
and clvic actlvities In your service area.

‘ Section Ill. List the names and tltles of all Indlviduals who will provide
direct administrative support for Community Service Extenslon Courses.
Specify the amount of time each Indlividual will devote Yo this effort.

DCC 9-34
Aug. '88

1;5 J




\ =k o
®, (]
3 -~ - - -
. | S

DEPARTMENT OF COMMUNITY COLLEGES sep 20
NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES R
200 W, JONES STREET T T .
ROBENRT W, 8COTT RALEIGH, NC 270031337 e 7 197337051
STATE PRESIOENT . ——

September 19, 1988

KEMORANDUN

TO: Continuing Education Directors/Deans
Directors of Small Business Centers
Directors of Focused Industrial Training
Business Managers

FROM: Larry Morgan, Director
Auditing and Accountin

Jean Overton, Director 9{&” M,

Small Business Programs

John Wiles, Consultant .
. Business and Industry Services %/W
SUBJECT: Registraticn Fees for Small Business Centers
and Focused Industrial Training

Recently, our office has received several inquiries regarding the application
of registration fees for programs sponsored by the Small Business Centers.
Information was developed to address this issue and subsequently included in

material mailed to the colleges in April, 1987. However, this information
has not been applied consistently.

Enclosed is the_information which has been updated to reflect recent program
changes originally mailed to the colleges in April, 1987 (see enclosure).
Basically, the enclosure identifies the applicable situations to charge
registration fees to students/clients participating in Small Business Center
programs and Focused Industrial Training (formerly identified as Cooperative
Skills Training).

Please share this information with the appropriate individuals at your
college and do not hesitate to contact us if you have additional questions.

LM/J0/wd
Enclosure

‘ cc: Community College Presidents

13 CC-88-259
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4/87
Amended 8/88

e DEFINITIONS FOR CLASSIFYING
SHALL BUSINESS CENTER AND FOCUSED INDUSTRIAL TRAINING
PROGRAM ACTIVITIES

Small Business Center and Focused Industrial Training Program activities are
to be classified as either a course/workshop, a conference, or a seminar/

meeting for the purpose of reporting student membership hours and for the
collection of registration fees.

A registration fee will be collected for all activities supported with Small
Business or Focused Ir.ustrial Training Program funds which are classified as
a_course and/or workshop. Activities that are classified as a conference or
a_seminar/meeting which are supported with Small Business Center or Focused
Industrial Training Program funds will not collect a registration fee. Small
Business Center or Focused Industrial Training classes that are funded with
regular budget FTE funds will be subject to requirements for charging
applicable registration fees, and also, to the policy for full-time
equivalent student and student membership hour reporting (NCAC 2D.0324).
Also, when reporting student hours for Small Business Center classes or
activities note unique class designations assigned through the continuing
education course numbering system. The following definitions will be used
for classifying activities for Small Business Center and Focused Industrial
Training Programs.

. Course/Workshop

A course/workshop is a sequential offering generally under a single
instructor meeting on a regular basis for a stipulated number of class
sessions over a short period of time. Ordinarily, a course/workshop would be
offered for at least ten hours unless it is mandated by a state or an
accrediting agency for less hours. In establishing courses and workshops,

you should assure that the following conditions have been included in your
course outline:

(a) Tests or examinations would generally be given depending
upon the course requirements.

(b) Although courses can be informal in nature, they still need
to retain sufficient structure in order to be a
recognizable course.

(c) Note NCAC 2E.0101(2) which defines continuing education
programs.

Conference

A conference is a general type of meeting usually of one or more day's
duration, attended by a large number of people. ~A conference will have a
central theme, but is often loosely structured to cover a wide range of
topics. The emphasis is on prepared presentations by authoritative speakers,

‘although division into small group sessions for discussion is often a related
activity.




Seminar/Meeting

A seminar/meeting is a small grouping of people meeting primarily for
discussion under the direction of a leader or resource person or persons.
Seminars/meetings are generally one-time offerings even though they may
continue for more than one day.

If questions develop regarding the above information, please contact Dr. Jean
Overton, Director of Small Business; Mr. John Wiles, Senior Program

Consultant, Business and Industry Services; Mr. Larry Morgan, Director,
Division of Auditing and Accounting, Department of Community Colleges.

ea
A

g CC-88-259




DEPARTMENT OF COMMUNITY .COLLEGES

NORTH CARCUINA STATE BOARD OF COMMUNITY COLLEGES

200 W, JONES STREET
ROBERT W. SCOTT RALEIGH, NC 276031337
STATE PRESIDENT
October 13, 1988
MEMORANDUM
TO: Presidents
Cammunity College System
FROM: Edvard H. Wison, Jr. Q
Executive Vice President ¢

SUBJECT: ALIISSION - Legal-Aliens,” Former Residents of Other States

It is my understanding that legal aliens and former residents of other states
who: (1) are less than 18 years ald, (2) have neither campleted high schodl Of
its equivalent nor attended elementary or secondary schoal in this state, (3)
do not have a parent or legal quardian in this state, and (4) who have not

been emancipated pursuant to the law of this state, are seeking admission to
our calleges.

Rule 23 NCAC 2C.0305 (Education Services for Minors) does not appear to
address these situations. The primary purpose of rule 23NCAC 2C.0305 is to
discourage high school students fram dropping out of schoal to attend our
calleges. It appears that this concern would. not .apply to legal aliens
meeting the conditions set forth above. ; Theferore, the Department hereby

‘waves the.requirements of rule -23NCAC.0305. conterhing. prior. approval - of the.

local educational.agency or parent ‘or legal guardian .as a precondition for
adnission to our calleges..: Further the Department advises. the calleges to
obtain releases from the local educational asancy‘prior to admission of
persons who are former residents of other state who meet the conditions set
forth above. However, both legal aliens and Yormer residents of other states
must meet the state residency requirenents to be classified as North Carolina
residents for tuition purposes. '

CC-88-287

10
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DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES

200 W. JONES STREET
ROBERT W, SCOTT RALEIGH, NC 276031337 9197337061
STATE PRESIDENT .
February 3, 1989

MEMORANDUM

TO: Presidents, Deans, Registrars

FROM: Sanford C. Shugart W

Vice President for rograms

SWBJECT: Waiver of Fees for Firefighting, Law Enforcement and Emergency
Services Personnel

Chapter 115D-5(b) authorizes the State Board of Community Colleges to waive
" firefighting, law enforcement, rescue and
others in continuing education courses (and
B.L.E.T.) related to these functions. For some time, questions have arisen

regarding military, civil service and other federal employees in these
emergency services jobs.

At its January meeting, the State Board clarified its intent regarding these
provisions:

"lt is the intent of the State Board of Community Colleges

that tuition and fees shall be waived for federal criminal

Justice personnel, 1aw enforcement personnel, firefighting

personnel, 1ifesaving personnel and rescue persornel in the
same manner as all other similar groups of state and local

emergency services and public safety personnel

frovided that
the permanent duty station of these personnel is within North
Carolina,

We believe that the fiscal impact of this change will be minimal (between
$1500 and $15,000 statewide); but hope 1t will simplify your training
arrangements with federal and military agencies,

For any clarifications, please contact Mr. Chuck Barham or Mr. Ken Farner
here in the Department.

Thank you.

‘ll’ SCS/Jw

cc: Chuck Barham ’
Ken Farmer 11/
B]]] CO]e cc_89_3]
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DEPARTMENT OF COMMUNITY COLLEGES

NORTH OAROLNA“%A‘A;I"E BOARD OF GOMMUNITY COLLEQES
ROBERT W. §COTT 3 %

1337 07307031
GTATE PRERIDENT

February 21, 1989

REMORANDUM

T10: Presidents
North Carolina Community Colleges

FROM: Sanford C. Shugart, Vice President for Programs.ﬁ‘ f) /)

William R. Pursell, Director, JTPA Program Services;ﬁ/

SUBJECT: Request for Proposals for JTPA "Education Grants* (8% Projects)

The Department of Community Colleges is requesting proposals from

‘ community colleges for grants to support programs under the "Education
Coordination and Grants® (8%) section of the Job Training Partnership Act

to be operated during Program Year 1989 (July 1, 1689 - June 30, 1990).

This memorandum is intended to be an executive summary of the program as
well as a transmittal notice of the Request for Proposals (RFP). Attached
is a copy of the appropriate “Preliminary Program Description, Attachment
A," which was submitted to the N.C. Division of Employment and Training
(DET) by the local Private Industry Council(s)(PIC). Also attached is a

copy of the RFP which contains those documents to be submitted as a part
of the proposal(s).

As you are aware, as part of the strategic planning process, the DET has
broadened the role of the local PICs in the planning of the 8% program to
include the identification of local training needs and the PIC's priorities
for training programs to deal with those needs. Therefore, proposing
institutions must submit proposals which are responsive to these needs

and are consistent with the program priorities as outlined in the
Attachment A(s).

As you consider responding to this RFP, please be aware of the fact that

the total anticipated funds needed throughout the state as indicated by the

Attachment A's far exceeds the total of the funds available. Therefore, the
department will not be able to fund all proposed programs and the requested

budgets should be kept to the barest minimum. Also, please note that grants
‘ w'l'lg be made contingent upon the availability of funds to the department.




Presidents
Page 2

As you consider responding to the RFP, there are several facts about which
you need to be aware:

- the Job Training Partnership Act requires a minimum of a

dollar-for-dollar matching of the 8% funds which may be either
in cash or in-kind services;

- coordiration between the local institutions and local JTPA
administrative entities must take place and cooperative
agreements and PIC concurrence forms must accompany proposals;

- the intent of the program is to provide training for and/or

related services to eligible JTPA participants, so reguests for
the purchase of equipment must be kept to a minimum;

= JTPA funds will not generate regular budget FTE, but will
generate administrative funds (approximately 20% of curriculum
budget FTE). Only when JTPA funds are used to support
instructional costs will regular budget FTEs be granted.

The deadline for submission of proposals is 5:00 P.M. on April 3,
1989. Three copies must be submitted to

JTPA Program Services

Department of Community Colleges
200 W. Jones Street

Raleigh, NC 27603-1337

To further expedite the coordination with other JTPA entities, a
synopsis of this RFP has been transmitted to the offices of local JTPA
SDA. In addition, we strongly recommend that you or a member of your staff
contact the director(s) of the appropriate SDA(s) to inform him/her of your

intentions regarding the program and to further involve him/her in the
planning process.

If you have any questions regarding this information, technical
questions about the planning process or if assistance is needed, please

contact Bill Pursell, Stephanie Deese, or the DCC/JTPA Coordinator assigned
to your institution at (919) 733-705i.

SCS/WRP/SD/b1
Attachments

c: Deans of Continuing Education
Institutional JTPA Coordinators
Division of Employment and Training la

~ L
-

CC-89-51




DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES

200 W. JONES STREET
ROBERT W. SCOTT RALEIGH, NC 276031337
STATE PRESIDENT
February 20, 1989
MEMORANDUM
TO: A1l Continuing Education and Extension Directors

A1l Emergency Services Training Coordinators

FROM: Ken Farmer, Di rector%%-m/

Fire Training Services

SUBJECT: New Procedure on Fire Service Instructor Methodology and
: Request for Instructors

In July of 1988, the North Carolina Fire Commission and the Fire
. Training Services Section of the North Carolina Department of
Community Colleges adopted a new program of Fire Instructor Certification.
The new program placed the responsibility for the delivery of Fire Instructor
Methodology Training on the staff of Fire Training Services Section.

Our staff has developed a revised instructor methodology training program
and some new procedures for its implementation.

1. In order to insure that all Fire Commission requirements are met on a
uniform basis throughout the state, the Regional Fire Training
Coordinator has the sole authority to schedule and coordinate the
delivery of methodology training programs.

2. All students will be required to pass all knowledge exams and
related tests by a minimum of 70%. :

3. Instructors who deliver this program must meet all state
standards as established by the Fire Training Services Section
of the North Carolina Department of Community Colleges. These
instructors must also participate in a special training program
on the delivery of the course material.

|

AL C-89=59
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MEMORANDUM
Page 2
February 6, 1989

The methodology course will continue to be offered by the Tocal community
college and will earn budget FTE credit. The various changes are being made

due to the commitment on our part to adhere rigidly to the Fire Commission
Instructor Standards Program.

Please review the attached procedure. If you have any questions, please
contact your respective Regional Fire Training Coordinator.

KF/sdb
Attachments

cc: Sanford Shugart '
Joe Sturdivant
Dave Cauble
Tim Bradley




February 1989

METHODOLOGY TRAINING AND DELIVERY POLICY
FIRE TRAINING SERVICES
NC DEPARTMENT OF COMMUNITY COLLEGES

OVERVIEW: In order to meet the requirements of the NC Fire
Commission Instructor Manual Section 403 which requires the
staff of the Fire Training Services Section of the North
Carolina Department of Community Colleges to deliver
instructor methodology to all potential fire service
instructors in North Carolina this policy is adopted. To
clarify roles and assign clear responsibilities the follow-
ing procedures are adopted for the delivery of instructor
methodology training effective 2/1/89.

l. COURSE MATERIAL: The course material used must be the
approved "“Fire Instructor Methodology Training Program" as
adopted by the Fire Training Services Section of the NC
Department of Community Colleges on or after 2/1/89. The
Course outline may be obtained from the respective Regional
Fire Tralining Coordinator for review purposes only and may
not be copied for any reason. All copies are the sole
property of the Fire Training Services Section of the
Department of Community Colleges. Copies of the course
materials will be assigned to qualified instructors.

2. COURSE LENGTH: The minimum class 1length shall be 37
instructional hours. There shall be additional class hours
by a factor of one hour and fifteen minutes (1:15) for each
student in the course to allow for presentation time. There
shall also be one hour allotted for examinations at the end
of or during the course delivery (Example: Class of 15
students - approximate class iength: 57 hours and 45 minutes)

3. CLASS SIZE: The maximum class size is 15 students. A
minimum class size will be set by the responsible regional
fire training coordinator in cooperation with the local
community college supporting the delivery of the
instructional program.

4, PRESENTERS/INSTRUCTOR: The lead instructor shall be one
of the following: A) A NC Community College Fire Training
Services Regional Fire Training Coordinator or the Director
of Fire Training Services; B) A team of NC Community College
Regional Fire Training Coordinators; C) A selected group of
specially trained qualified instructors. The lead instructor
shall be defined as the primary person who schedules,
conducts, and evaluates the program.

5. TESTING: All course material knowledge examinations shall
be administered by the respective Regional Fire Training
Coordinator. The Fire Service Knowledge examination will be
administered by the NC Fire Commission and will be presented
to students by the respective Regional Fire Training
Coordinator:

. .-
14
3w




6., OBJECTIVES: All students shall meet all 1identified
objectives of NFPA 1041 as specified by the NC Fire
Commission in Section 403 of the Fire Instructor
Certification Manual. These objectives shall include all of
Level I and II objectives for State Fire 1Instructor
Certification. Objectives meeting levels III and IV may be
met as indicated by the class objectives.

7. ACCEPTED METHODOLOGY EQUIVALENTS: Individuals must submit
a written request to the Director of Fire Training Services
for the NC Department of Community Colleges to accept other

instructional methodology training equivalent such as college
or university course work, military programs, and other
state's fire instructor certification. The decision of the

Director may be appealed to the NC Firefighter Certification
Board.

8. CQURSE DELIVERY: The Course will be delivered upon demand
in the state. Requests for c¢lasses must be submitted 1in
writing to the respective Fire Training Coordinator.

Each class shall be scheduled by the respective Regional Fire
Training Coordinator with at least a 30 day advanced notice.
Justification for each class must be provided to the Director
of Fire Training Services and each class must have the
written approval of the Director of Fire Training Services of

the NC Department of Community Colleges prior to it's
official announcement.

S. COORDINATOR RESPONSIBILITIES: The following areas of
instruction shall be delivered solely by the respective Fire
Training Coordinator or another Fire Training Coordinator:
1. Instructor Evaluation - 1 hour and fifteen minutes

per student

2. Test Batteries - 1 hour

3. Fire Commission Procedures - 2 hours

4. Community College Procedures - 1 hour

5. Instructor Liability - 1 hour

10. EVALUATION: All programs shall be evaluated on a regular

basis. There shall be a formal written evaluation done by
each student at the conclusion of each course.

11. INSTRUCTOR LIABILITY TRAINING: During the course each
instructor candidate shall receive a block of instructions on
the concepts and issues related to Iinstructor liability.
This shall include but is not limited to liability insurance;
Fire Commission penalties; Standards based training; and
proper roles and responsibilities.

12. COMMUNITY COLLEGE PROCEDURES TRAINING: During the course
each instructor candidate must receive a block of

instructions on the following issues related to the Community
College System:

Class Rosters

Class Registration and Forms

The FTE System

Internal and External audit issues _lé\;

0oy




Class Outlines requirements

50% Attendance point, 20% Registration point
Class room security '
Salary issues

. Contract issues

. Alien and other Forms

Other Information as needed

U th O

*~

13. CLASS ATTENDANCE: Attendance at all classes is regquired.

Excused absences up to 10% of the class may be allowed with

instructor approval. Make up time is optional depending upon
the decision of the instructor.

14. MASTER CALENDAR: The Director of Fire Training Services
shall maintain a master calendar of all instructor
development and certification deliveries in the state at all
time. This calendar shall be established on a minimum of six

months on advance after July 1, 1989. This calendar shall be
distributed to all interested parties upon request.

15. REQUIRED STUDENT MATERIAL: 21l students will be provided
a student manual for this course by the Department of
Community Colleges, Fire Training Services Section. Each
student will be responsible to provide a copy of the current
edition of the International Fire Service Training
Association (IFSTA) Fire Service Instructor Manual. The North
Carolina Fire Commission will provide one copy per student of
the current Fire Instructor Certification Manual.

16. EXAMINATIONS: As part of the course all students will be

given either a series or a single examination to test their
comprehension of the course material presented. The minimum
passing score for all examinations is 70% correct. .

17. CLASS SUBJECTS AND HQURS OF INSTRUCTION: The following
minimum hours and subjects are established for this program:
SUBJECT HOURS
1. COMMUNICATIONS 6
2. WRITING PERFORMANCE OBJECTIVES 6
3. ASSESSMENT TECHNIQUES 4
4. RESOURCES FOR THE INSTRUCTOR 2
5. EFFECTIVE LESSON PLAN DEVELOPMENT 8
6. CLASSROOM & STUDENT MANAGEMENT 3
7. METHODS OF INSTRUCTION 2-4
8. AUDIO VISUAL MEDIA 2~-4
9. PROCEDURES AND LIABILITY 4
TOTAL HOURS 37~-41




18. DELIVERY PLAN: Upon the request and approval for a course
to be conducted the following events will occur:
a. 60 days prior: 1. Instructor team assigned and scheduled
2. Facilities will be confirmed
3. Potential students will be contacted in
regards to interest and will be screened
for compliance with Commission
prerequisites
b. 30 days prior: 1. All qualified students will be notified
of acceptance
2. All class materials will be assembled
c. 10 days prior: All students will be confirmed via phone
- or letter of attendance

ADOPTED EFFECTIVE FEBRUARY 1, 1989 NC DEPARTMENT OF COMMUNITY
COLLEGES, FIRE TRAINING SERVICES SECTION

APPROVED BY NC FIREFIGHTER CERTIFICATION BOARD : JANUARY
25, 1989




DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES

200 W, JONES STREET
ROBERT W. SCOTT RALEIGH, NC 276031337 9OTHT051
STATE PRESIDENT
July 7, 1988
MERORANDUM
TO: Presidents

FROM: Delane F. Boyer, Coordinafoﬁb
Adult High Schoo! Programs

SUBJECT: Revised Quarterly Report for AHS Program

Attached is the revised quarterly report form, DCC 9-10, to use in reporting
the number of Aduit High Schooi diplomas awarded.

Please note that the revision of this form includes a requirement to |ist the

‘ names with respective soclial security numbers for those individuals awarded
an Adult High School diploma on the reverse side of the form. The list of
names will be used to compute incentive funds for each college offering the
Aduit High Schooi Diploma program. We are also asking the president to sign
the form to attest to the number of diplomas awarded. The number of diplomas
awarded should be consistent with what is reported in the Annual Literacy
Data Report. A copy of this quarteriy report with the |ist of names should
be kept on file for audit purposes.

The attached form is to be used beginning with the 1989 summer gquarter.
Shouid there be no diplomas awarded during the quarter, please indicate with
a zero and submit the report.

Thank you for your support and cooperation. Should you have any questions,
piease call me or Joy Matthews at (919) 733-7051, ext. 655.

DFB: Jm
Attachment

pc: Dr. Janice Kennedy-Sioan
Mr. Bobby L. Anderson

CC-5-89-73




DEPARTMENT OF COMMUNITY COLLEGES
NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
200 W, JONES STREET

ROBERT W. SCOTT RALEIGH, NC 276031337

919-733-7061
STATE PRESIDENT

June 29, 1989

MEMORANDUM

TO: Presidents

Deans/Directors of Continuing Education
Business Managers

\
Vice President for ance

Janice Kennedy-Sloa ﬁ,wﬂbﬁ%&ﬂzn
Vice President for Continuing

Education

o oo
FROM: Thomas C. King, Jr.j x

. SUBJECT: Reporting Student Hours for Literacy Programs

Memorandum CC-89-172 dated June 2, 1989 from the department indicated that
"Effective with Summer Quarter, 1989, all Literacy Programs (ABE, GED, AHS,
and Compensatory Education) classes must be reported under the Contact Hour
Rule.” Due to numerous questions received, we are enclosing additional
information to assist you in applying contact hour reporting in literacy
programs beginning Summer Quarter, 1989 so that college reporting procedures
will be uniformly applied. The clarifications are offered below:

A. A1l literacy classes will be reported based on actual student
attendance (contact). That is, a student would have to actually

attend a given class period in order for that time to be reported
to the department.

B. Literacy classes are divided into two categories for reporting
purposes.

I. Regularly scheduled classes as per NCAC 2D.0324(a)(1).

a. Each class hour of instruction shall be scheduled
for 60 minutes.

b. The college shall provide for a minimum of 50

minutes of instruction for each scheduled
' 60-minute hour.

- - -89-209
5 15 ) - cc8
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Presidents

Deans/Directors of Continuing Education .
Business Managers

Page 2

June 29, 1988

c. A student shall be considered in attendance only
if he or she is present for a given class. If
the student attends a given class meeting, the
number of hours scheduled for that class shall
be reported for that student. If the student is not
in- attendance for that class meeting, no student
hours shall be reported for that student for that
class meeting.

- A student dis defined to be in attendance
in a given class if the student attends
at least one-half (%) of the scheduled
class meeting.

- For example, if a student attends a
scheduled three-hour Adult Basic Education
class for 1% hours, the student would be
deemed in attendance and three hours
would be reported for that student for
that particular class meeting.

d. A regularly scheduied literacy class should not 0
exceed a three-hour session. For example, a
regularly scheduled literacy class should not
be scheduled from 6:00 p.m. until 10:00 p.m.
in one evening session.

e. Breaks of 10 minutes could be utilized each hour
or during the period of instruction, but could
not be accumulated. For example, a class scheduled
from 6:00 p.m. until 9:00 p.m. could not “save"
breaks to the end of the period, adjourn one-half
hour early, and report three hours per student in
attendance.

f. Student attendance must be documented on the class
attendance record.

g. Student hours reported for any student could not
exceed the number of hours the class is scheduled
to meet on the class contract.

fma
[0y
f.




Presidents
. Deans/Directors of Continuing Education
Business Managers
Page 3
June 29, 1989

II. Non-regularly scheduled classes as defined by NCAC
2D.0324(b)(1).

a. All non-regularly scheduled literacy classes will
have student hours calculated, repo-ted, and
documented consistent with NCAC 2D.0324(b).

b. A contact hour is defined as 60 minutes of
instruction as per NCAC 2D.0324(b)(3).

¢. A student sign-in/sign-out record or time clock
should be utilized to document student attendance.
Students taking individual short breaks would not
have to sign out. If a scheduled class break is
taken, the break time could not be included in
the time reported for that class meeting.

If you have any questions, please contact Bill Cole at (919) 733-7051,
‘ extension 203; or Bobby Anderson at extension 309.

TCKir/JIKS/ jmh

- CC-89-209
l. ".,‘ ~4 ’




DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES

200 W. JONES STREET
NOBERT W, SCOTT RALEIGH, NC 2718031337 197337061
STATE PRESIDENT
July 10, 1989
To: GED Examiners/Alternate Examiners
From: Ana Cuomo, GED Essay Coordinator

Subject: GED Essay Accountability Report and Institutional Verification
Form DCC 9-35/IMPORTANT UPDATES FROM GEDTS

With the implementation of the GED Essay component in July of 1988, you have
been required to verify and account for the number of essays scored by GEDTS
each week. Since that time, you have been using a DRAFT copy of the GED
Essay Accountability Report and Institutional Verification Form. DCC has
adopted the form and assigned it a number--DCC 9-35. Enclosed is the final
copy of the form to photocopy when reporting the number of essays scored each
week by GEDVS. Discard any previous versions of the form.

‘ Please make sure the ENTIRE form is filled out when sending it to me--it is
imperative that ALL of the information on the form be filled out. Send me
the verification form with a copy of the score report and the certified mail

receipt (or a photocopy). Do not send me the Candidate Roster Sheet--that is
for your records only! DCC has a facsimile machine if you would Tike to send
it that way; our FAX number is 919-733-0680.

We are trying to better coordinate the distribution of essay topic letters.
GEDTS has assured us that we will receive the master topic letter in the
state office two weeks prior to its rotation date. This will give me enough
time to photocopy it and send it to all of you. In the event that it arrives
here too close to the rotation date, GEDTS has given me permission to extend
the deadline dates. The change will be noted on the topic letter when you
receive it. A new essay topic letter was mailed to you on June 15 with a
topic rotation date of June 23. If you have not received it, let me know.

PLEASE READ THE ENCLOSED MEMO FROM GEDTS; it will answer many of your
questions regarding delayed/incorrect lithocodes, score reports, etc. Please
check your center i.d. number, address, and ZIP CODE on your contract; no-
tify GEDTS of any changes that need to be made. If you have not filled out
the "ORDER FOR ESSAY SCORING SERVICES" sheet, and maiied the appropriate
copies to GEDTS and this office, please do so at once. You will not receive
envelopes until GEDTS has this information. GEDTS has revised the essay
envelopes (without Tabels to attach) and you should be receiving them soon.
Continue to send your objective test answer sheets using the yellow labels

‘ onlyi

I have a lost score report dated 4/25 with the following eight 1ithocode
numbers on it: 1276338; 1276338; 1276340C; 1276341; 1276342; 1276343;
1276345; and 1276346. The center i.d. number is not visible, and I cannot

)]
’
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GED Examiners/Alternate Examiners
Page 2
July 10, 1989

tell what institution it belongs to. Please call me if you think it belongs
to you. GEDTS has informed me that the new answer sheets will have 7-digit
lithocodes that begin with the number ‘2’ or ’3’. Previous lithocodes had 6

digits beginning with various numbers, or 7-digit 1ithocodes beginning with
the number ‘1’.

The AHS Diploma Program will now be administering the N.C. Competency test on
a quarterly basis. The scheduled dates are as follows: July 25-27; October
31-November 2; February 6-8; and April 10-12. Make-up tests will be admini-
stered the following week. This information is helpful in planning regulariy
scheduled testing times for the GED tests. Please keep your instructors
posted on testing times and student progress--it is important for them to
know if their students have completed the program. I am now compiling the
essay scores for essays administered from January through June, 1989; this
information will be in the next memo. If you have any questions about the
information in this memo, please call me at 919-733-7051, ext. 649.

AC
Enclosures

cc: Presidents
Deans of Continuing Education
Ms. Coni Thomas, GEDTS
Dr. Janice Kennedy-Sloan
Mr. Bobby Anderson
Dr. Delane Boyer

15 ;
CC-89-220




DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES

200 W. JONES STREET
ROBERT W. SCOTT RALEIGH, NC 278034337
STATE PRESIDENT
October 18, 1989
IMPORTANT
MEMORANDUM
TO: Deans of Continuing Education

FROM: Bobby L. Anderson, Director BT
Continuing Education Services

SUBJECT: Procedures for Administering the TABE for Placement of Literacy
Students

$19-733-7051

Attached is the procedures for administering the TABE test for placement

‘ of literacy students. The testing task force and the state staff have been
working to make this information available.

Please note the items identified with an asterisk which have implications

of student placement in programs. Effective November 1, 1989, any student
regardless of the years of schooling completed, including high school
graduates, testing at the ABE level (8.9 or below) may be placed in an ABE
program. No person testing above 8.9 should be placed in ABE and no student

with a standard high school diploma should be placed in GED or Adult High
School programs.

You will not have to request permission to enroll high school graduates
testing at 8.9 or below in ABE programs.

Please share this information with your entire literacy staff. If I can

assist in these matters, please contact me.
BLA:sh
Attachments

pc: Presidents

o~ CC-89-321
1_ A
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ATTACHMENT 1

. NORTH CARGLINA DEPARTMENT OF COMMUNITY COLLEGES

PROCEDURES FOR ADMINISTERING THE TABE
FOR PLACEMENT OF LITERACY STUDENTS

The purpose for administering the TABE is to provide a systematic means
of achieving proper level placement and measuring the progress of literacy
students. It is not to be used for regulating funding, evaluating teachers,
determining curriculum or grading students. The following guidelines are
provided for administering the locator, battery and survey forms of the TABE:

o Every effort should be made to create the proper environment when
administering any test. Adults especially need to understand the purpose
of the testing and how long it will take. As much stress as possible
should be eliminated by acknowledging their anxieties and by stating that

it is not a matter of pass/fail, but an effort to better serve their
needs.

e The locator tests in reading and mathematics should be administered to
your students to determine which level(s) of TABE Survey Form or TABE
Complete Battery to administer. A student can take a different level of
TABE in reading and language than in mathematics. Also note that a
student should not be administered the reading and language section(s) of
TABE if the raw score on the reading part of the locator test is seven {7)

or lower. The locator tests should not be given in Tieu of the survey or
‘ the battery forms of the TABE.

o If the appropriate level(s) of the Survey Form or the Complete Battery of
the TABE are administered, the most valid score for a student will be the
composite of the Total Reading, Total Mathematics and Total Language
scores. This “"composite score,” called the total battery scale score, is
determined by averaging the scale scores from these three content areas of
the test. This average scale score is then converted to a grade
equivalent using Table 71 in the TABE norms book. Remember, you should
not average Grade Equivalent scores.

o Regardliess of the form (Survey or Battery), the TABE should be timed when
administered. Allowing too little or too much time may distort test
results.

e Whichever tests you administer to the student as a pretest should be
administered as the posttest. No student should be given a posttest that
is below the range of the pretest given. However, the student may take a
higher level of the TABE as a posttest if their official pretest score was
higher than the nominal range of the test level and the teacher feels the
student has made progress. '

o Testing to show movement (pre and posttest) should occur at least once a
year. However, the frequency of testing beyond this should be determined
by the literacy program personnel based on program configurations and

. student needs.

t' “s
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e If a student takes a certain level of TABE and scores more than two years
above or below the nominal range for that test level you should retest
that student, if possible, with the next higher or lower level to get a
more accurate placement score. The following table can be used as a guide:

NOMINAL TWO YEARS TWO YEARS
LEVEL RANGE BELOW ABOVE
E (EASY) 2.6- 4.9 1.6* 6.9
M (MEDIUM) 4.6- 6.9 2.6 8.9
D (DIFFICULT) 6.6- 8.9 4.6 10.9
A {ADVANCED) 8.6-12.9 6.6 NA**

* Any score below 1.6 should indicate the need for an individualized
assessment.

** Not Applicable.

o The test results should be documented as the starting level of the
literacy student when he/she entered the literacy program.

e Specific placement tests for ESL, CED, and non-reading students have not
been identified for use at this time. You should continue to use whatever
means you are currently using to place these students until specific tests
are identified. Therefore, the TABE is not appropriate for these students.

o The documentation of a student as mentally retarded should be used in lieu
of administering a placement test for CED students. However, CED students
should have access to taking the TABE, if it is appropriate to show
movement.

e If the TABE is not used for diagnostic purposes, other tests appropriate
to the needs of the literacy student, such as the GED Practice Test,
should be used in planning the instruction of literacy students.

o Effective November 1, 1989, any student regardless of the years of
schooling completed, including high school graduates, testing at the ABE
level (8.9 or below) may be placed in an ABE program or course if that
level of placement seems appropriate for the student. Please document
these students separately for auditing purposes.

o Test results should be used as only one factor in the assessment and
placement of the students in literacy programs. Placement decisions are
not mandated by test scores alone. Factors, other than tests scores,
which affect the placement of students should be documented. However, no
person testing above 8.9 should be placed in ABE and no student with a
standard high school diploma should be placed in GED or AHS.

Source: Department of Community Colleges Testing Task Force.
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DEPARTMENT OF CONMMUNITY COLLEGES
NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
200 W. JONES STREET

ROBERT W. SCOTT RALEIGH, NC 276031337 $19 73,7061
STIKTE PRESIDENT

March 26, 1990
MEMORANDUM

T0: President
Dean of Student Services
Dean of Instruction
Dean of Continuing Education
Registrar
FTE Reporting Administrator
Computer System Administrator

FROM: "Bill Bullard, Supervisor
‘ IBM Programming Team & Statistical Services
Information Services

SUBJECT: Revised Institution Class Report
Instructions (Effective Summer Quarter-1990)

Attached are the revised instructions sets for the Institution Class Reports
for Curriculum (DCC 7-3C) and Extension (DCC 7-3E) programs. These new
instructions replace DCC 7-3C and DCC 7-3E from March 31, 1989.

Change To The ICR Systems

The change to the two reporting systems is the addition of a field called

the “contracting agency code." This field identifies any course taught under
a contractual agreement between the college and another agency designated as
one of the following areas:

- Cosmetology
- Professional Clinical Services
- University or College

The Contracting Agency field is needed to determine the number of FTE earned
under contractual agreements.

1 £, “} €C-90-105
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Contract Kumber

For all colleges using the I1IPS software, revision 6.0 will incorporate the
collection and editing of the Contracting Agency Code. MNon-Prime schools are
responsible for implementing these required changes.

For all colleges not using the I1IPS software for Continuing Education, the
FTE auditors request that, if possible, you report the contract number for

your Extension classes (see the record layout in DCC 7-3E instruction set).
The I1IPS software handies this automatically.

If you have any questions, please contact me at (919) 733-7051, extension
365.

BJB/1hs

Attachments
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ATTACHMENT 2

@ PART 1 DESCRIPTION

The Tests of Adult Basic Education, Forms 5 and 6 (TABE 5 and 6) are norm-
referenced tests designed to measure achlievement In reading, mathematics,
language, and spelling -- the subject areas commonly found In adult basic
education curricula. TABE § and 6 tests focus on the basic skills required
for a person to function In soclety. Because the tests combine the most
useful characteristlics of norm-referenced and criterion-referenced tests, they
provide Information about the relative ranking c¢f examinees against a norm
group, as well as specific Information about the Instructional needs of
examinees. The tests enabie tcachers and administrators to dlagnose,
evaluate, and successfully place examinees In adult educatlion programs. In
addition, <correlations between TABE scores and scores on the General
Educational! Development (GED) tests provide a means for predicting scores on
the GED tests based on scores obtalned on TABE 5§ or 6. Other uses of TABE
include pre- and post testing to measure growth, and program evaluation.

There are four overlapping levels and two parailel forms, Forms S5 and 6,
offerad at each level. The advanced l!evel absent from the previous edlition of
TABE has been added to provide better coverage of material usually taught In
high school. Thls expanded covarage shouid be especlally helpful for
examlinees who are planning to take the GED tests. The levels and estimated

‘ grade ranges are as follows:

LEVEL BANGE
E (Easy) . 2.6-4.9
M (Medium) 4.6-6.9
D (Difflcult) 6.6-8.9
A (Advanced) 8.6-12.9

-
-

ltems are based on educational oblectives and broad process classliflcatlons.
The content categorles were deflnead by examining current adult education
curricutum guidss, pubilshed texts, and Instructlonal programs. The process
classliflications, Including recall and recognltion, Inference. and evaluation,
were derlved from varlous taxonomles. Brief descriptions of the tests folliow.

COMPLETE BATTERY AND SURVEY FORM

The compliete battery test books for Levels E through A contain tests In four
basic content areas: reading, mathematlcs, language, and spelling. The TABE
survey Form, whlch is a shortened version of Form §, tests all the areas

covered In the complete battery, except spetling. (See Table 1.)

The Complete Battery and the Survey Form are both on the same scale. The

Complete Battery has two forms and enough Items to allow subskll! diagnosis as
weil as benchmark scores. The Survey Form Is too short to allow subskiil
," dlagnoslis; however, |t may be used to obtain benchmark estimates of
per formance based on the content arsa scores (reading, mathematics, language)

or on the totai score.

ERIC to1E




Table 1

NUMBER OF ITEMS AND TIME LIMITS FOR TABE 5 AND 6, LEVELS E THROUGH A .
CONTENT AREA TEST COMPLETE BATTERY SURVEY FORM
Numberof Approximate Number of Approximate
items Total Time* tems Total Time*
Practice Exercise 12 20 12 20
(Optional)
Locator Test S0 37 50 37
Reading 1 Vocabulary 30 17 15 8
2 Comprehension 40 37 15 14
Mathematics 3 Mathematics 48 43 15 14
Computation .
4 Mathematics 40 37 15 14
Concepts and
. Applications .
Language 5 Language 30 15 15 7
Mechanics
6 Language 45 41 15 14 ‘
Expression '
Speliing 7 Spelling 30 13
*iR*minutes

(e2]
s

Sourca: Technical Report for Tests of Adult Basic Education, Forms 5 and
CTB/McGraw-Hill, Monterey, California.
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Interpreting Locator Test Scores

The scores an examinee receives on the Locator Test indicate the level of the TABE Survey Form
the examiner should administer. ’

The following chart shows the level of the TABE Survey Form that is appropriate for scores ob-
tained on the Locator Test. The cut points were calculated independently for Vocabulary, Mathemat-
ics, and Total scores. An examinee's total score on the Locator Test may be conveniently used to
assign a TABE level. However, if the Localor Tes!t scores indicate a significant difference in an ex-
aminee’s verbal and number skills, e.g., more than two TABE levels apart, it may be appropriate to
assign the examinee one TABE level test hook for Reading and Language and a different level test
book for Mathematics. If different test books are administered to the same examinee, be sure that
subtests within a content area are administered at the same level, e.g., Vocabulary and Compre-
hension in the Reading content area. Administer Language Mechanics and Expression at the same
level. Make certain that the examinee marks the correct level of the test in the appropriate space

on the answer sheet and be sure to use the correct answer keys and norms tables in scoring and
interpreting the tests.

NOTE: The cut points are guidelines. Use them in conjunction with any knowledge of the exam-
inee’s previous performance to help determine placement in TABE levels.

LOCATOR TEST SCORES TABE LEVEL
TO ADMINISTER
Vocabulary Mathematics Total
13 and below 12 and below 29 and below E
14-18 13-18 30-39 M
19-22 19-22 40-44 D
23 and above 23 and above 45 and above A

Source: Tests of Adult Basic Education, Survey Form, Examiner's Manual;
CTB/McGraw-Hill, Monterey, California; Pages 21-22.
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DCC 7-3C
Instructions
March 15, 1990

INSTITUTION'S CLASS REPORT - CURRICULUM
pcC 7-3C

EFFECTIVE: Summer 1990

PURPOSE :

Information reported on the Institution's Class Report, DCC 7-3C, is used to
compute quarterly and average annual Full-Time Equivalent Enrollment (FTE)
which are used for budgeting and funding purposes. Accuracy and timeliness
are very important. Information reported is subject to audit.

(A copy of Form DCC 7-3C is attached (Attachment 4) which may be used in lieu

of submitting machine readable data.) We encourage you to submit your data in
machine readable form. :

SCHEDULE

Institution‘s Class Report - Curriculum, DCC 7-3C, is completed from
information gathered on class rosters which are required to be maintained by
each instructor. It is suggested that copies of the class rosters be
submitted to a central pcint in your college after each class reaches the
twenty percent point or at the end of each multi-entry/multi-exit class.

The Institution's Class Report - Curriculum data should be reported according
to the following schedule:

Fifteen calendar days after the end of your college's officially scheduled
quarter. In no case should you report DCC 7-3C data later than the dates
shown in the table below.

No. Reporting Period Final Due Pate
1. June - August September 21
2. September - November December 21
3. December - February March 21
4. March - May June 21

ALL DATA FOR EACH REPORTING PERIOD MUST BE RECEIVED BY THE DEPARTMENT OF
COMMUNITY COLLEGES ON OR BEFORE THE FINAL DUE DATES.

If you are reporting by magnetic media (computer tape, cassette, CCNET,
etc.) you should make only one DCC 7-3C report for each reporting period to
include both 20% type classes and ‘contact hour' type classes. If you are
reporting using the hardcopy forms, then you should send batches of reports
as soon as you complete them so that DCC can begin data entry processing as
early as possible.




INFORMATION ACCURACY:

Your college is responsible for submitting accurate and timely ICR-Curriculum ‘
data on your report to the Department. The information you submit will be

accepted as submitted so you must make final editing on each ICR class record
prior to submitting a report to the Department. A copy of your final edit
renort and FTE report will be sent to your college as in the past.

ERPOR CORRECTIONS:

Errors found on any quarterly DCC 7-3C report are to be corrected in a
subsequent quarter in accordance with the following rules:

1. You should review the final edit report computer printout returned to
your college by the Department and determine if any errors affecting
the total number of membership hours by program category (College
Transfer, General Education, Technical, or Vocational) exist. If
errors do exist, you must determine the cumulative effect on
membership hours by program category for all errors and report an
error correction record in a subsequent quarter that reflects the
total error correction. )

2. The error correction record 1is a special ICR record and must be
reported using the following format:

Department Code (Class Prefix): ZZZ

Course Number: 9939 .
Section : 1st digit - Quarter correction applies to ‘
2nd & 3rd digit - Year correcticn applies to.

For example, you are preparing the ICR quarterly report for your 1990
third reporting period (Winter Quarter) and have determined that
errors were made in the prior Fall quarter that must be corrected.

You have determined that the cumulative change in membership hours due
to errors for the quarter is:

-500 Coliege Transfer Hours
200 Technical Hours.

Then you would report an ICR error correction record on your Winter
ICR report as follows:

One ICR record to correct the Fall quarter errors with a Department
Code, Course Number, and Section of ZZZ, 9999, 289, respectively;
college transfer and technical membership hours as shown above; and
total membership hours of -300.




3. You may report error correction records for as many prior quarters as
you need. Thus, multiple error correction records may be reported on
an ICR report but each must represent the cumulative error correction
for a particular quarter and year. The quarter/year to which they
apply is indicated by the section number.

4. Error correction records will be applied to the FTE computed for the

reporting period in which they are reported, with the following
exceptions:

a. Error correction records reported for the first reporting period
(Summer quarter) will not be applied to FTE computations

(since Summer FTE are not used to determine Curriculum Budget
FTE), and

b. Error correction records reported in the first reporting period
(Summer Quarter) ICR report correcting prior 2nd, 3rd, or 4th
reporting period data will be applied by the DCC to the
immediately following 2nd reporting period (Fall Quarter) FTE

(again, since 1st period FTE are not used to determine Curriculum
Budget FTE).

DETAILED INSTRUCTIONS

Refer toc the Record Description and Magnetic media layout information
pertaining to fields below. (ATTACHMENT 3)

College Number-- Enter the three dig:t number assigned to your college (Sée
Attachment 1 for a list of college codes.)

Page/L ine--Begin numbering the pages for each reporting period with page 1,
and number the following pages in sequence. There should be no duplicate
page/line numbers during any reporting period.

Reporting Period--I1f you are reporting using the DCC 7-3C Form, circie the
number of the reporting period for which the report is being submitted.

No. Reporting Period Final Due Date
1. June - August September 21
2. September - November December 21
3. December - February March 21
4. March - May June 21

3




Year

Report the year of the reporting period for which the report is being
submitted.

Exampie: For the 1989-90 school year,

for period 1, report '89'
for period 2, report '89'
for period 3, report '90'
for period 4, report '90’'.

Department Code--Enter the three-letter Department Code of the class
desigration as listed in the catalog. Four spaces are provided for the
Department Code with the last space reserved for a special funding code to
identify the follewing specialty funded classes.

Funding Code Type Class Examples

JTPA Title IIA BUSK
JTPA (all other JTPA) BUSJ
Dislocated Workers
Disadvantaged
Handicapped.

TOoxLX

To report an error correction record to correct for errors found in a prior
ICR report, use the special Department Code of 'ZZZ'.

Course Number--Enter the Course Number as listed in the catalog. Six spaces
are provided for the Course Number with the first space reserved for an
immured group to identify immured group classes and the last space available
for the college use. When reporting immured group classes, use one of the
following codes in the first position of the Course Number to designate the
type of group being instructed.

Immured Group Code and Category Examples
A - Alcoholic Rehabilitation Centers
I - Mental Hospital In-Patients
M - Military MAT MO0201
N - Rest and Nursing Homes
P - Prisons BUS P0101
R - Mental Retardation Centers
S - Sheltered Workshops MAT S0201.

To report an error correction record to correct for errors found in a prior
ICR report, use the special Course Number of '9999'.




Section--Enter the section number of the class. Use a unique section number
for each section of a course which has more than one class section or begins
more than once during the same quarter. Do not report more than one class
with the same Department Code, Course Number, and Section number.

To report an error correction record to correct for errors found in a prior
ICR report, use the special section number qyy where qyy represents the
quarter/year for which the error correction is beirng made.

On-Off Campus--Report a “1" if instruction for the class was held on campus.
Report & "2" if instruction was held off campus. If a class normally meets

in a regularly scheduled classroom, but occasionally meets off campus, report
the class as on campus.

County Code--Report the county code in which the class is taught. (See
Attachment 2) for a list of counties and their respective codes.

Total Hours Scheduled--Report the total hours the class is scheduled to meet
for the quarter as described in official college documents. (Example: A
class meets two days a week for two hours each day for eleven weeks. Total
hours scheduled = 2 days/week x 2 hours/day x 11 weeks = 44 hours.) For
classes reporting contact hours (see NCAC 2D.0232(b) (3)), enter an "M000" in
this column. An entry must be made in this column.

Total Students at Twenty Percent Point--Report the number of students who
were in membership at the twenty percent point of the class. According to
23NCAC 2D.0323(b) (2), a student is to be counted in membership only if he
has paid applicable fees (or obtained a waiver) and has attended the class at
least once prior to the twenty percent point of the class. If a student
withdraws on or before the twenty percent point of the class, he/she is not
to be counted in membership. The number of hours assigned to the course in
official college documents determine the hours on which the twenty percent
point is calculated. For classes using contact hours (including
multi-entry/multi-exit classes), report the total number of students
participating. An entry must be made in this fields.

Student Hours in Membership--Calculate student hours in membership by
multiplying the number of students in membership at the twenty percent point
by the number of hours assigned to the hours in official college documents.
For those classes reporting contact hours, enter the sum of contact hours for
all students in the class.

Student hours for regular curriculum credit classes, remedial or develop-
mental classes, and contracted classes supported with state curriculum
instructional funds are reported in these fields.

Curriculum Code

Enter the curriculum code (e.g., V019, T118, etc.) representing the
curriculum in which the students reported are enrolled. Note that a class
with students reported from several curricula will require a separate ICR
record for each curriculum represented in the class.




CONTRACTING AGENCY CODE

This code identifies a course which is taught on a contractal agreement
between the college and ancther agency (public or private) designated as

follows:
C - Cosmetology
P - Professional Clinical Services
for example: (X-Ray, Inhalation Therapy, etc.)
U - University or College
(Private or Public)
Blank - Not Applicable

SELF-SUPPORTING CLASSES AND MEMBERSHIP HOURS

Membership hours of students who are in classes paid for by the students or
when instruction is provided gratis should be reported on DCC 7-3E,
Institution’s Class Report - Extension. Also report on DCC 7-3E, classes
that are specially funded, such as the Cooperative Skill Training Center and
Formal Apprenticeship Related Training classes.

TOTALING

If you are using the DCC 7-3C Form, then page totals for each page must be
recorded at the bottom of the page for every column under the general heading
of "Student Hours in Membership." Grand Totals must be recorded on the final
page of each report.

TRANSHISSION OF DATA FORM--DCC 7-38

It is required that a DCC 7-38, TRANSMISSION OF DATA FORM be completed and
submitted along with data for the Institution's Class Report-Curriculum,
DCC 7-3C. (Form DCC 7-38 Attachment 6)

REPORT VERIFICATION TAFORMATION FORM

It is required that the Report Verification Information form (Attachment 5)
be completed and submitted along with the data for the DCC 7-3C. For
colleges using the Prime system, this report is generated as a computer
printout for you as a part of the ICR-Curriculum report processing. Prime
colleges should submit a copy of the printout instead of Attachment 5.

Magnetic Media Labeling

Please place a label on each tape, diskette, or cassette you submit to DCC.
Include on the label the following information:

College:
Quarter:
Data: ICR-Curriculum

Record count:

Record length:__80

Block size:__800 Label:

ERIC 16,




CODE SHEET A

COLLEGES CODE

CODE COLLEGE

010 ANSON TC

030 ASHEVILLE-BUNCOMBE TC
040 BEAUFORT COUNTY CC
050 BLADEN TC

060 BLUE RIDGE TC

065 BRUNSWICK TC

070 CALDWELL CC & TI
090 CAPE FEAR TI

110 CARTERET TC

130 CATAWBA VALLEY TC
150 CENTRAL CAROLINA TC
170 CENTRAL PIEDMONT CC
190 CLEVELAND TC

200 COASTAL CAROLINA CC
210 COLLEGE OF THE ALBEMARLE
230 CRAVEN CC

250 DAVIDSON COUNTY CC
270 DURHAM CC

290 EDGECOMBE TC

310 FAYETTEVILLE TI

330 FORSYTH TC

350 GASTON COLLEGE

370 GUILFORD TCC

390 HALIFAX CC

410 HAYWOOD TC

440 ISOTHERMAL CC

460 JAMES SPRUNT CC.
470 JOHNSTON TC

490 LENOIR CC

510 MARTIN CC

CODE COLLEGE

520 MAYLAND TC

530 MCDOWELL TC

540 MITCHELL CC

550 MONTGOMERY TC

570 NASH TC

590 PAMLICO TC

610 PIEDMONT TC

630 PITT CC

650 RANDOLPH TC

670 RICHMOND TC

690 ROANCKE CHOWAN TC
710 ROBESON TC

730 ROCKINGHAM CC

750 ROWAN TC

770 SAMPSON TC

790 SANDHILLS CC

810 SOUTHEASTERN CC
820 SOUTHWESTERN TC
825 STANLY TC

830 SURRY CC

850 TC OF ALAMANCE
870 TRI-COUNTY CC
880 VANCE-GRANVILLE CC
890 WAKE TC

930 WAYNE CC

950 WESTERN PIEDMONT CC
970 WILKES CC

990 WILSON COUNTY TC

1e
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CODE SHEET B
CODE NUMBERS FOR NORTH CAROLINA COUNTIES

CODE COUNTY CODE COUNTY COBE COUNTY
001 ALAMANCE 034 FORSYTH 067 ONSLOW
002 ALEXANDER 035 FRANKLIN 068 ORANGE
003 ALLEGHARY 036 GASTON 069 PAMLICO
004 ANSON 037 GATES 070 PASQUOTANK
005 ASHE 038 GRAHAM 071 PENDER
006 AVERY 039 GRANVILLE 072 PERQUIMANS
007 BEAUFORT 040 GREENE 073 PERSON
008 BERTIE 041 GUILFORD 074 PITT
009 BLADEN 042 HALIFAX 075 POLK
010 BRUNSWICK 043 HARNETT 076 RANDCLPH
011 BUNCOMBE 044 HAYWOOD 077 RICHMOND
012 BURKE 045 HENDERSON 078 ROBESu«d
013 CABARRUS 046 HERTFORD 079 ROCKINGHAM
014 CALDMWELL 047 HOKE 080 ROWAN
015 CAMDEN 048 HYDE 081 RUTHERFORD
016 CARTERET 049 IREDELL 082 SAMPSON
017 CASWELL 050 JACKSON 083 SCOTLAND
018 CATAWBA 051 JOHNSTON 084 STANLY
019 CHATHAM 052 JONES 085 STOKES
020 CHEROKEE 053 LEE 086 SURRY
021 CHOWAN 054 LENOIR 087 SWAIN
022 CLAY 055 LINCOLN 088 TRANSYLVANIA
023 CLEVELAND 056 MACON 089 TYRRELL
024 CCLUMBUS 057 MADISON 090 UNION
025 CRAVEN 058 MARTIN 091 VANCE
026 CUMBERLAND 059 MCDOWELL 092 WAKE
027 CURRITUCK 060 MECKLENBURG 093 WARREN
028 DARE 061 MITCHELL 094 WASHINGTON
029 DAVIDSON 062 MONTGOMERY 095 WATAUGA
030 DAVIE 063 MOORE 096 WAYNE
031 DUPLIN 064 NASH ' 097 WILKES
032 DURHAM 065 NEW HANOVER 098 WILSON
033 EDGECOMBE 066 NORTHAMPTON 099 YADKIN

100 YANCEY

ATTACHMENT 2
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DCC 7-3C
. Instructions
March 1989

Institution's Class Report -- Curriculum
Form DCC 7-3C

CCDh.CC.CC500-0 Institution's Class Report--Curriculum {DCC 7-3C)
Record length--80 Blocksize--800 Recording Mode--EBCDIC

Field Data Field Position Size Type Remarks

1 College Number 1-3 3 N Right justify, zero fill.

2 Page Number 4-6 3 N Right justify, zero fill

3 Period 7 1 N 1
2

period 1 3

period 3
period 2 4

period 4

4 Year 8-9 2 N Last 2 digits of report
year--right justify, zero
fill. See examples in
instructions for DCC 7-3E
form.

‘ 5 Line Number 10-11 2 N Right justify, zero fill.
6 Filler 12-13 2 N Blanks

7 Department Code 14-17 4 A Left justify
(Class Prefix) Position 17--specially
funded class designation
or blank.

8 Course 18-23 6 A/N Position 18--immured
group class designation
or blank. Positions 19-
22--class number right
justify, zero fill.
Position 23--available
for institution use. If
not used, should be
blank.

g Section 24-26 3 A/N Right justify. Cannot be
all blanks.

10  On/0ff Campus 27 1 N %

On campus
Off campus

‘ 11  County Code 28-30 3 N Right justify, zero fill.
' ATTACHMENT 3
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DCC 7-3C

Instructions
March 1989 ‘
Field Data Field . Position Size Type Remarks
12 Total Hours Scheduled 31-34 4 A/N Right justify,
zere fill.

Position 34
represents tenths
of hours and must
be present. When
entering an M, it
must be in
position 31.

13 Total Students at 35-37 3 N Right justify,
20% Point zero fill.
14 College Transfer 38-42 5 N Right justify,
zero fiil.
15 General Education 43-47 5 N Right justify,
zero fill.
16 Technical 48-52 5 N Right justify,
zero fill.
17 Vocational 53-57 5 N Right justify, .
zero fill. .
18 Total 58-62 5 N Right justify,
zero fill.
19 Contracting Agency 63 1 A U - University or
Code College
(Public/
Private)
P - Professional
Clinical
Services
C - Cosmetology
Blank - Not
Applicable
20 Filler 64-75 12 A Blanks
21 Curriculum Program 76-79 4 A/N Right justify,
Code 1 - Alpha. 3 -
Numeric
22 Filler 80 1 A Blank

ATTACHMENT 3 '




NORTH CAROLTNA DEPARTHENT OF COMMUNITY COLLEGES
INSTITUTION'S CLASS REPORT - CURRICULUM
College No. Pericd Final Due Date
Institution Name
Page of 1. June - August September 21
2. September - November December 21
3. December - February March 21
Year 4. HMarch - May June 21 Contact Person
STUDENT HOURS IN MEMBERSHIP
CLASS TOTAL

LINE ON/OFF COUNTY HOURS TOTAL COLLEGE GENERAL TECHNICAL| VOCA-

NO. CAMPUS CODE SCHEDULED | STUDENTS TRANSFER EDYCATION TIONAL TOTAL

Pref 1x No. Sec.

1.

2.

3.

4.

5.

6.

7.

8.

g.

10.

PAGE TOTAL

GRAND TOTAL

DCC 7-3C M
ATTACHMENT
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Institution’s Class Report - Curriculum
DCC 7-3C
Report Verification Information ’
Submit the information below with your ICR-Cucriculum quarterly report.
For colleges using the Prime system, this report is generated for you as a

part of your ICR Curriculum reporting precessing. Make sure that you include
a copy of the printout with your data submission instead of this form.

College Date:

Contact Person: Telephone:

Reporting Period: School Year:
1 2 3 4

Reporting Status: __ Final Report ____ Partial Report

Report below the information for all ICR data records included in this
report. Note that the Error Record data should represent the sum of all
error_correction records included in your ICR report.

Record Membership
Program Area Count Hours FTE

College Transfer ’

General Education

Technical

Vocational

The above information has been reviewed and is accurate:

Signature of President or Designee Date

ATTACHMENT 5
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NC DEPARTMENT OF COMMUNITY COLLEGES
FINANCE AND ADMINISTRATIVE SUPPORT DIVISION
INFORMATION SERVICES
200 West Jones Street
Raleigh, NC 27603-1337
(919) 733-7051

TRANSMISSION OF DATA FCRM
INSTRUCTIONS

Please complete a separate transmission sheet for each type form submitted.
Circle the proper category to identify the appropriate Form Number, Reporting
Period, Mode of Transmission. Reporting Status and indicate the number of
records sent for each Mode of Transmission. A copy of this form will be

returned to you as confirmation of data received.

COLLEGE NAME: DATE MAILED:
CONTACT PERSON: TEL/EXT NO.
TITLE:

FORM NUMBER: (Circle)

1. DCC 7-1 -~ Curriculum Registration
2. DCC 7-2 -- Extension Registration
3. DCC 7-3C -- Institution's Class Report - Curriculum
4. DCC 7-3F -- Institution's Class Report - Extension
5. DCC 7-8 -- Staff Information Form
6. Other (Specify)
REPORTING PERIOD: (Circle) FINAL DUE DATE:
1. June - August September 21
2. September - November December 21
3. December - February March 21
4. March - May June 21

5. Other (Specify)

MODE OF TRANSMISSION: (Circle) NUMBER OF RECORDS: REPORTING STATUS
1. Tape Reel (800/1600) 1. Partial Data

2. Cartridge Submission
3. Diskette 2. Final Data
4. Source Document Submission
5. Punched Cards

6. Other (Specify)

: (Circle)

Do Not Write Below This Line (For DCC Office Use)

Date Received by IS:
Number of Records Received:

DCC Contact Person:

Telephone: (919) 733-7051. Ext. 358

DCC 7-38

August 1
ATTACHME
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DCC 7-3E
Instructions
March 15, 1990

INSTITUTION'S CLASS REPORT - EXTENSION
DCC 7-3E

EFFECTIVE: Summer 1990
PURPOSE

The extension Institutional Class Reporting system produces full time
equivalent (FTE) enrollment data for each institution. These FTE data form
the bases of funding formulas, statistical analysis, and general extension
class information needs of the Community College System. Data reported via
the DCC 7-3E system are audited. Accuracy and timeliness are very important.

SCHEDULE

Institution's Class Report - Extension, Form DCC 7-3E, is reported from
information gathered on class rosters which are required to be maintained by
each instructor. The institution's class report - extension is reported
according to the following schedule:

The Institution's Class Report - Extension data should be reported according
to the following schedule:

Fifteen calendar days after the end of your college's officially scheduled
quarter. In no case should you report DCC 7-3E data later than the dates
shown in the table below.

No. Reporting Period Final Due Date
1  June - August September 21

2 September - November December 21

3 December - February March 21

4 March - May June 21

A11 DATA FOR EACH REPORTING PERIOD MUST BE RECEIVED BY THE DEPARTMENT OF
COMMUNITY COLLEGES ON OR BEFORE THE FINAL DUE DATES. IF YOU HAVE COMPELLING
REASONS THAT PREVENT YOU FROM MEETING THE DUE DATES, CALL THE DEPARTMENT OF
COMMUNITY COLLEGES AT (919) 733-7051, ext. 358.

A copy of each institution's class report should be maintained on file with
the class rosters upon which the ICR report is based. When audited, the
auditors may request copies of individual class reports to verify entries on
the ICR report.




If you are reporting via magnetic media (computer tape, cassette, CCNET,
etc.) you should make only one DCC 7-3E report for each reporting period to
include both "membership hour type" classes and 'contact hour' type classes.
If you are reporting using the hardcopy forms, then you should send batches
of reports as soon as you complete them so that DCC can begin data entry
processing as early as possible.

INFORMATION ACCURACY:

Your college is responsible for submitting accurate and timely ICR-Extension
data on your initial report to the Department. The information you submit
will be accepted as submitted so you must make final editing on each ICR
class record prior to submitting a report to the Department.

ERROR CORRECTIONS:

Errors found on any quarterly DCC 7-3E report are to be corrected in a
subsequent quarter in accordance with the following rules:

1.

You should review the final edit report computer printout returned to
your college by the Department and determine if any errors affecting
the total number of membership hours by program category (Academic,
Adult High School, Avocational, Occupational, Practical Skills, Adult
Basic Education, Compensatory Education, Learning Lab, New and
Expanding Industry, Human Resource Development, Self-supporting and
Recreational) exist. If errors do exist, you must determine the
cumulative effect on membership hours by program category for all
errors and report an error correction record in a subsequent quarter
that reflects the total error correction.

The error correction record is a special ICR record and must be
reported using the following format:

Department Code (Class Prefix): 777

Course Number: 9939

Section : 1st digit - Quarter correction applies to
2nd & 3rd digit - Year correction applies to.

For example, you are preparing the ICR quarterly report for your 1990
3rd reporting period (Winter Quarter) and have determined that errors
were made in the prior Fall quarter that must be corrected. You have
determined that the cumulative change in membership hours due to
errors for the guarter is:

-300 Academic Hours
200 Occupational Hours.

ICR report as follows:

One ICR record to correct the Fall quarter errors with a Department
Code, Course Number, and Section of ZZZ, 9999, 289, respectively;
Academic, and Occupational membership hours as shown above; and total
membership hours of -100.




3. You may report error correction records /or as many prior quarters as
you need. Thus, multiple error correction records may be reported on
an ICR report but each must represent the cumulative error correction
for a particular quarter and year. The quarter/years to which each
error correction record applies is indicated by the section number.

4. Error correction records will be applied to the FTE computed for the
reporting period in which they are reported.

20% Rule and Contact Hour Rule:

Under the 20%-rule, membership hours for a given student are counted only if
the student is in membership at the 20% point of the class. To he in
membership, the student must have attended at least one class meeting prior

to 20% point of the class and must not have dropped by the 20% point of the
class.

Classes in which actual student contact hours are reported are not subject to
this rule. This includes all classes offered under Literacy area (ABE, GED,
AHS, and Compensatory Education).

Refer to NCAC 2D.0324 for further clarification.

Reporting Literacy Classes:

Memorandum CC-89-209 dated June 29, 1989, from the department indicated that
"Effective with Summer Quarter, 1989, all Literacy Programs (ABE, GED, AHS,
and Compensatory Education) classes must be reported under the Contact Hour
Rule." Due to numerous questions received, we are enclosing additional
information to assist you in applying contact hour reporting in literacy
programs beginning Summer Quarter, 1989, so that college reporting proredures
will be uniformly applied. The clarifications are offered below:

A. A1l literacy classes will be reported based on actual
student attendence (contact). That is, a student would
have to actually attend a given class period in order
for that time to be reported to the department.

B. Literacy classes are divided into two categories for
reporting purposes.

I. Regularly scheduled classes as per NCAC
(2D.0324(A)1)

a. Each class hour of instruction shall be
scheduled for 60 minutes. :

b. The college shall provide for a minimum of
50 minutes of instruction for each scheduled
60-minute hour.




c.

g.

A student shall be considered i1n attendance only
if he or she is present for a given class. If
the student attends a given class meeting, the
number of hours scheduled for that class shall
be reported for that student. If the student is
not in attendance for that class meeting, no
student hours shall be reported for that student
for that class meeting.

- A student is defined to be in attendance
in a given class if the student attends
at least one-half (1/2) of the scheduled
class meeting.

- For example, if a student attends a scheduled
three-hour Adult Basic Education class for
at least 1 1/2 hours, the student would be
deemed in attendance and three hours would be
reported for that student for that particular
class meeting.

A regularly scheduled literacy class should not
exceed a three-hour session. For example, a
regularly scheduled literacy class should not be
scheduled from 6:00 p.m. until 10:00 p.m. in one
evening session.

Breaks of 10 minutes could be utilized each hour
or during the period of instruction, but could
not be accumulated. For example, a class
scheduled from 6:00 p.m. until 9:00 p.m. could
not "save" breaks to the end of the period,
adjourn one-half hour early, and report three
hours per student in attendance.

Student attendance must be documented on the
class attendance record.

Student hours reported for any student could not
exceed the number of hours the class is
scheduled to meet on the class contract.

11. Non-regulary scheduled classes as defined by NCAC

20.0324(b)(1).

a.

A11 non-regularly scheduled literacy classes
will have student hours calculated, reported,
and documented consistent with NCAC 2D.0324(b).

A contact hour is defined as 60 minutes of
instruction as per NCAC 20.0324(b)(3).

} O]




c. A student sign-in/sign-out recurd or time clock
should be utilized to document student
attendance. Students taking individual short
breaks would not have to sign out. If a
scheduled class break is taken, the break time
could not be included in the time reported for
that class meeting.

If you have any questions, please contact Bill Cole at (919)
733-7051, extension 203; or Bobby Anderson at extension 309.

Transmission of Data Form

It is required that the transmission of Data Form - DCC 7-38 (Attachment 1)
be completed in its entirety and submitted along with data for the Extension
ICR, DCC 7-3E.

Report Verification Information Form

It is required that the Report Verification Information form (Attachment 5)
be completed and submitted along with the data for the DCC 7-3E. For
institutions using the Prime system, this report is generated as a computer
printout for you as a part of the ICR-Extension report processing. Prime
colleges should submit a copy of the printout instead of Atta chment 5.

Labeling Magnetic Media

If you submit your report on magnetic media (tape, cassette, diskette, etc.),
please place a label on each media you submit to DCC. Include on the label
the following information:

College:
Quarter:
Data: ICR-Extension

Record count:

Record length:__120

Block size: Label:

Contact person: Ext.

INSTRUCTIONS

Refer to the Record Description and Magnetic Media Layout (Attachment 2)
information pertaining to the field numbers below.

College Number

Please enter the three-digit number assigned to your college. (See Code
Sheet A (Attachment 3) for a list of college codes).




Page/Line

Begin numbering the pages for each reporting period with page 1, and number

the fcllowing pages in sequence. There should be no duplicate page/line
numbers during any reporting period.

Reporting Period

Report the number of the reporting period for which the data are being
submitted.

No. Reporting Period Final Due Date
Example: 1 June - August September 21
2 September - November December 21
3 December - February March 21
4 March - May June 21
Year

Report the year of the reporting period for which the report is being
submitted.

Example: For the 1989-90 school year,
for period 1, report '89°
for period 2, report '89'
for period 3, report '90' and
for period 4, report 'S0’

Department Code

Report the three-letter Department Code as designated in the Continuing
Education Course Numbering System produced by the Department of Community
Colleges. (To obtain a copy, call (919) 733-7051, ext. 309).

For reporting an error correction record, use the special Department Code of
'2712°.

Four spaces are provided for the Department Code with the last space reserved

for a funding code to identify the following specially funded classes:

Funding
Codes Type Class Example
B Small Business Center BUSB, SBCS
J JTPA (all other JTPA)
K JTPA (Title IIA, class size)
W Dislocated Workers BUSH
D Disadvantaged
F Formal Apprenticeship Related Training
H Handicapped : MATH
T Cooperative Skill Training Center
/A Self-Supporting Class (may be used with ARTZ

any Department Code)
6
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Course Number

Report the four-digit Course Number as designated in the Continuing Education
Course Numbering System.

For reporting error correction records, use the special Course Number of
'9999",

Six spaces are provided for the Course Number with the first space reserved
for use of an immured code for immured group classes.

When reporting immured group classes, use one of the following immured ccdes
in the first position of the Course Number to designate the type of group in
the class for which the course was offered.

Immured
Codes Type of Immured Group Example
A Alcoholic Rehabilitation Patients
I Mental Hospital In-Patients
M Military SAF M3008
N Rest and Nursing Homes
P Prisons BUS P3001
R Mental Retardation Centers
S Sheltered Workshops MAT $2001
Section

Report the section number of the class. Use a unique section number for each
section of a course which has more than one class section or begins more than
once during the same quarter. Do _not report more than one class with the
same Department Code, Course Number, and Section Number.

For reporting error correction records, use the section number format of
'QYY' where OYY stands for_the quarter/year for which the error correcticn
record is bein: submitted (see the explanation on page 2 on how and when to
use the error correction record).

On/0ff Campus

Report a "1" if instruction for the class was held on campus. Enter a "2" if
instruction was held off campus. If a class normally meets in a regularly
scheduled classroom, but occasionally meets off campus, report the class as
on campus.

County Code

Report the three-digit code for the county in which the class is taught.
(See Code Sheet B (Attachment 4) for a list of counties and their respective
codes. )




Total Hours Scheduled

Report the total hours the class is scheduled to meet for the period as
described in official college documents.

(Example: A class meets two days a week for two hours each day for eleven
weeks, then

Total Hours Scheduled = 2 days/week x 2 hours/day x 11 weeks = 44 hours).

For ciasses reporting contact hours (see NCAC 2D.0323 (b) (3)), enter "M00O".
An entry must be reported in this field.

Total Students

An entry must be reported in this field.
Report the number of students who:

a) Were still enrolled at the 20% point of the class and,
b) for classes reporting contact hours (including multi-entry/multi-exit
classes), the total number of students participating in the class.

Specifically, you will use the 20% rule to report all non-literacy classes
(Occupational, Academic, Practical Skills, Avocational, Recreational, HRD,
New and Expanding Industry) which you run on a membership hour basis.

The 20% rule stipulates that you determine the membership of each class for
ICR reporting purposes at the 20% point of each class. For colleges using
the I1IPS Continuing Education module on the Prime system, software release
5.3 or higher will incorporate this rule.

As reported to you in earlier memos (CC-89-172 and CC-89-209), Literacy
classes (ABE, GED, Adult High School, Compensaaatory Education) are to be
reported using the "contact hour" rule. And, as always, any classes operated

in an open lab or multi-entry/multi-exit manner would be reported using the
contact hour rule.

Please make sure that those individuals responsible for reporting
ICR-Extension data are aware of these rules.

Student Hours in Membership

Calculate student hours in membership by multiplying the total number of
students in membership by the total number of hours scheduled. For those
classes reporting contact hours, enter the sum of contact hours for all
students in the class.

Academic
Report membership hours of all academic extension classes supported with

regular allotted state extension funds.

8
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Aduit High School

Report contact hours of students enrolled in Adult High School or GED
classes when such classes are supported by regular allotted state
extension funds.

Avocational

Report membership hours of all students enrolled in avocational classes
supported by regular allotted state extension funds.

Occupational

Report membership hours of occupational extension students when such

classes are directly related to employment and are supported by regular
allotted state extension funds.

Practical Skills

Report membership hours of all students enrolled in practical skills
classes supported by regular allotted state extension funds.

Adult Basic Education

Report contact hours of all students enrolled in ABE classes supported by
regular allotted state extension funds.

Compensatory Education

Report contact hours as appropriate for students enrolled in compensatory
education classes supported by regular allotted state extension funds.

Learning Laboratory

Report contact hours for students who were under the direct supervision
of learning laboratory personnel.

New and Expanding Industry

Report membership or contact hours as appropriate for students enrolled
in classes funded with New and Expanding Industry funds.

Human Resource Development

Report membership hours only for students enrolled in classes funded with
HRD funds.

Self-Supporting and Recreational

Report membership hours of students who are in classes paid for by the
students or when instruction is provided gratis.




Report in this column membership hours generated in classes taught on
campus by another organization or institution.

Report all recreational ("R" extension program code) membership hours in
this column.

Also report in this column membership hours of students enrclled in the
specially funded Cooperative Skill Training Center, Formal Apprenticeship
Related Training Classes, and JPTA Title IIA class size courses.

Special Note: Small Business Center Classes.

For accounting purposes, we must be able to distinguish
between Small Business Center classes that are offered with
(1) SBC funds, (2) other regular budget funds, or (3) other
self-supporting funds. Therefore, Small Business Center
classes must be reported as follows:

1. Add special funding code 'B' to all SBC classes
funded with SBC money. Report membership hours as
self-supporting (field 24).

Example: SBCB 3601.

2. Classes offered through the Small Business Center
but supported with regular budget continuing education
money must be reported with the appropriate continuing
education Department Code and with the special funding
code 'B'. For example, a Business Law class, BUS
3104, offered with occupational extension funds
through the Small Business Center programs would be
reported as BUSB 3104.

3. Add special funding suffix code "Z" to all SBC
classes funded with self-supporting money, e.g., paid
for by student fees, gratis instruction, or other
self-supporting method. Report membership hours as
self-supporting.

Example: SBCZ 3601

To implement the procedures above on the PRIME system, you
must enter SBC course class designations in the ADM.7-6
file with a funding code of eleven (11).

Total

Report the sum of the membership hours reported in each of the fields 14

through 24. For classes reported using the 20% rule, this number should be
equal to the product total class hours times total students in membership.

i0




FIP Instructor's Social Security Number

‘ In compliance with North Carolina Administrative Code, Title 23, Chapter 2C,
Section .0202 (b), fire instructors must meet certain qualifications
established by the Department of Community Colleges for certificaticn
purposes. In order for the Department of Community Colleges to ascertain
that fire instructors are meeting these guidelines, report the social
security number of all FIP class instructors in this column.

Class Contract Number Contract Number with each instructor in a specfic
Continuing Education class.

Contracting Agency Code This code identifies a course which is taught on a
contract agreement between the college and another agency designated as

follows:
C - Cosmetology
P - Professional Clinical Servives (e.g., X-ray, inhalation
therapy)
U - University or College (Private or Public)
Blank - Not applicable

Additional Instructions for Those Using Form DCC 7-3E

If you report using the DCC 7-3t form (attached) then page totals for each
page may be recorded at the bottom of the page for every column under the

‘ general heading of “Student Hours in Membership". Grand Totals must be
recorded on the final page of each report.

11




NC DEPARTMENT OF COMMUNITY COLLEGES
FINANCE AND ADMINISTRATIVE SUPPORT DIVISION
INFORMATION SERVICES .
200 West Jones Street
Raleigh, NC 27603-1337
(919) 733-7051

TRANSMISSION OF DATA FORM
INSTRUCTIONS
Please complete a separate transmission sheet for each type form submitted.
Circle the proper category to identify the appropriate Form Number, Reporting
Period, Mode of Transmission. Reporting Status and indicate the number of
records sent for each Mode of Transmission. A copy of this form will be
returned to you as confirmation of data received.

COLLEGE NAME: DATE MAILED:
CONTACT PERSON: TEL/EXT NO.
TITLE:

FORM NUMBER: (Circle)

1. DCC 7-1 -- Curriculum Registration
2. DCC 7-2 -- Extension Registration
3. DCC 7-3C -- Institution's Class Report - Curriculum
4., DCC 7-3E -- Institution's Class Report - Extension
5. DCC 7-8 -- Staff Information Form
6. Other (Specify) .
REPORTING PERIOD: (Circle) FINAL DUE DATE:
. June - August September 21
2. September - November December 21
3. December - February March 21
4., March - May June 21

5. Other (Specify)

MODE OF TRANSMISSION: (Circle) NUMBER OF RECORDS: REPORTING STATUS: (Circle)

1. Tape Reel (800/1600) 1. Partial Data
2. Cartridge Submission
3. Diskette 2. Final Data
4, Source Document Submission
5. Punched Cards

6. Other (Specify)

Do Not Write Below This Line (For DCC Office Use)

Date Received by IS:
Number of Records Received:

DCC Contact Person:

Telephone: (919) 733-7051. Ext. 358

DCC 7-38
August 1987
ATTACHMENT 1
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Record Description and Magretic Media Layout

for Extension Institutional Class Records
’ Form DCC 7-3E
Field Data Field Position Size Type Remarks

1 College Number 1-3 3 N Right Justify, zero fill.

2 Page Number 4-6 3 N Right Justify, zero fill.

3 Period 7 1 N 1 = period1 3 = period 3
2 = period 2 4 = period 4

4 Year 8-9 2 N Last 2 digits of report

year--right justify, zerc
f111. See examples in
instructions for DCC 7-3E

form.

5 Line Number 10-11 2 N Right justify, zero fill.

6 Filler 12-13 2 A Bianks

7 Departmental Code 14-17 4 A Left justify

Prefix Position 17--specially
funded class designation
or blank.
‘ 8 Course Number 18-23 6 A/M Position 18--immured

group

class designation or
blank. Positions 19-22--
class number right
justify, zero fill.
Position 23--available for
institution use. I not
used, should be blank.

9 Section 24-26 3 A/N Right justify. Cannot be
all blanks.
10 On/0ff Campus 27 i N 1 = On campus
2 = 0ff campus
11 County Code 28-30 3 N Right Justify, zero fill.
12 Total Hours Scheduled 31-34 4 A/N Right justify, zero fill.

Position 34 represents
tenths of hours and must
be present. When entering
an M, it must be in
position 31.

‘ ATTACHMENT 2
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Field Data Field Position Size Type Remarks

13 Total Students (under 35-37 3 N Right justify, zero fill.
50/50 rule)
14 Academic 38-42 5 N Right justify, zero fill.
15 Adult High School 43-47 5 N Right justify, zero fill.
16 Avocational 48-52 5 N Right justify, zero fill.
17 Occupational 53-57 5 N Right justify, zero fill.
18 Practical Skills 58-62 5 N Right justify, zero fill.
19 Adult Basic Education 63-67 5 N Right justify, zero fill.
20 Compensatory Education 68-72 5 N Right justify, zero fill.
21 Learning Laboratory 73-77 5 N Right justify, zero fi!];
22 New and Expanding 78-82 5 N Right justify, zero fill.
Industry
23 Human Resources 83-87 5 N Right justify, zero fill.
Development
24 Self-Supporting and 88-92 5 N Right justify, zero fi]];
Recreational
25 Total 93-97 5 N Right justify, zero fill.
26 FIP Instructor's 98-106 9 N Must be filled for each
Social Security Number FIP class. Must be blank
for all other classes.
27 Contract Number 107-113 7 N Field is optional, but
requested if available
28 Contracting Agency 114 1 A U-University or College
(Public/Private)
P-Professional Clinical
Services (X-Ray &
Inhalation Therapy)
C-Cosmetology
29 Filler 115-120 6 A Blanks

ATTACHMENT 2




CODE

010
030
040
050
060

065
070
090
110
130

150
170
190
200
210

230
250
270
290
310

330
350
370
390
410

440
460
470
490
510

CODE SHEET A
COLLEGE CODE

COLLEGE

ANSON TC
ASHEVILLE-BUNCOMBE TC
BEAUFORT COUNTY CC
BLADEN TC

BLUE RIDGE TC

BRUNSWICK TC
CALDWELL CC & TI
CAPE FEAR TI
CARTERET TC
CATAWBA VALLEY TC

CENTRAL CAROLINA TC
CENTRAL PIEDMONT CC
CLEVELAND TC

COASTAL CAROLINA CC
COLLEGE OF THE ALBEMARLE

CRAVEN CC
DAVIDSON COUNTY CC
DURHAM CC
EDGECOMBE TC
FAYETTEVILLE TI

FORSYTH TC
GASTON COLLEGE
GUILFORD TCC
HALIFAX CC
HAYWOOD TC

ISOTHERMAL CC
JAMES SPRUNT CC
JOHNSTON TC
LENOIR CC
MARTIN CC

15

CODE COLLEGE

520 MAYLAND TC

530 MCDOWELL TC

540 MITCHELL CC

550 MONTGOMERY TC

570 NASH TC

590 PAMLICO TC

610 PIEDMONT TC

630 PITT CC

650 RANDOLPH TC

670 RICHMOND TC

690 ROANOKE CHOWAN TC
710 ROBESON TC

730 ROCKINGHAM CC

750 ROWAN TC

770 SAMPSON TC

790 SANDHILLS CC

810 SOUTHEASTERN CC
820 SOUTHWESTERN TC
825 STANLY TC

830 SURRY CC

850 TC OF ALAMANCE
870 TRI-COUNTY CC

880 VANCE-GRANVILLE CC
890 WAKE TC

930 WAYNE CC

950 WESTERN PIEDMONT CC
970 WILKES CC

990 WILSON COUNTY TC

ATTACHMENT 3
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CODE SHEET B
CODE NUMBERS FOR NORTH CAROLINA COUNTIES

CODE COUNTY CODE COUNTY CODE COUNTY
001 ALAMANCE 034 FORSYTH 067 ONSLOW
002 ALEXANDER 035 FRANKLIN 068 ORANGE
003 ALLEGHANY 036 GASTON 069 PAMLICO
004 ANSON 037 GATES 070 PASQUOTANK
005 ASHE 038 GRAHAM 071 PENDER
006 AVERY 039 GRANVILLE 072 PERQUIMANS
007 BEAUFORT 040 GREENE 073 PERSON
008 BERTIE 041 GUILFORD 074 PITT
009 BLADEN 042 HALIFAX 075 POLK
010 BRUNSWICK 043 HARNETT ¢76 RANDOLPH
011 BUNCOMBE 044 HAYWOOD 077 RICHMOND
012 BURKE 045 HENDERSON 078 ROBESON
013 CABARRUS 046 HERTFORD 079 ROCKINCHAM
014 CALDWELL 047 HOKE 080 ROWAN
015 CAMDEN 048 HYDE 081 RUTHERFORD
016 CARTERET 049 IREDELL 082 SAMPSON
017 CASWELL 050 JACKSON . 083 SCOTLAND
018 CATAWBA 051 JOHNSTON 084 STANLY
019 CHATHAM 052 JONES 085 STOKES
020 CHEROKEE 053 LEE 086 SURRY
021 CHOWAN 054 LENOIR 087 SWAIN
022 CLAY 055 LINCOLN 088 TRANSYLVANIA
023 CLEVELAND 056 MACON 089. TYRRELL
024 COLUMBUS v 057 MADISON 090 UNION
025 CRAVEN “ 058 MARTIN 091 VANCE
026 CUMBERLAND 059 MCDOWELL 092 WAKE
027 CURRITUCK 060 MECKLENBURG 093 WARREN
028 DARE 061 MITCHELL 094 WASHINGTON
029 DAVIDSON 062 MONTGOMERY 095 WATAUGA
030 DAVIE 063 MOORE 096 WAYNE
031 DUPLIN 064 NASH 097 WILKES
032 DURHAM 065 NEW HANOVER 098 WILSON
033 EDGECOMBE 066 NORTHAMPTON 099 YADKIN

100 YANCEY

ATTACHMENT 4
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Institution's Class Report - Extension
cC 7-3€
Report Verification Information

Submit the information below with your ICR-Extension quarterly report.
For cellege using the Prime system, this report is generated for you as a

part of your ICR Extension reporting processing. Make sure that you incilude
a copy of the printout with your data submission instead of this form.

College: Date:

Contact Person: : Telephone:

Reporting Period: School Year:
1 2 3 4

Reporting Status: ___ Final Report Partial Report

Report below the information for all ICR data records included in this
report. Note that the Error Record data should represent the sum of all
error _correction _records included in your ICR report.

Record Membership
Program Area Count Hours ETE
Academic
Adult High School
Avocational
Occupational

Practical Skills
Adult Basic Education
Compensatory Ed.
Learning Lab

New Industry

Human Resource Dev.
Self Supportin

Error Record(sg

Total

The above information has been reviewed and is accurate:

Signature of President or Designee Date
ATTACHMENT 5
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DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES

200 W. JONES STREET
ROBERT W. SCOTT RALEIGH, NC 276031337 HITTIT0ST
STATE PRESIDENT b

July 2, 1990

TO: Vice Presidents/Deans, of gontinuing Education
FROM: Sanford C. Shugarﬁ/' -
SUBJECT: Community Service Program

Accompanying this memorandum you will find a FY 1989-90 Community
Service Program Annual Report data request. By utilizing data already in the
Information System, we have significantly reduced the information request.

‘ Specifically, we have access to routinely reported data on academic,

practical skills and avocational courses. Therefore, we only need data on
"cultural and civic activities." Please return by August 15, 1990 your
completed Annual Report to Chuck Barham at the Department of Community
Colleges, 200 West Jones Street, Raieigh, NC 27603-1337.

Due to current budget dynamics, we are temporarily suspending the
requirement for a FY 1990-91 Community Service Plan. Also, we have requested
the Issues Committee of the NCCCAEA to meet with DCC staff to review
Community Service Program administration.

We have pilot tested the FY 1989-90 annual report format with four
colleges, therefore, we should have the kinks ocut of the format. However,
contact Chuck Barham if you have questions or suggestions.

Thank you for your cooperation and assistance.

SCS/CBB/tdb

Attachments

CC-90-233
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Community Service Proqgram
Annual Report, Fiscal Year 1989-90

General Information
P _Stren '
CSP Weaknesses

* Please return by August 15, 1990 your completed CSP Annual Report to Chuck
Barham, Department of Community Colleges, 200 West Jones Street, Raleigh,
NC 27603-1337.




DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
200 W. JONES STREET

ROBERT W. SCOTT RALEIGH, NC 27603-1337 919-733-7051
System President August 24, 1990
TO: Presidents

FROM: Bobby L. Anderson 2o/
Director of Basic Skills

SUBJECT: Comprehensive Adult Student Assessment System (CASAS) Certified
Trainers.

The Department of Community Colleges in cooperation with the Division of
Social Services has entered into an agreement with Debra Inman, Basic Skills
Director for Piedmont Community College; Billie Crawford, Basic Skills
Director for Sampson Community College; and Lisa Hendren, Basic Skills
Director for Rockingham Community College to provide CASAS training for
implementation of CASAS within the JOBS program. These three directors are
. the only certified CASAS trainers residing in North Carolina at this time. ~

The agreement with the three trainers is limited to providing initial
training for basic skills and social services personnel at a CASAS Institute,
and providing follow-up training at regional workshops on a quarterly basis.
The training at this point is limited to implementing CASAS for life skills,
and only for those colleges and social services offices implementing the JOBS

program on the schedule set forth in numbered Memo CC-90-226 dated June 20,
1990.

Each community college has been assigned to one of three regions for CASAS
training purposes. These regions are identified in the above referenced
~memo. Ms. Inman has been designated the trainer for Region 1, Ms. Crawford

for Region 2, and Ms. Hendren for Region 3.

Training beyond the institutes and regional workshops is not covered by this
agreement. Colleges and other entities interested in utilizing these
trainers for other applications of CASAS, or for additional training of Tocal
staff, must negotiate these arrangements directly with the trainers. Such
training will be subject to the availability of their time and satisfactory
financial arrangements for the training.

General information of the CASAS process is available from the Department of
Community Colleges. Please contact Don Snodgrass, Coordinator of Adult Basic
Education at (919) 733-7051, Extension 332, for such information.

‘ BLA:DHS:is
: pc: Deans of Continuing Education
Basic Skills Directors
CC-90-299

\‘l‘ 2-1
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DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
200 W. JONES STREET
ROBERT W. SCOTT RALEIGH, NC 27603-1337

System President §18-733-7051
ys October 4, 1990

MEMORANDUM

T0: Presidents
Business Managers
Deans/Directors of Continuing Education

FROM: Edward H. Wilson, Jr., Executive Vice Presidengggagt)
Administration

Sanford C. Shugart, Vice President
Programs

Themas C. King, Jr., Vice President@!ﬂ“h\
Finance and Administrative Support

‘ RE: College/Company Contract Training

Enclosed you will find a position paper dealing with college/company
contract training. During the development of the position paper, draft
versions were presented to the Association of Community College Business
Officials, Public Community Colleges Presidents' Association and the North

Carolina Community College Adult Education Association for discussion and
feedback.

The colleges currently provide instruction to business and industry
primarily through the occupational extension, new and expanding industry and
focused industry programs. This position paper provides specific information
concerning two additional training options which the colleges could utilize
to provide training for business and industry in addition to the programs
listed above. Also, enclosed is a sample contract for informational
purposes. (See Attachment D.)

The position paper will be reviewed after a year's application to

determine if revisions are necessary. Please contact Joe Sturdivant, Glynda
Lawrence or Bill Cole if you have specific questions.

Attachment

E MC AFFIRMATIVE ACTION/EQUAL OPFORTUNITY EMPLOYCR €C-80-337
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DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
200 W. JONES STREET

ROBERT W. SCOTT RALEIGH, NC 27603-1337

System President October 1, 1990 9197337051
T0: Presidents
FROM: Sandy Shugart

Vice President for Programs

SUBJECT: Clarifications Concerning Enrollment of High School Graduates in
Basic Skills Classes and the 60/40 Rule and Special Projects

Memo CC-89-321 explicitly states that: "Effective November 1, 1989, any
student regardless of years of schooling completed, including high school
graduates, testing at the ABE level (8.9 or below) may be placed in ABE

‘ programs. ~No person testing above 8.9 should be placed in ABE and no student

with a standard high school diploma should be placed in GED or Adult High
School programs.”

There is no question concerning serving adults without high school diplomas,
or those with high school diplomas but functioning at the 8.9 level or below,
in basic skills classes. The question remzins, however, about persons with
high school diplomas who are functioning between 9.0 -12.9 grade levels.

Memo CC-89-321 was written prior to the implementation ef the Comprehensive
Adult Student Assessment System (CASAS) in basic skills programs. CASAS now
provides us with a process for measuring student progress based on the

_mastery of life coping competencies as well as the acquisition of educational
credentials.

It is apparent that the main purpose many persons enroll in a basic skills
program is to become functionally competent in their life roles as employee,
parent, citizen, and consumer. Therefore, in_programs utilizing CASAS, you
may enroll students who are high school graduates, and who score between 225
and 245 on the CASAS scale, in AHS level ¢lasses. A 225 on the CASAS scale
is equivalent to a 9th grade level. A CASAS student profile sheet
documenting the competencies to be mastered should be kept on each such
student enrolled. Students should be re-tested on a CASAS post-test no less
than every two quarters. Students must exit the class when the identified
deficient competencies have been mastered. Students enrolled under this
provision will not earn high school diplomas nor bonus dollgrs for high
. school diplomas awarded in the basic skills funding formula.

CC-90-338
AL
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Presidents
Page 2
October 1, 1990

High school graduates needing basic skills instruction at the high school
level, but not working toward a high school diploma, should be registered in

AHS 2001.

A second point of clarification deals with the €0/40 rule as it pertains to

basic skills special projects or federally funded basic skills projects.

Monies received into your institution from federal literacy grants and from

special basic skills projects funded by the state are treated as
institutional funds. The 60/40 rule does not apply to these projects.
may count the program participants for FTE purposes regardless of the
percentage of the instructors salary paid from project funds.

SS:DHS:is

pc: Deans of Continuing Education
Basic Skills Directors

CC-90-338

You
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DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
200 W. JONES STREET

ROBERT W. SCOTT RALEIGH, NC 27603-1337

System President

February 21, 1991

T0: Presidents
FROM: Bobby L. Anderson &</
Director

Basic Skills
SUBJECT: Workplace Literacy Classes

One of the most promising developments in the literacy
program is the rapid increase in workplace literacy classes.
Public and private employers alike are recognizing the
advantages to upgrading the basic skills of their employees.

You may recall that the Department, with your help, published
a list of workplace literacy sites last year. This document
has proven to be very useful in working with employers and
others throughout the state who are interested in workplace
literacy.

We would like to update our publicatior.. Enclosed you will
find the page with your college’s listings from last year.
Please delete, add, or correct this listing and return on the
attached form to Don Snodgrass at the Department of Community
Colleges as soon as possible. Please include any workplace
site you have utilized this year (1990-91), even if it is
currently not in operation.

We will send you a copy of the publication when it is
completed.

BLA:DHS:is
pc: Basic Skills Director

Enclosures

CC-91-51

o,
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WORKPLACE LITERACY SITES
‘/ 1990-91

INSTITUTION

BUSIRESS/INDUSTRY

RETURN TO: Don Snodgrass
Coordinator of Adult Basic Education
NC Department of Community Colleges
Caswel] Building -
200 W. Jones Street
Raleigh, NC 27603-1337
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DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
200 W. JONES STREET

ROBERT W. SCOTT RALEIGH, NC 27603-1437
System President February 26, 1991
MEMORANDUM
T0: Presidents

Visiting Artist Coordinators

FROM: Sanford C. Shugart
Vice President for Programs

SUBJECT: The Freeze and its Effect on the Visiting Artist Program

At the recent Presidents Association meeting, several questions were raised
concerning the effect of the hiring freeze on the Visiting Artist program.
This memo summarizes the essential points on which you need to act.

1. If an artist is eligible to continue in the program at her/his current
college and the college wishes to continue the contract with that artist, you
may do so. Since the position is never really vacated, the freeze does not
affect you.

2. If an artist is not eligible to continue at the same college next year, or
the college does not choose to continue the contract with the same artist,
the position will become vacant. It will therefore be subject to the hiring
freeze if it is still in effect at that time. We do not know whether the
freeze will still be in effect on July 1. Therefore, you are advised to
assume that it will be and request in writing that the position be “"unfrozen*
by the Office of State Budget. Be sure to indicate the date on which the
position will become vacant.

3. Since we don't know whether the freeze will be lifted before July 1,
August 1, or whenever, if you need a new artist for next year, you should go
ahead with the regular process for selecting one. Just don‘t offer a
contract until the question of the freeze has been_answered.

1
4. Under no circumstances will the limitations on artists’ eligibility be
waived. None will be allowed to continue, for example, for a third year at
the same college to prevent the position becoming vacant and frozen.  This
would undermine the intent of the Governor's Executive Order and is not
acceptable.

This should clarify the issues raised at the Presidents meeting. In essence,
the Visiting Artists are being treated just like any other college staff.

If you have any further questions, please don't hesitate to call me or Bobby
Anderson.

‘) " CC‘91'52

§ f
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FISCAL YEAR 19391-92
Visiting Artist Programs
‘ Plans for Program as of
(date)

College:

President’s signature:

Please check one:

(1) Plan to employ a Visiting Artist as usual.
___{a) Continue curreat artist.

(b) Employ a new artist.
(2) Do not plan to employ a Visiting Artist.

(3) Plan to share an artist with one or more other colleges.

(a) Name(s) of college(s):

(4) Other than above: (Please explain)




DEPARTMENT OF COMMUNITY COLLEGES
NORTH CAROLNA STATE BOARD OF COMMUNTY COLLEGES
200 W. JONES STREET

. ROBERT W, SCOTT RALEIGH, NG 2700341337

9737051
STATE PRESIDENT

MEMORANDUM Deadline: April 30, 1991

T0: Presidents
North Carolina Community College System

FROM: Sandy Shugarﬂ‘{e'l :
Bill Pursell

DATE: March 18, 1991

SUBJECT: Request for Proposals for SLIAG "Adult Education Grants"

The Department of Community Colleges is requesting proposals from community
‘ colleges for grants to support programs under the “Adult Education" section of
the State Legalization Impact Grants to be operated during Program Year 1992

(July 1, 1991 - June 30, 1992). Grants will be made contingent upon the
availability of funds to the department.

This memorandum is intended to be an executive summary of the program as well
as a transmittal notice of the Request for Proposals (RFP). Attached is a
copy of the RFP and the documents to be submitted with the proposal.

State Legalization Impact Assistance Grants (SLIAG) are authorized by section
204 of the Immigration Reform and Control Act of 1986 (IRCA). Under SLIAG,
funds are appropriated each year to defray part of state and local costs
associated with providing public assistance, public health assistance, and
educational services to aliens granted lawful resident status under section
245A (pre-82's), 210 (special agricultural workers or “SAWs") or 210A
(replenishment agricultural workers or "RAWs*) of the Immigration and
Nationality Act ?INA), as amended by IRCA.

Under Section 204, these aliens are collectively designated “eligible
legalized aliens" (ELAs) for purposes of reimbursement of costs under SLIAG

for five years from the date on which they were granted lawful temporary
resident status.

For educational services, local service pfoviqefs are allowed to provide
instructional services in ABE, GED, ESL and citizenship training and

ancillary services in recruitment, counseling, transportation and baby-sitting
. for eligible legalized aliens (ELAs).

CC-91-69
202
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Presidents
Payc 2
March 18, 1991

Local colleges approved for SLIAG projects will be funded on a reimbursement
basis as documentation of allowed expenditures for eligible legalized aliens
is provided to the department. The amount a local college can be reimbursed in
a given fiscal year cannot exceed $400 for each eligible legalized alien

served. Funds can only be spent on services to ELAs and must be prorated for
classes or services involving non-ElAs.

Because your project can only be reimbursed for ELAs actually served, it is
important to base your budget needs and service plans on a realistic estimate
of ELAs who are either permanent or temporary residents in your service area.

The deadline for submission of proposals is 5:00 p.m. on April 30, 1991.
Three copies are to be submitted to :

Peggy Graham, SLIAG Contract Administrator
Employment Readiness Section

NC Department of Community Colleges
200 W. Jones Street

Raleigh, NC 27603-1337"

If you have any questions regarding this information, or if assistance is
needed, please contact Peggy Graham at 919/733-7051, Extension 453.

Attachment

pc: Basic Skills Director
SLIAG Coordinator

2,




DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
200 W. JONES STREET
ROBERT W. SCOTT RALEIGH, NC 27603-1337

919.733-7051
-+ System President

March 13, 1991

T0: Presidents, Community College System .
FROM: Delane F. Boyer, State GED Administrator
SUBJECT: General Educational Development (GED) Annual Contract

Attached is the GED annual contract to be renewed for the operation of your
testing center(s) from June 1, 1991, to May 31, 1992. Also attached are the

GED materials order form, a GED essay scoring services order form, and a test
security form.

Please review the contract and refer to Section 4.2, 4.5-4, and 4.5-5 of the
GED Examiner’s Manual. Verify the center’s name, name of the Chief Examiner,

‘ and address for the testing center. If any of this information is incorrect,
cross it out and type in the correct information. After the Chief Examiner
and the President have signed and dated the contract, follow the instructions
at the bottom for distribution of copies.

Send the signed green copy to this office. The pink copy, your order for
test materials, and the $50 annual testing fee are to be sent no later than
April 12, 1991, to the GED Testing Service, One Dupont Circle, Washington, DC
20036.

Please complete the top and bottom parts of the attached GED ESSAY SCORING
SERVICE ORDER FOR ESSAY SCORING SERVICES form. Use the center identification
{ID) number shown on the contract with the rest of the information to
complete the top portion of this form. For the Score Report Format hlock,
check Hardcopy by Lithocode, unless you are going to send score reports by
computer tape, then check appropriate format. On the bottom of the form give
the estimated volume of essays, estimated number of essays per mailing, and
when the essays will be mailed. Send the white and pink copies along with
your contract to GED Testing Service and keep the yellow copy. Also, please
send us a copy.

Department of Community Colleges will again contract with the GED Testing
Service to score the essays and pay scoring cost. We will follow the same
procedures for essay scoring as we have this past year. Should you have any
questions, please call me at (919) 733-7051, ext. 302.

‘II' DFB: jwm

Attachments
pc: Dr. Sandy Shugart o,

Mr. Bobby Anderson - o €CC-91-71
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ROBERT W. SCOTT RALEIGH, NC 27603-1337 919.733-7051

DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
200 W. JONES STREET

System President

May 14, 1991
MEMORANDUM
TO: Community College Presidents

Mary B. Regan, Director, NC Arts Council
-

FROM: Sanford C. Shugart, Vice President for Prjgrami QZ??1¥L”

SUBJECT: Visiting Artist Program

As you no doubt already know, the education appropriations committees
in the general assembly have recommended a substantial change to the Visiting
Artist and Community Service budgets. Their proposal will combine the
budgets of both programs and reduce the total to one-half the current level -
in the system’s budget. The line item for Visiting Artist will disappear and
each college will determine their level of commitment to the program from
their community service funds.

We are not yet prepared to determine the community service budget
allocations for each college during FY 91-92. Nevertheless, it is necessary
to get a handle or each college’s plans for the Visiting Artist program so we
can proceed appropriately with the recruitment and selection process. (We

plan for you to complete selection by August 15 and execute contracts by
September 2, 1991).

Therefore, we are requesting that you complete the attached form and
return it to :

Mr. Bobby Anderson

Director of Basic Skills

NC Department of Community Colleges
200 West Jones Street _

Raleigh, N.C. 27603-1337

Your response is simply for planning purposes; it is not a.commitment. We
understand that your plans may need to change as you a“sess full impact of
the state budget decisions made and yet to be made by the iegislature.

We will appreciate hearing from you by June 15.
Thank you. 237

SCS/MBR/sdb

a-91-129
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DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
200 W. JONES STREET
ROBERT W. scoTT RALEIGH, NC 27603-1337

919.733-7051
System President
May 31. 1991

T0: Presidents

FROM: Delane F. Boyer, Coordinatoqf//
Adult High School Programs

SUBJECT: Revised GED Application Form

The GED office will convert its present batch computer software to a DB2 data
base on-line system on July 1, 1991. This will not change your operation of
the GED testing program. As part of this conversion to the new computer
system, we have redesigned and revised the GED application form, DCC 9-8; and
revised the GED diploma and the transcript attached to the diploma.
Therefore, beginning July 1, 1991, the attached revised GED application form

DCC 9-8 (May ‘91) will replace the current DCC 9-8 (Rev. 6-77) form for the
. GED testing program.

The DCC 9-8 form was redesigned to fit the computer program, to obtain data
we previously compiled by hand. We also added new items for research
purposes. The GED diploma was revised to permit the inclusion of a
graduate’s full name with SR or JR on the face of the diploma. The
transcript attached to the diploma will now include the name of the tests and
test language (English, Spanish or French).

Use of the new on-line system will help us to improve our administration of
the GED program by providing more prompt service to GED students, employers,
university or college admission offices, government offices, and others. It
will also provide for a more efficient and accurate record keeping system.
We have over 300,000 permanent records on those students who have passed the
GED tests. Because of this new computer on-iine system, we are also
requesting that completed GED application forms be sent in more frequently
thus providing for a more efficient and cost-wise use of the new system.

Therefore, we are requesting that:

1. A1l GED examiners send in no later than June 21, 1991, all GED test
scores, pass or fail, of all applicants using the old DCC 9-8 form.

2. A1l those applicants who will continue after June 21, 1991, to test,

start testing, retest, or are waiting only for their essay score, use the
‘ new DCC 9-8 form to report test information and scores.

21
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Memorandum
Page 2
May 31, 1991

3. If an applicant who has completed the old application form and he/she is
not available to complete the new DCC 9-8 form, the GED examiner can
transfer all the information to the new form. In this case, leave blank
those items that are unknown and attach the old form to the new form.

4. Beginning July 1, 1991, only the new DCC 9-8 form will be accepted for
reporting of applicant information and scores.

Initially, each GED examiner will receive a copy of this memorandum (with
instructions) and 100 copies of the new DCC 9-8 form.

If you have any questions on this matter, please call me at

(919) 733-7051 (Ext. 302), Ms. Joy Matthews (Ext. 303), or Ms. Doris Nixon
(Ext. 306).

DFB: jwm
Attachments

1. DCC 9-8 Form (May ’91)
2. Instructions to Complete DCC 9-8 Form

cc: Chief GED Examiners

CC-91-143




NORTH CAROLINA DEPARTMENT OF COMMUNITY COLLEGES

PROGRAM SERVICES
BASIC SKILLS
ADULT HIGH SCHOOL PROGRAMS

INSTRUCTIONS FOR PROCESSING AND COMPLETING DCC 9-8 FORM

‘ APPLICATION FOR GED TESTING AND HIGH SCHOOL DIPLOMA EQUIVALENCY

COORDINATOR OF ADULT HIGH SCHOOL PROGRAMS
DELANE F. BOYER

MAY 1991
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NORTH CAROLINA DEPARTMENT OF COMMUNITY COLLEGES
PROGRAM SERVICES, BASIC SKILLS SECTION
ADULT HIGH SCHOOL PROGRAMS OFFICE
(GED/ADULT HIGH SCHOOL (AHS) DIPLOMA PROGRAMS )

ADDRESS

NORTH CAROLINA DEPARTMENT OF COMMUNITY COLLEGES
GED/AHS PROGRAMS OFFICE
200 WEST JONES STREET
CASWELL BUILDING
RALEIGH, NC 27603-1337

TEL: (919) 733-7051 FAX: (919) 733-0680

STAFF
NAME FUNCTION TEL. EXT.
Dr. Delane F. Boyer Coordinator of Adult High 302

School Programs and
State G.D Administrator.

Ms. Ana Cuomo Writing Specialist for 334
GED and NC Competency test
components; Essay scoring
of GED and Competency Test
writing components and records.

Mrs. Joy Matthews GED and AHS records, reports 303
and files; GED Testing Service
contracts; GED applications;
search for GED examinee scores;
Appointment of GED Examiners;

AHS agreements of affiliation;
fact sheets and GED and AHS
diplomas.

Mrs. Julia Manning GED transcript service, special 306
test; handicap accommodation;
inmate testing; GED applications;
and search for GED examinee scores.

Ms. Doris Nixon GED data entry; search for GED 304
scores and data on GED examiners;
GED data, historical, and special
reports; and GED application.

ROOM
3348
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Item No.

INSTRUCTIONS FOR COMPLETING DCC 9-8 FORM

FIRST PART, FRONT PAGE, OF DCC 9-8 FORM

Item

Social Security number

Telephone number

Name

Street address

City
State

Zip code

County

210

Instructions

Self explanatory

Note: If examinee has no social
security number, leave blank and
state office will assign a
number. An identification number
will be assigned through the
state GEDMIS computer program.

Self explanatory
If the examinee has no teleptone
number, write in none.

Enter all letters of the last,
first, and middle names even if
there are not sufficient spaces
for all the letters.

Note: (1) The full name including
middle name of the examinee will
be printed on the diploma. If an
examinee has only an initial for
a middle name, then write in the
letter or letters. (2) Use
dashes when appropriate between
names; (3) Write in Sr. or Jr.
for senior or junior as
appropriate following the last
name.

Write in the main elements that
are necessary for the examinee to
receive by mail the GED diploma.
Omit such additional names as
"Oak Wood ParK Subdivision" or
"Shady Rest East Mobile Home
Park" when such additional names
are not necessary for the
examinee to receive mail.

Self explanatory

Put in spaces or dashes between
names as appropriate.

Use two letter abbreviation.

Self explanatory

Write in the county where the
examinee resides.




A. INSTRUCTIONS FOR PROCESSING DCC 9-8 FORM ‘

1. DCC 9-8 Form is an application for admission to GED testing and an
application for the High School Diploma Equivalency which is awarded by
the State Board of Community Colleges upon attaining qualifying scores.
The minimum qualifying scores are a standard score of 35 on each test and
a minimum total of 225 on the GED test battery.

2. The first part of the form is to bé'comp1eted by the applicant and the
second part, back page, is to be completed by the GED Examiner who

attests to the identity of the applicant and certifies the test scores by
signing the form.

3. The GED Examiners are to -ensure all items on the front of the forms are
completed and signed by the applicants.

4. GED Examiners are requested to administer all the five tests of the GED
battery within two weeks to applicants and send to the GED Office
completed DCC 9-8 forms, regardless of pass or fail scores, no later than
the third week or when the essay scores are received.

5. Those applicants who do not complete all five tests within a two week
period, their applicant forms should be sent to the GED office,
regardless of pass or fail scores, no later than the third week.

6. Every test score for each applicant regardless of pass or fail is to be
sent to the GED office to become part of the applicant’s record.

7. Those applicants who take one test of the GED battery at intervals of one
month or longer, their application forms should be sent to the GED office

following each time a test is administered regardless of pass or fail
scores.

8. The five GED tests of the battery can be administered in any order. All
five tests must be administered before any retests are given.

9. Once an application form on an individual has been sent to the GED
office, the GED Examiner may report cn subsequent application forms only
those items not previously reported or those items which have changed.
The name and social security number of the applicant must be included on
each subsequent application form and signed by the examiner.

10. When an applicant requests a change in name to the one previously used on
an application form, he or she must write to the GED Administrator, GED
office, stating the reason for the name change and submitting a copy of
appropriate documentation such as a court decree, divorce papers, birth
certificate or other documentation.

11. For a change of address, the applicant needs only to write to the QED
office and give the new address along with his or her name and social
security number.

oV}
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11
12
13

14
15

16
17

18

19

Date of birth

Age

Sex
Ethnic origin

Enter highest grade
completed

Resident of North Carolina

Have you taken GED tests
before?

Purpose for taking the tests

Were you enrolled in any of
programs?

About how many hours of
classroom instruction did
you receive?

About how many hours of
study did you do on your
own?

Write in numbers for the month
starting 01 for January, 02 for
February, etc. through 12 for
December; for day write in 01
through 31 as appropriate; and
for the year use last two digits,
91 for 1991, 92 for 1992, etc.

Use age at the time the
application is filled out.

Write in appropriate letter.
Write in appropriate number.

Write in number 08 for eighth
grade through 12 for twelfth
grade and date last attended with
month and year

Write in appropriate letter.

Write in appropriate letter.

Write in one of the numbers.

Write in the boxes all the
numbers that apply. The programs
are those offered by the
community colleges. Newspaper
(GED lessons) are GED lessons
offered by community colleges;
UNC Public TV are GED lessons
series shown over the affiliate
stations of the UNC Center for
Public TV. Mark other when GED
or ABE classes are given by other
organziations such as churches or
volunteer organizations.

Write in the appropriate number
of hours: 001 for 1 hour, 010
for 10 hours, or 125 hours, etc.

Write in the appropriate number
of hours 001 for 1 hour, 010 for
10 hours, 125 for 125 hours, etc.




20 GED scores to be used
for statistical purposes.

21 Certification given by the
examinee with date and
signature.

Note: (1) If there is an
objection to using test scores by
the examinee, the GED examiner is
to clarify that the test scores
are only for statistical
purposes: that only test scores
and not names are aggregated in
with all test scores of all
examinees; therefore names are
not associated with the
respective test scores of the
examinee. (2) If the examinee
still objects to the use of test
scores for statistical purposes,
have the examinee write a letter
to the state GED administrator
giving his or her reason for the
objection; and attach the letter
to the application form.

Self explanatory




’ Item_No.

1

SECOND PART, BACK PAGE OF DCC 9-8 FORM

Item

Administrative hold

The examinee was given
special accommodation.

Handicap condition

Type of candidate

If candidate is less than
18 years old

~

fou

Instructions

Write appropriate letter and
write in reason. Note: (1) The
purpose for this jtem is to
withhold the release of GED
scores, award of diploma, or
release of any information. This
item is to be used to withhold
test scores or diplomas because
of: a Tater date when the
examinee is to graduate; some
discrepancy, irregularly on
information given, or suspect of
impersonation; disciplinary
action; and other reasons to
withhold information or release
of diploma. (2) This action may
be taken by the local GED
examiner or by the State GED
Administrator.

Self explanatory.
Mark in all the numbers that
apply.

Self explanatory.
Mark in all the numbers that
apply.

Mark in the one choice that
applies:

(1) Regular student

(2) Military

(3) Inmate

(4) Workplace Tliteracy

(5) Family literacy

(6) Foreign student

Write in the number that
applies.

(1) Emancipated minor is a person
who has been granted a judicial
decree of emancipation by the
court or who is married. A copy
of the decree or marriage
certificate must be provided by
the examinee; and sent to the
GED office by attaching the copy
to the application form.

’




10
11

12

Test center ID number -

Test Language

If retesting when
previously qualified for
a diploma

Special testing needs
Test results

Essay Topic, Essay
Score and Off Topic

Certification

(2) Dropout/referral is an
individual who dropped out of
public or private high school and
was referred by the public school
superintendent or headmaster,
principal or school official of
the private school.

(3) Other is a dropout who has
been out of school at least six
months and who was not referred
by the public or private school;
or a dropout who moved from
another state to North Carolina,
has become a resident and who
never attended or enrolled in a
public or private high school in
North Carolina.

Write in the number assigned by
the State GED office. See
attached 1ist of Official GED
Testing Centers in North
Carolina.

Write in test language: E for
English; S for Spanish, or F for
French.

Self explanatory.

Note: Other includes testing
when the examinee’s traditional
reguiar high school diploma is
not acceptable by a post
secondary educational
institution or by an employer
which may be the case for
examinees who attended high
school abroad.

Self explanatory
Self explanatory.

Self explanatory

Self explanatory.




DEPARTMENT OF COMMUNITY COLLEGES
ADULT HIGH SCHOOL PROGRAMS

LIST OF OFFICIAL GED TESTING CENTERS IN NORTH CAROLINA

CENTER CENTER
NUMBER NAME
1. Anson Technical College
2. Asheville-Buncombe Tech. College
3. Asheville-Buncombe -Black Mountain
4. Beaufort Community College
5. Bladen Technical College
6. Blue Ridge Technical College
7. Blue Ridge Tech. Ext. Center
8. Caldwell Community College & TI
9. Cape Fear Community College
10.  Carteret Community College
11. Catawba Valley Community College.
12. Central Carolina Community College
13. Central Piedmont Community College
14.  Cleveland Community College
15. Coastal Carolina Community College
16. Camp Lejeune Branch
17. Discontinued
1€. College of the Albemarle
19.  Craven Community College
20. Craven CC, Havelock Branch
21. Davidson County Community College
22. Durham Technical Community College
23. Edgecombe Community College
24. Edgecombe CC, Rocky Mount Branch
25. Fayetteville Technical CC
26. Fayetteville TCC Fort Bragg
27. Forsyth Technical College
28. Gaston College
29. Discontinued
30. Discontinued
31. Halifax Community College
32. Haywood Community College
33. Isothermal Community College
34. James Sprunt Community College
35. Johnstor Community College
36. Lenoir Community College
37. Martin Community College
38. Mayland Community Coliege
39. McDowell Community College
40. Mitchell Community College
41. Montgomery Community College
42. Nash Community College
43. Pamlico Community College
44. Piedmont Community College
45. Pitt Community College
46. Randolph Community College
47. Richmond Community College

CHIEF
EXAMINER

Mary Thompson
ITka McDowell
ITka McDowell
Clay Smith
Thomas Baucom
Elizabeth Endres
Monique Flynn
Johnna Coffey
James Canty

Gale Swann

Donna Sims
Frances Andrews
William Conelley
Kathy Wallace
Mary Felker

Mary Felker

Martha Newbold
Edna Barrett
Wanda Thomas
Myra Kernstine
Zenobia E1lis
Johnny Williams
Jan Tart

Al Pierce

AY Pierce
Paula McCoy
Frances Miller

Lyndal Williams
Joyce Clayton
Wilbur Wright
Josepl: L. Tillman
Eunice D. Lee
Claude L. Barrett
Charles Askew
Louise Hembree
James V. McMahan
Carol Johnson

Gay Russell

Nancy S. Penick
Gail Johnson

Richard Quesenberry

Mary Idol
Patsyanna Barker
Brenda lLong

gz..
‘m i

TELEPHONE
NUMBER

704-826-8333
704-254-1921
704-254-1921
919-946-6194
919-862-2164
704-692-3572
704-883-2520
704-728-4323
919-343-0481
919-247-3094
704-327-9124
819-775-5401
704-342-6949
704-484-4000
919-455-1221
919-455-1221

919-335-0821
919-638-4131
919-447-1141
704-249-8186
919-598-9226
919-823-5166
919-446-0436
919-323-1961
919-323-1961
919-760-2373
704-922-3136

919-536-2551
704-627-2821
704-286-3636
919-296-1341
919-934-3051
919-527-6223
919-792-1521
704-765-7351
704-652-6021
704-878-3221
919-572-3691
919-443-4011
919-249-1851
919-599-1181
919-756-3130
919-629-1471
919-582-1980




Roanoke-Chowan Community College
Robeson Community College
Rockingham Community College
Rowan Community College

Rowan CC, Kannapolis Branch
Sampson Community College
Sandhills Community College
Southeastern Community College
Southwestern Community College
Stanly Community College

Surry Community College

Alamance Community College
Tri-County Community College
Vance-Granville Community College
Wake Technical Community College
Wayne Community College
Discontinued

Western Piedmont Community College
Wilkes Community College

Wilson County Technical College
Discontinued

St. Andrews College

Discontinued

Discontinued

Discontinued

State Board of Community Colleges
Discontinued

Lenoir CC, Greene Co. Branch
Anson CC, Polkton Campus

Stanly CC, Union Co. Center
Brunswick Community College
Southwestern CC, Franklin Branch
Southwestern CC, Cherokee Branch
Discontinued

Discontinued

Guilford TCC, Greensboro Branch
Coll. of the Albemarle, Manteo
Western Piedment CC, Burke Co.
Caldwell CC/TI, Watauga Co.
Guilford TCC, High Point

Central Carolina CC, Lillington
Central Carolina CC, Siler City
Brunswick TC, Southport

Randolph CC, Archdale
Vance-Granville CC, South Campus
Catawba-Valley CC, Alexander Co.
Southwestern CC, Swain County
Brunswick CC, Leland

Dia e Kimbrough
Carolyn Britt
Phyllis Loflin
Jerry Thrift
Jerry Thrift
Candace Howard
Louise Jones
Beverlee Nance
David McClure
Marcia Daniel
Judy Riggs
Pearl Lee
Randall Shields
Yvonne Alston
Yvonne Johnson
Nancy Delong

Brenda Dellinger
Larry Caudill
Denise Sessoms

Elbert Patton

Delane Boyer

Claude Barrett
Jane Cunningham
Vivian Poovey
Gladys Wagenseil
David McClure
David McClure

Jane Sparks
Marietta Trainor
Brerda Dellinger
Renae Winkler
Sylvia Nguyen
Pat Garrett

Pat Garrett
Gladys Wagenseil
Jean K. Shropshire
Yvonne Alston
Donna Sims

David McClure
Gladys Wagenseil

aV)
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919-332-5921
919-738-7101
919-342-4261
704-637-0760
704-938-4641
§19-592-7176
919-692-6185
919-642-7141
704-586-4091
704-982-0121
919-386-8121
919-578-2002
704-837-6810
919-492-2061
919-772-0551
919-735-5151

704-437-8688
919-667-7136
919-291-1195

919-276-3162

919-733-7051

919-527-6223
919-272-7635
704-289-8588
§19-754-6900
704-524-6421
704-497-7233

919-334-5412
919-473-2264
704-437-8688
704-728-4323
919-889-4545
919-893-9101
919-742-2715
919-457-6324
919-841-5291
919-492-2061
704-327-7000
704-497-7233
919-371-2400




DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
200 W, JONES STREET
ROBERT W. SCOTT RALEIGH, NC 27603-1337 919-733-7051
System President

June 10, 1991

MEMORANDUM
10: Deans of Continuing Education
FROM: Sanford C. Shugart

Vice President for Pro¢' ims

SUBJECT: Accountabiiity and Credibility Plans

The attached information is a current 1ist of college Accountability and

Credibility plans on file with the Department of Community Colleges (bcc).
‘ When conducting program audits, DCC auditors will compare the DCC approved

plan with procedures applied by the college for the period of review. If the
listed plan is your current operating plan no action is required. If,
however, your plan needs to be amended or updated, we have enclosed a copy of
the State Board of Community Colleges, Plan Compliance Review Checklist, to

aid you in revising your plan. Please forward revised plans to this office
for review and approval.

The DCC point of contact for Accountability and Credibility Plans is
Chuck Barham. If we can be of assistance to you, please give us a call. We
appreciate your cooperative support on this jmportant issue.

Attachments
SCS/CBB/tdb
cc: Presidents

Charles B. Barham, III
J. William Cole, Jr.

CC-91-154

AFFIRMATIVE ACTIONFQUAL OPPORTUNITY EMPIOYER




ROBERT W. SCOTT RALEIGH, NC 27603-1337
System President

DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
200 W. JONES STREET

June 21, 1991

MEMORANDUM

T0: Chief Continuing Education
Registrar
System Administrators

FROM: Bill Bullard, Supervisorf%ﬁgg IMPORTANT
IBM Programming/Statistical Services

SUBJECT: Revised Extension Registration Data
Reporting Instructions - DCC 7-2

Attached are revised reporting instructions for the Extension Registration

DCC 7-2. These instructions are effective with your Fall Quarter 1991
reporting to DCC.

The instructions have been modified to include:

(1) A change in the meaning of the codes used to report data
in field (13), "Highest Education Level" to reflect
specific meanings regarding highest education level,

(2) The addition of three new fields (19), (20), and (21)
to the data record. These fields are related to the
high school completion status. These fields are
required only for ABE, GED, Adult High School, and
Compensatory Education programs registrants (You may

report the data on all Extension Registration if you
so desire).

These changes are a result of Senate Bill 43, House Bill 149, and Senate Bill
124. These legislative mandates place reporting requirements on the colleges
and DCC on the performance of high school graduates and/or tracking of high
school dropouts. Please refer to those legislative acts or to the DCC staff,
Division of Student Development Services for further information.

For colleges using the Prime system for extension student registration,
Release 7.2 will automatically report these newly required data

elements effective with your Fall Quarter, 1991 reporting. For NON-Prime
colleges, you are responsible for reporting these data in accordance with
the attached instructions.

If you have any questions concerning these instructions, call me or Steve
I james at 733-7051.

BB/ 1hs .
cc: Presidents AL cc-91-168

AFFIRMATIVE ACTION/EQUAL OPPORTUNITY EMPLOYER

918-733-7051




DCC 7-2
Instructions
June, 1991
Page 1

EXTENSION REGISTRATION - DCC 7-2

EFFECTIVE DATE: September 1, 1991
Replaces instructions dated August, 1990

Purpose

The major purpose of the extension registration data is to provide
statistical information on each student enrolled in an extension program in
the North Carolina Community College System.

Schedule

Extension Registration, DCC 7-2, should be reported for all those individuals
recistering for the period in which the class ends. These data should be
reported to the Statistical Services Section, Department of Community
Colleges, according to the foilowing schedule:

Reporting Period Final Due Date
1. June - August September 21
2. September - November December 21
3. December - February March 21
4. March - May June 21

ALL DATA FOR EACH REPORTING PERIOD MUST BE RECEIVED BY THE DEPARTMENT OF
COMMUNITY COLLEGES ON OR BEFORE THE FINAL DUE DATES. IF YOU HAVE COMPELLING
REASONS THAT PREVENT YOU FROM MEETING THE DUE DATES, CALL BILL BULLARD AT
733-7051, EXT. 365.

A1l magnetic media reports (tapes, diskettes, cartridges), must be labeled
with the information specified on the Magnetic Label Description.
(Attachment 1)

Verification Report

It is required that the Verification Report (Attachment 9) be completed and
submitted along with the data for the DCC 7-2. For colleges using the Prime
system, this report is generated as a computer printout for you as a part of
the Extension Registration report processing. Prime colleges should submit a
copy of the printout instead of Attachment §.




DCC 7-2
Instructions
June, 1991
Page 2

Instructions

Detailed instructions are given below for completing each item on the
registration record. The numbers shown in parentheses refer to the field
numbers in the Data Record Description. (Attachment 2)

An asterisk (*) beside the field number indicates a change in this field from
prior instructions.

Two asterisks (**) indicate a new field.
(1) Blank

(2) College: Report the code number o the community college.
(Code Sheet A, Attachment 3)

(3) Social Security Number: The student should enter his social
security number or college assigned nine (9) digit
identification number in this space.

A student may register who has not obtained a social security
number. In such cases, a temporary college assigned nine (9)
digit student identification number may be substituted for the
social security number. The following steps are offered as
guidance in assigning the temporary student identification
number.

a) The issuing of number should be controlled by one college
office.

b) Only one unique temporary number is to be assigned to each
student who has not secured a social security number. A
record should be made by the student and the issuing office
of the assigned number, and the student should be advised to
use this same number in all future registrations until he
secures a social security number. The student should notify
the office issuing the temporary number when he has received a
social security number. :

c) Assigned nine digit identification numbers should be formed by
using the college code for the first three digits, 99 for the
next two digits, and a four digit number beginning with 0001
uniquely assigned to each student. During a school year, any
assigned number should be used to identify only one student
even though it is no longer used by the student.

2u




d)

(4)

DCC 7-2
Instructions
June, 1991
Page 3

Assist the student who does not have a social security number
in applying for one.

Sex: Report 1 - Male
2 - Female

Year of Birth: Report the last two digits of the year the
student was born. Do not enter the current year. Attention is
called to North Carolina Administrative Code 2C.0305 which
specifies the conditions for the enrollment of students less
than 18 years old and not high schoel graduates.

Race: Report the correct code for the race shown below:

1 - White

2 - Black

3 - Indian

4 - Hispanic
5 - Asian

Attendance: Day or Evening. Report where the larger part of
his hours in class occurs in the day or evening.

Employment: Unemploved, Employed Part-Time, or Employed
Full-Time.

Residency: Indicate if the student is a legal resident of North
Carolina.

County or State Code: If the student is a legal resident of
North Carolina, report the 3 digit county code in which he is a
resident (Code Sheet B - Attachment 4). If the student is not a
resident of North Carolina, then report the 3 digit state or
foreign country code of which he is a resident (Code Sheet C-
Attachment 5).

Extension Program Code: Report the extension program code in
which the student is registered.

Contact Hours: Report the total numbers of hours the student is
scheduled to be in class for the reporting period covered by
this registration. Use only whole numbers--do not enter any
fractions or decimal equivalents. For Learning Lab, New
Industry classes, etc., enter the actual number of hours the
student was in class.

27
- W2




DCC 7-2
Instructions
June, 1991
Page 4

* (13) Highest Educational Level: Report the highest education
completed by the codes below:

01 - 11 Highest Grade Completed - Non Graduate
12 High School Graduate
-- GED
13 Adult High School Diploma
14 Post High School Vocational Diploma
15 Associate Degree
16 Bachelor's Degree
17 Master's Degree or Higher

(14) Inmate: PReport a code “3" (Note that the codes 1 and 2

representing preparatory and supplemental training are no longer
required). ‘

(DATA ON HANDICAPPED, DISADVANTAGED, SINGLE PARENT/HOMEMAKER, AND LIMITED

ENG%ISH PROFICIENCY ARE REQUIRED BY THE CARL PERKINS VOCATIONAL EDUCATION
ACT

(15) Handicapped: Report a code "1" for those individuals who are
mentally retarded, hard of hearing, deaf, speech or language
impaired, visually impaired, seriously or emotionally disturbed,
orthopedically impaired, or other health impaired persons, or
persons with specific learning disabilities. Leave blanks
otherwise.

(16) Disadvantaged: Individuals (other than Handicapped) who have
economic or academic disadvantages. The term includes
individuals who are members of economically disadvantaged
families, migrants, individuals who have limited English
proficiency, and individuals who are dropouts from secondary
schools.

a) Academically Disadvantaged - Report a code "1° for
an individual who has less than a high school
education. Does not include individuals with
learning disabilities, nor high school students
taking courses at a community college.

b) Economically Disadvantaged - Report a code "2"
for an individual who meets one or more of the
following indicators:

oo
A%
)

.




(17)

DCC 7-2
Instructions
June, 1991
Page 5

(1) Annual income at or below the official
poverty line established by the director
of the U.S. Office of Management and
Budget;

(2) Eligibility for aid to families with
dependent children or other public
assistance programs;

(3) Receipt of a Pell Grant or other
comparable state program of need-based
financial assistance;

(4) Eligibility for participation in
programs assisted under Title II or the
JTPA;

c) Report a code of "3" for an individual who meets both
criteria.

Single Parent/Homemaker:

a) Single Parent: Report code "1" for an individual who:

(1) Is unmarried or legally separated from a spouse; and,

(2) Has a minor child or children for which the parent has
either custody or joint custody.

b) Homemaker: Report a code "2" for an individual who
(1) Is an adult; and,
(2) Has worked as an adult primarily without remuneration
to care for the home and family and for that reason has

diminished marketable skills.

c) Both: Report a code "3" for an individual who meets both
criteria.

Limited Enqlish Proficiency: Report a "1" for yes or a "2" for

no. Limited English proficient individuals are those who have
difficulty speaking, reading, writing, or understanding English
because their native language is not English, or because they are
American Indian or Alaskan, where a language other than English had
a significant impact on their English proficiency.




DCC 7-2

Instructions
June, 1991 ‘

Page b

Fields (19), (20), and (21) are reguired only for Literacy

Registrants, i.e., ABE, GED, Adult High School, and Compensatory
Education programs.

** (19) High School Code: Report the code (See Code Sheets D,E, and F,

Attachments 6,7, and 8) for the last high school attended by the
student.

School Code Format: You must use the approved Department of
Public Instruction (DPI) codes for NC Public Schools as shown
on Attachment 6. The code format below is recommended for your
use in developing "locally" defined codes for such schools, as
private NC schools, retired public schools, and out-of-state
schools. Refer to Code Sheets E and F, Attachments 7 and 8 for
for the structure of these codes. ’

The school code is six digits:

Digit
1 2 3 4 5 6
Digits Codes Meaning .
182 00-99 County Code for NC Schools
3 0-3 NC DPI Schools + some other
“Public Schools”
6 A11 other schools
1-3 101-154 For out-of-state schools, state
code in position 2 & 3
4 0,1 Qut-of-State
3,4,5 NC High School Codes defined by
DPI
8 Other Public NC schools
9 Private NC High Schools
5-6 00-99 Specific School - locally

defined for Non-NC DPI codes

** (20) High School Graduate: Report a code "1" for an individual who is a
high school graduate and a code "2" for a non-graduate GED
recipients should be reported as a "2" in this field but as a GED
student in field 12.

**x (21) Year Last Attended High School: Report the year in which the
individual last attended high school.

(22) Filler blank fields




Extension Registration
DCC 7-2

DSN: CCD.CC.CC303-1

LRECL = 80

BLKSIZE = 800

LABEL = SL NL
Density: (1600 bpi preferred)
Reporting Period:

College:

Contact Person:

Record Count:

DCC 7-2
Instructions
June, 1991
Page 7

ALL MAGNETIC MEDIA MUST BE LABELED AS FOLLOWS:

Attachment 1




DATA REOCRD DESCRIPTTON

Dac 7-2
Instructions
Jure, 199%
| DATA SET NAME FIIE NAME
"CD.CC.QC303-1 Extension Registration Input Bdit File
JIRD NAME SYSTEMS ANAIYST
Record Tength = 80 Blocksize = 800 Cave Smith
FIEID DATA ELEMENT FIEID
NO. POSTTIONS | SIZE
1 1 1 Blank
2 (ollege Ocde 2-4 3 Three mmeric, Left justify
See Code Sheet A -
Attadment 3)
3 Social Seaurity Nurber 5-13 S Social Seam&MmberarQ-dlgl' t
stident identification mumber
4 Sex _ 14 1 1l -Male 2 - Famle
5 Year of birth 15 - 16 2 last two marbers
6 Race 17 1 1 - white
2 - Black
3 - Irdian
4 - Hispanic
5 - Asian
7. Atterdance 18 1 l-Day 2 - Evenirg
8 Enployment 19 1 1 - Unamloyed
2 - Part-time
3 - Full-time
9 Residency 20 1 1 - NC Resident
’ 2 - Non NC Resident
10 Comnty ar State 21 - 23 3 3d1.g1tcxx1e See Code Shest B -
Attachment 4) fcr NC residents
and (Code Shest C - Attadment 5)
. far non-residents
11 Program Cocde 24 - 27 4 ne letter ard three nmbers
%Use anly those codes approved
ar your college)
12 Contact Hours 28 -31 4 left zero fill
13 Highest BEducation Ievel 32 -33 2 01 - 11 Highest Grade Completed
. - Nen-Graduate
12 High Scxol Gradusite
13 Pcmltl—hgh School
Diplam
14 Post School
Vocatiaonal Diplam
15 Associate Degree
16 Bachelar’s Degree
17 Master’s Degree ar
Higher
14 Type 34 1 Blank - Not Applicable
3 - Inmate
rmil 189
‘ Attachment 2
Q 2._‘,
ERIC




ATA RAOORD DESCRIPTION DXC 7-2

Instructians
June, 1991
: Pace 9
DATA SET NAME FOE NAME ‘
D.CC.AC303-1 Extension Registration Input Bdit File
REOCRD 1RME S7STES mxsn‘
Recard Iength = 80 Rlocksize = 800 Dave Smith 'e
‘ ND. POSTTIONS | SIZE | TYPE
15 Bardicapped 35 1 A Blank - Not gliczble
1 - Hardi
16 Disadvantaged 36 1 A Blank - Not icable

1 - Academi Y
2 - Boaxamically
3 - Both of the Rbove

17 Single Parent/Paremaker 37 1 A Rlank - Not Applicable
1 - Sirgle Parent

2 - Hoemker
3 - Both of the Above

18 Limited English Proficiency 38 1 A ]2.—;‘{%:
19 Iast High School Attended 39 - 4 6 A High School Code (Code Sheet D-F
Code Attadmentss—s)( '
20 High School Graduate 45 1 A %—;{gf
21 last Year Attended High 48 - 51 4 N YYYY - Four digit year
School
22 Filler blank fields 52 - 80 29 Blanks ‘_‘_‘
o DXC 75




DCC 7-2

Instructions

. June, 1991
Page 10

CODE SHEET A
COLLEGE CODE

CODE COLLEGE CODE COLLEGE
010 ANSON CC ° 520 MAYLAND CC
030 ASHEVILLE-BUNCOMBE TCC 530 MCDOWELL TCC
040 BEAUFORT COUNTY CC 540 MITCHELL CC
050 BLADEN CC 550 MONTGOMERY CC
060 BLUE RIDGE CC 570 NASH CC
065 BRUNSWICK CC 590 PAMLTICO CC
070 CALDWELL CC & TI 610 PIEDMONT CC
090 CAPE FEAR CC 630 PITT CC
110 CARTERET CC 650 RANDOLPH CC
130 CATAWBA VALLEY CC 670 RICHMOND CC
150 CENTRAL CAROLINA CC 690 ROANOKE CHOWAN CC
170 CENTRAL PIEDMONT CC 710 ROBESON CC
‘ 190 CLEVELAND CC 730 ROCKINGHAM CC
200 COASTAL CAROLINA CC 750 ROWAN-CABARRUS CC
210 COLLEGE OF THE ALBEMARLE 770 SAMPSON CC
230 CRAVEN CC 790 SANDHILLS CC
250 DAVIDSON COUNTY CC 810 SOUTHEASTERN CC
270 DURHAM TCC 820 SOUTHWESTERN CC
290 EDGECOMBE CC 825 STANLY CC
310 FAYETTEVILLE TCC 830 SURRY CC
330 FORSYTH TCC 850 ALAMANCE CC
350 GASTON COLLEGE 870 TRI-COUNTY CC
370 GUILFORD TCC 880 VANCE-GRANVILLE CC
390 HALIFAX CC 890 WAKE TCC
410 HAYWOOD CC 930 WAYNE CC
440 ISOTHERMAL CC 950 WESTERN PIEDMONT CC
460 JAMES SPRUNT CC 970 WILKES CC
470 JOHNSTON CC 990 WILSON COUNTY TC
490 LENOIR CC
510 MARTIN CC
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CODE SHEET B
CODE NUMBERS FOR NORTH CAROLINA COUNTIES
CODE COUNTY CODE COUNTY CODE COUNTY
001 ALAMANCE 034 FORSYTH 067 ONSLOW
002 ALEXANDER 035 FRANKLIN 068 ORANGE
003 ALLEGHANY 636 GASTON 069 PAMLICO
004 ANSON 037 GATES 070 PASQUOTANK
005 ASHE 038 GRAHAM 071 PENDER
006 AVERY 039 GRANVILLE 072 PERQUIMANS
007 BEAUFORT 040 GREENE 073 PERSON
008 BERTIE 041 GUILFORD 074 PITT
009 BLADEN 042 HALIFAX 075 POLK
010 BRUNSWICK 043 HARNETT 076 RANDOLPH
011 BUNCOMBE 044 HAYWOOD 077 RICHMOND
012 BURKE 045 HENDERSON 078 ROBESON
013 CABARRUS 046 HERTFORD 079 ROCKINGHAM
014 CALDWELL 047 HOKE 080 ROWAN
015 CAMDEN 048 HYDE 081 RUTHERFORD
016 CARTERET 049 IREDELL 082 SAMPSON
017 CASWELL 050 JACKSON 083 SCOTLAND
018 CATAWBA 051 JOHNSTON 084 STANLY
019 CHATHAM 052 JONES 085 STOKES
020 CHEROKEE 053 LEE 086 SURRY
021 CHOWAN 054 LENOIR 087 SWAIN
022 CLAY 055 LINCOLN 088 TRANSYLVANIA
023 CLEVELAND 056 MACON 089 TYRRELL
024 COLUMBUS 057 MADISON 090 UNION
025 CRAVEN 058 MARTIN 091 VANCE
026 CUMBERLAND 059 MCDOWELL 092 WAKE
027 CURRITUCK 060 MECKLENBURG 093 WARREN
028 DARE 061 MITCHELL 094 WASHINGTON
029 DAVIDSON 062 MONTGOMERY 095 WATAUGA
030 DAVIE 063 MOORE 096 WAYNE
031 DUPLIN 064 NASH 097 WILKES
032 DURHAM 065 NEW HANOVER 098 WILSON
033 EDGECOMBE 066 NORTHAMPTON 099 YADKIN
100 YANCEY

Attachment 4
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CODE SHEET C
QUT OF STATE CODES
ODE STATE ODE STATE
001 ALABAMA 031 NEW JERSEY
002 ALASKA 032 NEW MEXICO
003 ARIZONA 033 NEW YORK
004 ARKANSAS 035 NORTH DAKOTA
005 CALIFORNIA 036 QHIO
006 COLORADO 037 OKLAHOMA
007 CONNECTICUT 038 OREGON
008 DELAWARE 039 PENNSYLVANIA
009 DISTRICT OF COLUMBIA 040 RHODE ISLAND
010 FLORIDA 041 SOUTH CAROLINA
011 GEORGIA 042 SOUTH DAKOTA
. 012 HAWAII 043 TENNESSEE
013 IDAHO 044 TEXAS
014 ILLINOIS 045 UTAH
015 INDIANA 046 VERMONT
016 I0WA 047 VIRGINIA
017 KANSAS 048 WASHINGTON
018 KENTUCKY 049 WEST VIRGINIA
019 LOUISTIANA 050 WISCONSIN
020 MAINE 051 WYOMING
021 MARYLAND 052 PUERTO RICO
022 MASSACHUSETTS 053 VIRGIN ISLANDS
023 MICHIGAN 054 OTHER FOREIGN
024 MINNESOTA 055 STATE UNKNOWN
025 MISSISSIPPI 056 AMERICAN SAMOA
026 MISSOURI ‘ 057 GUAM
027 MONTANA 058 NORTH MARIANAS
028 NEBRASKA 059 PACIFIC ISLANDS
029 NEVADA TRUST TERRITORY

030 NEW HAMPSHIRE

Attachment 5




S&H00L
CUDE

119304
132304
240304
740303
460312
841304
020302
030304
600310
200308
040310
920316
360310
050304
761304
111302
920318
070304
060302
740309
180308
920324
170316
580304
050308
980318
070332
080312
360336
090316
500316
880308

20348
0350
10303

180320
350308
230312
320312
150304
260325
280304
340332
340330
920368
181318
130310
290308
681308
960324
110336
810324
190316
870312
360360
070324
360372
090320
510324
821308
110340
890304
130314
230324
940308
270306

40333
2315

280306

NAME

A C REYNOLDS HIGH

A L BROWN HIGH
ACME-DELCO HIGH
AGNES FULLILOVE HIGH
AHOSKIE HIGH
ALBEMARLE HIGH
ALEXANDER CENTRAL HIGH
ALLEGHANY HIGH
ALTERNATIVE SCHL
ANDREWS HIGH

ANSON SR HIGH

APEX SR HIGH
ASHBROOK HIGH

ASHE CENTRAL HIGH
ASHEBORO HIGH
ASHEVILLE HIGH
ATHENS DRIVE HIGH
AURORA HIGH

AVERY COUNTY HIGH
AYDEN-GRIFTON HIGH
BANDYS HIGH

BARBEE WORK-STUDY SCHOOL
BARTLETT YANCEY HIGH
BEAR GRASS HIGH
BEAVER CREEK HIGH
BEDDINGFIELD HIGH
BELHAVEN JUNIOR HIGH
BERTIE HIGH

BESSEMER CITY HIGH
BLADENBORO HIGH

BLUE RIDGE HIGH
BREVARD HIGH
BROUGHTON HIGH
BUNCOMBE ADVANCED ED
BUNCOMBE COMMUNITY
BUNKER HILL HIGH
BUNN HIGH

BURNS HIGH

C € JORDAN HIGH
CAMDEN COUNTY HIGH
CAPE FEAR HIGH

CAPE HATTERAS HIGH
CAREER CENTER

CARVER HIGH

CARY HIGH

CATAWBA VALLEY HIGH
CENTRAL CABARRUS HIGH
CENTRAL SENIOR HIGH
CHAPEL HILL HIGH
CHARLES AYCOCK HIGH
CHARLES D OWEN HIGH
CHASE HIGH

CHATHAM CENTRAL HIGH
CHEROKEE EXT HIGH
CHERRYVILLE JR-SR HIGH
CHOCOWINITY HIGH
CHURCH STREET JR-SR HIGH
CLARKTON HIGH
CLAYTON HIGH

CLINTON HIGH

CLYDE A ERWIN HIGH
COLUMBIA HIGH
CONCORD HIGH .
CREST SENIOR HIGH
CRESWELL HIGH
CURRITUCK COUNTY HIGH
D H CONLEY HIGH
DALTON MCMICHAEL
HIGH SCHOOL

DARE CO ALTERN HIGH

arry

ASHEVILLE
KANNAPOLIS
DELCO
GREENVILLE
AHOSKIE
ALBEMARLE
TAYLORSVILLE
SPARTA
CHARLOTTE
ANDREWS
WADESBORO
APEX
GASTOXIA
JEFFERSON
ASHEBORO
ASHEVILLE
RALEIGH
AURORA
NEWLAKD
AYDEN
CATAWBA
RALEIGH
YANCEYVILLE
WILLIAMSTON
W JEFFERSON
WILSON
BELHAVEN
WINDSOR
BESSEMER CITY
BLADENBORO
GLENVILLE
BREVARD
RALEIGH
ASHEVILLE
ASHEVILLE
CLAREMONT
BUNN
LAWNDALE
DURHAM
CAMDEN
FAYETTEVILLE
BUXTON
WINSTON SALEM
WINSTON SALEM
CARY
HICKORY
CONCORD
LEXINGTON
CHAPEL HILL
PIKEVILLE
SWANNANOA
FOREST CITY
BEAR CREEK
CHEROKEE
CHERRYVILLE
CHOCOWINITY
DALLAS
CLARKTON
CLAYTON
CLINTON
ASHEVILLE
COLUMBIA
CONCORD
SHELBY
CRESWELL
BARCO
GREENVILLE

MADISON
MANTEO

CODE SHEET D
NORTH CAROLINA PUBLIC HIGH SCHOOLS
LISTED BY SCHOOL NAME

SCHOOL
COUNTY CODE
BUNCOMBE 290314
CABARRUS 670320
COLUMBUS 260322
PITT 411356
HERTFORD 321328
STANLY 260359
ALEXANDER 090330
ALLEGHANY 120314
MECKLENBURG 160313
CHEROKEE 290324
ANSON 310344
WAKE 340364
GASTON 360390
ASHE - 450316
RANDOLPH 550320
BUNCOMBE 600377
WAKE 620316
BEAUFORT 800340
AVERY 810340
PITT 860316
CATAWBA 920411
WAKE , 970320
CASWELL 010324
MARTIN 410322
ASHE 760318
WILSON 960330
BEAUFORT 450320
BERTIE 861308
GASTON - 650326
BLADEN 110352
JACKSON 920412
TRANSYLVANIA 600386
WAKE 240336
BUNCOMBE - 780325
BUNCOMBE 740344
CATAWBA 980336
FRANKLIN 990322
CLEVELAND 900316
DURHAM 560320
CAMDEN 351308
CUMBERLAND 180340
DARE 120318
FORSYTH 920428
FORSYTH 600396
WAKE 820332
CATAWBA 920436
CABARRUS 370312
DAVIDSON 411364
ORANGE 340382
WAYNE 962320
BUNCOMBE 010348
RUTHERFORD 400308
CHATHAM 411372
SWAIN 240356
GASTON 600405
BEAUFORT 430346
GASTON 250340
BLADEN 220310
JOHNSTON 451308
SAMPSON 460320
BUNCOMBE 140348
TYRRELL 181322
CABARRUS 412332
CLEVELAND 560324
WASHINGTON 321352
CURRITUCK 200312
PITT 820348

470312
_ROCKINGHAM 011338
DARE 360428

230

NAME

DAVIDSON CO EXT DAY
DIXON HIGH

DOUGLAS BYRD SR HIGH
DUDLEY SENIOR HIGH
DURHAM HIGH

E E SMITH HIGH

EAST BLADEN HIGH
EAST BURKE HIGH

EAST CARTERET HIGH
EAST DAVIDSON HIGH
EAST DUPLIN HIGH

EAST FORSYTH HIGH
EAST GASTON HIGH

EAST HENDERSON HIGH
EAST LINCOLN HIGH
EAST MECKLENBURG HIGH
EAST MONTGOMERY HIGH
EAST ROWAN HIGH

EAST RUTHERFORD HIGH
EAST SURRY HIGH

EAST WAKE HIGH

EAST WILKES HIGH
EASTERN ALAMANCT HIGH
EASTERN GUILFORD HIGH
EASTERN RANDOLPH HIGH
EASTERN WAYNE HIGH
EDNEYVILLE HIGH

ELKIN HIGH

EMSLEY LANEY HIGH
ENKA HIGH

ENLOE HIGH

EVENING SCHOOL
EXTENDED DAY SCHOOL
FAIRMONT HIGH

In

CITY

LEXINGTON
HOLLY RIDGE
FAYETTEVILLE
GREENSBORO

.DURHAM

FAYETTEVILLE
ELIZABETHTOWN
ICARD
BEAUFORT
THOMASVILLE
BEULAVILLE
KERNERSVILLE
MOUNT HOLLY
FLAT ROCK
DENVER
CHARLOTTE
BISCOE
SALISBURY
FOREST CITY
PILOT MOUNTAI
WENDELL
RONDA

MEBANE
GIBSONVILLE
RAMSEUR
GOLDSBORO
EDNEYVILLE
ELKIN
WILMINGTON
ENKA

RALEIGH
CHARLOTTE
WHITEVILLE
FAIRMONT

FARMVILLE CENTRAL HIGH FARMVILLE

FIKE HIGH

FORBUSH HIGH

FOREST HILLS HIGH
FRANKLIN HIGH
FRANKLINTON HIGH
FRED T FOARD HIGH
FREEDOM HIGH
FUQUAY-VARINA HIGH
GARINGER HIGH
GARLAND UNION HIGH
GARNER HIGH

GATES COUNTY SR HIGH
GILLESPIE PARK ED CTR
GLENN HIGH

GOLDSBORO HIGH
GRAHAM HIGH

GREENE CENTRAL HIGH
GRIMSLEY HIGH
HALLSBORO HIGH
HARDING HIGH
HARNETT CENTRAL HIGH
HAVELOCK HIGH
HAYESVILLE HIGH
HENDERSONVILLE HIGH
HERTFORD CO HIGH
HIBRITEN HIGH
HICKORY HIGH

WILSON

EAST BEND
MARSHVILLE
FRANKLIN
FRANKLINTON
NEWTON
MORGANTON
FUQUAY-VARINA
CHARLOTTE
GARLAND
GARNER
GATESVILLE
GREENSBORO
KERNERSVILLE
GOLDSBORO
GRAHAM

SNOW HILL
GREENSBORO
HALLSBORO
CHARLOTTE
ANGIER
HAVELOCK
HAYESVILLE
HENDERSONVILL
AHOSKIE
LENOIR
HICKORY

HIGH POINT CENTRAL HIG HIGH POINY

HIGHLANDS HIGH
HILLSIDE HIGH
HIWASSEE DAM HIGH
HOBBTON HIGH

HOKE COUNTY HIGH
HUGH CUMMINGS HIGH
HUNTER HUSS HIGH

HIGHLANDS
DURHAM
MURPHY
NEWTON GROVE
RAEFORD
BURLINGTON
GASTONIA

pcc 7-1
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COUNTY

DAVIDSON
ONSLOW
CUMBERLAND
GUILFORD
DURHAM
CUMBERLAND
BLADEN
BURKE
CARTERET
DAVIDSON
DUPLIN
FORSYTH
GASTON
HENDERSON
LINCOLN
MECKLENBURC
MONTGOMERY
ROWAN
RUTHERFORD

N SURRY
WAKE
WILKES
ALAMANCE
GUILFORD
RANDOLPH
WAYNE
HENDERSON
SURRY
NEW HANOVER
BUNCOMBE
WAKE
MECKLENBUR(
COLUMBUS
ROBESON
PITT
WILSON
YADKIN
UNION
MACON
FRANKLIN
CATAWBA
BURKE
WAKE
MECKLENBUR
SAMPSON
WAKE
GATES
GUILFORD
FORSYTH
WAYNE
ALAMANCE
GREENE
GUILFORD
COLUMBUS
MECKLENBUR
HARNETT
CRAVEN
CLAY

E HENDERSON
HERTFORD
CALDWELL
CATAWBA
GUILFORD
MACON
DURHAM
CHEROKEE
SAMPSON
HOKE
ALAMANCE
GASTON
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SCHOOL
CODE

600426
340478
070328

390324
740366
670324
980342
310352
580328
210312
650342
520320
190336
231324
541320
650354
820349
290336
530336
29133b
0330

550332
780336
350336
410352
780342
570318
792316
780344
180348
280316
0388

480308
783304
590330
820352
920500
610334
§01312
491312
791336
862312
340454
000330
130324
460324
200328
600466
240364
560332
3500

250356
650352
182316
100326
110380
290348
310364
330328
340460
360470
490346
510368
540324

NAME

INDEPENDENCE HIGH
INDEPENDENCE HIGH

J A WILKINSON HIGH
SCHOOL

J F WEBB HIGH

J H ROSE HIGH
JACKSONVILLE HIGH
JAMES B HUNT HIGH SCHOOL
JAMES KENAN HIGH
JAMESVILLE HIGH

JOHN A HOLMES HIGH
JOHN HOGGARD HIGH
JONES SENIOR HIGH
JORDAN MATHEWS HIGH
KINGS MOUNTAIN HIGH
KINSTON HIGH

LAKESIOE SCHOOL
LAKEWOOD HIGH

LEDFORD SENIOR HIGH
LEE SENIOR HIGH
LEXINGTON SR HIGH
LINCOLN SCHOOL OF
TECHONOLOGY
LINCOLNTON HIGH
LITTLEFIELD HIGH
LOUISBURG HIGH

LUCY RAGSDALE HIGH
LUMBERTON SR HIGH
MADISON HIGH
MADISON-MAYODAN HIGH
MAGNOLIA HIGH

MAIDEN HIGH

MANTEO HIGH

MASSEY HILL EXTENDED
DAY SCHOOL
MATTAMUSKEET HIGH
MAXTON HIGH

MCDOWELL HIGH

MIOWAY HIGH

MILLBROOK SENIOR HIGH
MITCHELL HIGH

MONROE HIGH
MOORESVILLE SENIOR HIGH
MOREHEAD HIGH

MOUNT AIRY HIGH

MOUNT TABOR HIGH
MOUNTAIN HERITAGE HIGH
MT PLEASANT HIGH
MURFREESBORO HIGH
MURPHY HIGH

MYERS PARK HIGH
NAKINA HIGH

NANTAHALA HIGH

NC SCHOOL OF SCIENCE AND
MATH

NEW BERN HIGH

NEW HANOVER HIGH
NEWTON-CONOVER HIGH
NORTH BRUNSWICK HIGH
NORTH BUNCOMBE HIGH
NORTH DAVIDSON SR HIGH
NORTH DUPLIN JR-SR HIGH
NORTH EDGECOMBE HIGH
NORTH FORSYTH HIGH
NORTH GASTON HIGH
NORTH IREDELL HIGH
NORTH JOHNSTON HIGH
NORTH LENOIR HIGH

CODE SHEET D

NORTH CAROLINA PUBLIC HIGH SCHOOLS
LISTED BY SCHOOL NAME

arny

CHARLOTTE
WINSTON SALEM
BELHAVEN

0XFORD
GREENVILLE
JACKSONVILLE
WILSON
WARSAW
JAMESVILLE
EDENTON
WILMINGTON
TRENTON
SILER CITY
KINGS MTN
KINSTON
WILMINGTON
ROSEBORO
THOMASVILLE
SANFORD
LEXINGTON
LINCOLNTON

" LINCOLNTON

LUMBERTON
LOUISBURG
JAMESTOWN
LUMBERTON
MARSHALL
MADISON
LUMBERTON
MAIDEN
MANTEO

FAYETTEVILLE
SWAN QUARTER
MAXTON
MARION

OUNN

RALEIGH
BAKERSVILLE
MONROE
MOORESVILLE
EDEN

MOUNT AIRY
WINSTON SALEM
BURNSVILLE
MT PLEASANT
MURFREESBORO
MURPHY
CHARLOTTE
NAKINA
TOPTON

OURHAM

NEW BERN
HILMINGTON
NEWTON
LELAND
WEAVERVILLE
LEXINGTON
CALYPSO
TARBORO
WINSTON SALEM
DALLAS

OLIN

KENLY
LAGRANGE

SCHOOL

COUNTY CODE

MECKLENBURG 600480

FORSYTH 630332
BEAUFORT 740374
840332
GRANVILLE 850332
PITT 860336
ONSLOW 970356
RILSON 660336
DUPLIN 660324
HARTIN 410372
CHOWAN
NEW HANOVER 700317
JONES 320356
CHATHAM 640350
CLEVELAND 070330
LENOIR 130326
NEW HANOVER 410376
SAMPSON
DAVIDSON 420346
LEE 050336
DAVIDSON 190342
LINCOLN 480316
600490
LINCOLN 670337
ROBESON 680332
FRANKLIN 780352
GUILFORD 411470
ROBESON 411436
MADISON 690320
ROCKINGHAM 340486
ROBESON 780360
CATAWEA 900344
DARE 780370
710326
CUMBERLAND ~ 720316
HYDE 730352
ROBE SON 900348
MCDOWELL 260408
SAMPSON 630336
WAKE 440378
MITCHELL 940316
UNION 750316
IREDELL 510376
ROCKINGHAM 600508
SURRY 780420
FORSYTH 760348
YANCEY 780391
CABARRUS 261357
HERTFORD 793332
CHEROKEE 340496
MECKLENBURG 670340
COLUMBUS 770348
HACON 320365
580344
DURHAM 421316
CRAVEN 380308
NEW HANOVER 780331
CATAWBA 790330
BRUNSWICK 641360
BUNCOMBE 960372
DAVIDSON 880328
OUPLIN 810384
EDGECOMBE 800396
FORSYTH 920552
GASTON 420352
IREDELL 830346
JOHNSTON 011354
LENOIR 260424

P )

£y
23:
.

NAME

NORTH MECKLENBURG HIGH
NORTH MOORE HIGH
NORTH PITT HIGH

NORTH STANLY HIGH
NORTH STOKES HIGH
NORTH SURRY HIGH
NORTH WILKES HIGH
NORTHAMPTON HIGH-EAST
NORTHAMPTON HIGH-WEST
NORTHEAST GUILFORD
SENIOR HIGH
NORTHEASTERN HIGH
NORTHERN HIGH
NORTHERN NASH HIGH
NORTHSIOE HIGH
NORTHWEST CABARRUS HIGH
NORTHWEST GUILFORD
SENIOR HIGH

NORTHWEST HIGH
NORTHWEST HIGH
NORTHWOOD HIGH
OCRACOKE HIGH

OLYMPIC HIGH

ONSLOW COUNTY HIGH
ORANGE SENIOR HIGH
ORRUM HIGH

P J WEAVER ED CTR
PAGE HIGH

PAMLICO HIGH

PARKLAND SENIOR HIGH
PARKTON HIGH

PARKWOOD HIGH
PEMBROKE SENIOR HIGH
PENDER HIGH
PERQUIMANS HIGH
PERSON SR HIGH
PIEDMONT HIGH

PINE FOREST SR HIGH
PINECREST HIGH

PISGAH HIGH

PLYMOUTH HIGH

POLK CENTRAL HIGH
PRINCETON PRIM & HIGH
PROVIDENCE HIGH
PURNELL SWETT HIGH
RANDLEMAN HIGH

RED SPRINGS HIGH

REID ROSS HIGH
REIDSVILLE SR HIGH
REYNOLDS HIGH
RICHLANDS HIGH
RICHMOND SENIOR HIGH
RIVERSIDE HIGH SCHOOL
ROANGKE HIGH

ROANOKE RAPIDS HIGH
ROBBINSVILLE HIGH
ROBESON CO CAREER CT
ROCKINGHAM CO SR HIGH
ROCKY MOUNT HIGH
ROSEW00D HIGH

ROSMAN HIGH
RUTHERFORDTON HIGH
SALISBURY HIGH
SANDERSON HIGH
SCOTLAND NECK HIGH
SCOTLAND SENIOR HIGH
SELLARS-GUNN VOC ED
SEVENTY FIRST SR HIGH

occ 7-1
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CI1TY COUNTY
HUNTERSVILLE MECKLENBURG
ROBBINS MOORE
BETHEL PITT
NEW LOKOON STANLY
DANBURY STOKES
MT AIRY SURRY
HAYS WILKES
CONWAY NORTHAMPTON
GUMBERRY NORTHAMPTON
MCLEANSVILLE GUILFORD
ELIZABETH CITY PASQUOTARK
DURHAM DURHAM
ROCKY MOUNT NASH
PINETOWN BEAUFORT
CONCORD CABARRUS
GREENSBORO GUILFORD
LITTLETON HALIFAX
WARRENSVILLE ASHE
PITTSBORO CHATHAM
OCRACOKE HYOE
CHARLOTTE MECKLENBURG
JACKSONVILLE ONSLOW
HILLSBOROUGH ORANGE
ORRUM ROBESON
GREENSBORO GUILFORD
GREENSBORO GUILFORD
BAYBORO PAMILCO
WINSTON SALEM  FORSYTH
PARKTON ROBESON
MONROE UNION
PEMBROKE ROBESON
BURGAW PENDER
HERTFORD PERQUIMI
ROXBORO PERSON
MONROE UNION
FAYETTEVILLE CUMBERLAND
SOUTHERN PINES MOORE
CANTON HAYWO0D
PLYMOUTH WASHINGTON
MILL SPRING POLK
PRINCETON JOHNSTON
CHARLOTTE MECKLENBURG
PEMBROKE ROBESON
RANDLEMAN RANDOLPH
RED SPRINGS ROBESON
FAYETTEVILLE CUMBERLAKD
REIDSVILLE ROCK INGHAM
WINSTON SALEM  FORSYTH
RICHLANDS ONSLOW
ROCKINGHAM RICHMOND
DURHAM DURHAM
ROBERSONVILLE  MARTIN
ROANOKE RAPIDS HALIFAX
ROBBINSVILLE GRAHAM
LUMBERTON N C  ROBESON
WENTWORTH ROCK INGHAM
ROCKY MOUNT NASH
GOLDSBORO WAYNE
ROSMAN TRANSYLVANIZ
RUTHERFORDTON  RUTHERFORD
SALISBURY ROWAN
RALEIGH WAKE
SCOTLAND NECK  HALIFAX
LAURINBURG SCOTLAND
BURLINGTON ALAMA
FAYETTEVILLE CUMBE
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SCHOOL SCHOOL
CODE NAME CITY COUNTY CODE NAME CITY COUNTY
510399 SMITHFIELD-SELMA HIGH  SMITHFIELD JOHNSTON 950336 WATAUGA HIGH BOONE WATAUGA
500340 SMOKEY MOUNTAIN HIGH SYLVA JACKSON 422324 WELDON HIGH WELDON HALIFAX
232332 SHELBY HIGH SHELBY CLEVELAND 100348  WEST BRUNSWICK HIGH SHALLOTTE" BRUNSHICK
411456  SMITH HIGH GREENSBORO GUILFORD 140390  WEST CALDWELL HIGH LENOIR CALDWELL
100334  SOUTH BRUNSWICK HIGH SOUTHPORT BRUNSWICK 160344  WEST CARTERET HIGH MOREHEAD CITY CARTERET
140386 SOUTH CALDWELL HIGH HUDSON CALOWELL 600576  WEST CHARLOTTE HIGH CHARLOTTE MECKLENBURG
290365  SOUTH DAVIDSON HIGH DENTON DAVIDSON 240380 WEST COLUMBUS HIGH CERRO GORDO COLUMBUS
396352  SOUTH GRANVILLE HIGH CREEDMOOR GRANVILLE 250372  WEST CRAVEN HIGH VANCEBORO CRAVEN
490362 SOUTH IREDELL HIGH STATESVILLE IREDELL 290388 WEST DAVIDSON HIGH LEXINGTON DAVIDSON
510402 SOUTH JOHNSTON HIGH FOUR OAKS JOHNSTON 340556  WEST FORSYTH HIGH CLEMMONS FORSYTH
540336 SOUTH LENOIR HIGH DEEP RUN LENOIR 450352 WEST HENDERSON HIGH HENDERSONVILLE HENDERSON
600535 SOUTH MECKLENBURG HIGH CHARLOTTE MECKLENBURG 490380 WEST IREDELL HIGH STATESVILLE IREDELL
340335 SOUTH PARK HIGH WINSTON SALEM  FORSYTH 550368 WEST LINCOLN HIGH LINCOLNTON LINCOLN
360494 SOUTH POINT HIGH BELMONT GASTON 600579  WEST MECKLENBURG HIGH CHARLOTTE MECKLENBURG
780402  SOUTH ROBERSON HIGH RONLAND ROBESON 620340 WEST MONTGOMERY HIGH MT GILEAD MONTGOMERY
800400  SOUTH ROWAN HIGH CHINA GROVE ROWAN 800408 WEST ROWAN HIGH MT ULLA ROWAN
840356  SOUTH STANLY HIGH NORWOOD STANLY 840368 WEST STANLY HIGH 0AKBORO STANLY
850352  SOUTH STOKES HIGH WALNUT COVE STOKES 970388  WEST WILKES HIGH MILLERS CREEK  WILKES
260427 SOUTH VIEW SR HIGH HOPE MILLS CUMBERLAND 410428 WESTERN GUILFORD HIGH GREENSBORO GUILFORD
410408  SOUTHEAST GUILFORD 430384 WESTERN HARNETT HIGH LILLINGTON HARNETT
SENIOR HIGH GREENSBORO GUILFORD 010400 WESTERN HIGH ELON COLLEGE ALAMANCE
420358  SOUTHEAST HALIFAX HIGH HALIFAX HALIFAX 260455 WESTOVER SENIOR HIGH FAYETTEVILLE CUMBERLARO
410411  SOUTHERN GUILFORD HIGK  GREENSBORO GUILFORD 670364 WHITE OAK HIGH JACKSONVILLE ONSLOW
320368  SOUTHERN HIGH DURHAM DURHAM 241316 WHITEVILLE SENIOR HIGH WHITEVILLE COLUMBUS
010388  SOUTHERN HIGH GRAHAM ALAMANCE 970390 WILKES CENTRAL HIGH WILKESBORO WILKES
640364  SOUTHERN NASH SR HIGH BAILEY NASH 970391  WILKES COUNTY CAREER CTR WILKESBORO WILKES
910364 SOUTHERN VANCE HIGH , HENDERSON VANCE 240388 WILLIAMS TOWNSHIP HIGH WHITEVILLE COLUMBUS
960380 SOUTHERN WAYNE HIGH DUDLEY WAYNE 580368 WILLIAMSTON HIGH WILLIAMSTON MARTIN
330350 SOUTHWEST EDGECOMBE HIGH PINETOPS EDGECOMBE
670344  SOUTHWEST HIGH JACKSONVILLE ONSLOW
410414  SOUTHWEST SR HIGH HIGH POINT GUILFORD
60358  SOUTHWESTERN HIGH ASHEBORO RANDOLPH
30401 ST PAULS HIGH ST PAULS ROBESON
180376 ST STEPHENS HIGH HICKORY CATAWBA
990326  STARMOUNT HIGH BOONVILLE YADKIN
490354  STATESVILLE SR STATESVILLE IREDELL
792328  STONEVILLE HIGH STONEVILLE ROCK INGHAM
900360 SUN VALLEY HIGH MONROE UNION
B60352  SURRY CENTRAL HIGH DOBSON SURRY
870314  SWAIN COUNTY HIGH BRYSON CITY SWHAIH
670352  SWANSBORO HIGH SWANSBORO ONSLOW
110416 T C ROBERSON HIGH SKYLAND BUNCOMBE
412372 T ¥ ANDREWS HIGH HIGH POINT GUILFORD
240372  TABOR CITY PRIM & HIGH TABOR CITY COLUMBUS
090364 TAR HEEL HIGH TAR HEEL BLADEN
331320 TARBORO HIGH TARBORO EDGECOMBE
260446 TERRY SANFORD SR HIGH FAYETTEVILLE CUMBERLAND
120354 THE LEARNING CENTER MORGANTON BURKE
292324  THOMASVILLE HIGH THOMASVILLE DAVIDSON
710342  TOPSAIL JR-SR HIGH HAMPSTEAD PENDER
760380 TRINITY HIGH TRINITY RANDOLPH
430378 TRITON HIGH ERWIN HARNETT
440390 TUSCOLA HIGH WAYNESVILLE HAYWOOO
750330  TYRON HIGH SCHOOL TRYON POLK
900366 UNION CO CAREER CTR MONROE UNION
820388  UNION HIGH CLINTON SAMPSON
630360 UNION PINES HIGh CAMERON MOORE
910370  VANCE SENIOR HIGH HENDERSON VANCE
020588 WAKE FOREST HIGH WAKE FOREST WAKE
920528 WAKE OPTIONAL HIGH RALEIGH WAKE
310392 WALLACE-ROSE HILL HIGH TEACHEY DUPLIN
322 WALLTOWN EDUCATION DURHAM DURHAM
ADVANCEMENT CENTER
011356 WALTER WILLIAMS HIGH BURL INGTON ALAMANCE
930352 WARREN COUNTY HIGH WARRENTON WARREN
271324  WASHINGTON HIGH WASHINGTON BEAUFORT

r .
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SCHOOL
CIDE

003981
016800
026800
036800
046800
056800
066800
076800
086800
096800
106800
116800
126800
136800
146800
156800
166800
176800
186800
196800
206800
216800
226800
236800
246800
256800
266800
276800
286800
296800
306800
316800
326800
336800
346800
356800
366800
376800
386800
396800
406800
416800
426800
436800
446800
456800
466800
476800
486800
496800
506800
516800
526800
536800
546800
556800
566800
576800
586800
596800
606800
616800
626800
636800
646800
656800
6356600
676800
686800

NAME

N C SCHOOL OF THE ARTS

OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
DTHER
OTHER
OTHER
CTHER
OTHER
OTHZR
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER
OTHER

PUBLIC ALAMANCE
PUBLIC ALEXANDER
PUBLIC ALLEGHANY
PUBLIC ANSON
PUBLIC ASHE
PUBLIC AVERY
PUBLIC BEAUFORT
PUBLIC BERTIE
PUBLIC BLADEN
PUBLIC BRUNSWICK
PUBLIC BUNCOMBE
PUBLIC BURKE
PUBLIC CABARRUS
PUBLIC CALDWELL
PUBLIC CAMDEN
PUBLIC CARTERET
PUBLIC CASHWELL
PUBLIC CATAHWBA
PUBLIC CHATHAM
PUBLIC CHEROKEE
PUBLIC CHOWAN
PUBLIC CLAY
PUBLIC CLEVELAND
PUBLIC COLUMBUS
PUBLIC CRAVEN
PUBLIC CUMBERLAND
PUBLIC CURRITUCK
PUBLIC DARE
PUBLIC DAVIDSON
PUBLIC DAVIE
PUBLIC DUPLIN
PUBLIC DURHAM
PUBLIC EDGECOMBE
PUBLIC FORSYTH
PUBLIC FRANKLIN
PUBLIC GASTON
PUBLIC GATES
PUBLIC GRAHAM
PUBLIC GRANVILLE
PUBLIC GREENE
PUBLIC GUILFORD
PUBLIC HALIFAX
PUBLIC HARNETT
PUBLIC HAYWOOD
PUBLIC HENDERSON
PUBLIC HERTFORD
PUBLIC HOKE
PUBLIC HYDE
PUBLIC IREDELL
PUBLIC JACKSON
PUBLIC JOHNSTON
PUBLIC JONES
PUBLIC LEE
PUBLIC LENOIR
PUBLIC LINCOLN
PUBLIC MACON
PUBLIC MADISON
PUBLIC MARTIN
PUBLIC MCDOWELL
PUBLIC MECKLENBERG
PUBLIC MITCHELL
PUBLIC MONTGOMERY
PUBLIC MOORE
PUBLIC NASH
PUBLIC NEW HANOVER
PUBLIC NKORTHAMPTON
PUBLIC ONSLOW
PUBLIC ORANGE

CITY

WINSTON-SALEM

CODE SHEET E
NORTH CAROLINA PUBLIC HIGH SCHOOLS
NON-PUBLIC AND 'OTHER®

SCHOOL
COUNTY CODE NAME
FORSYTH 696800 OTHER PUBLIC PAMLICO
ALAMANCE 706800 OTHER PUBLIC PASQUOTANK
ALEXANDER 716800 OTHER PUBLIC PENDER
ALLEGHANY 726800  OTHER PUBLIC PEQUIMANS
ANSON 766800 OTHER PUBLIC RANDOLPH
ASHE 776800  OTHER PUBLIC RICHMOND
AVERY 786800 OTHER PUBLIC ROBESON
BEAUFORT 796800 OTHER PUBLIC ROCKINGHAM
BERTIE © 806800 OTHER PUBLIC ROWAN
BLADEN 816800 OTHER PUBLIC RUTHERFORD
BRUNSWICK 826800 OTHER PUBLIC SAMPSON
BUNCOMBE 836800 OTHER PUBLIC SCOTLAND
BURKE 846800 OTHER PUBLIC STANLY
CABARRUS 856800 OTHER PUBLIC STOKES
CALDWELL 866800 OTHER PUBLIC SURRY
CAMDEN 876800 OTHER PUBLIC SWAIN
CARTERET 896800 OTHER PUBLIC TERRELL
CASWELL 886800 OTHER PUBLIC TRANSYLVANIA
CATAWBA 906800 OTHER PUBLIC UNION
CHATHAM 916800 OTHER PUBLIC VANCE
CHEROKEE 926800 OTHER PUBLIC WAKE
CHOWAN 936800 OTHER PUBLIC WARREN
CLAY 946800 OTHER PUBLIC WASHINGTON
CLEVELAND 956800 OTHER PUBLIC WATAUGA
COLUMBUS 966800 OTHER PUBLIC WAYNE
CRAVEN 976800 OTHER PUBLIC WILKES
CUMBERLAND 986800 OTHER PUBLIC WILSON
CURRITUCK 996800 OTHER PUBLIC YADKIN
DARE 006800 OTHER PUBLIC YANCEY
DAVIDSON 002953  PEACE COLLEGE
DAVIE 016900 PRIVATE ALAMANCE
GUPLIN 026900 PRIVATE ALEXANDER
DURHAM 036900  PRIVATE ALLEGHANY
EDGECOMBE =~ 046900 PRIVATE ANSON
FORSYTH 056900 PRIVATE ASHE
FRANKLIN 066900 PRIVATE AVERY
GASTON 076900 PRIVATE BEAUFORT
GATES 086900 PRIVATE BERTIE
GRAHAM 096900  PRIVATE BLADEN
GRANVILLE 106900  PRIVATE BRUNSWICK
GREENE 116900 PRIVATE BUNCOMBE
GUILFORD 126900 PRIVATE BURKE
HALIFAX - 136900 PRIVATE CABARRUS
HARNETT 146900  PRIVATE CALDWELL
HAYWOOD 156900 PRIVATE CAMDEN
HENDERSON 166900 PRIVATE CARTERET
HERTFORD 176900 PRIVATE CASHELL
HOKE 186900 PRIVATE CATAWBA
HYDE 196900 PRIVATE CHATHAM
IREDELL 206900 PRIVATE CHEROKEE
JACKSON 216900  PRIVATE CHOWAN
JOHNSTON 226900 PRIVATE CLAY
JONES 236900  PRIVATE CLEVELAND
LEE 246900 PRIVATE COLUMBUS
LENOIR 256900 PRIVATE CRAVEN
LINCOLN 266900 PRIVATE CUMBERLAND
MACON 276900 PRIVATE CURRITUCK
MADISON 286900  PRIVATE DARE
MARTIN 296900 PRIVATE DAVIDSON
MCOOWELL 306900 PRIVATE DAVIE
MECKLENBURG 316900 PRIVATE DUPLIN
MITCHELL 326900 PRIVATE DURHAM
MONTGOMERY 336900 PRIVATE EDGECOMBE
MOORE 346900 PRIVATE FORSYTH
NASH 356900 PRIVATE FRANKLIN
NEW HANOVER 366900 PRIVATE GASTON
NORTHAMPTON 376900  PRIVATE GATES
ONSLOW 386900 PRIVATE GRAHAM
ORANGE 396900 PRIVATE GRANVILLE

24
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COUNTY

PAMLICO
PASQUOTANK
PENDER
PERQUIMINS
RANDOLPH
RICHMOND
ROBESON
ROCK INGHAM
ROWAN
RUTHERFORD
SAMPSON
SCOTLAND
STANLY
STOKES
SURRY
SHAIN
TYRRELL
TRANSYLVANIA
UNION
VANCE

WAKE
WARREN
WASHINGTON
WATAUGA
WAYNE
WILKES
WILSON
YADKIN
YANCEY
WAKE
ALAMANCE
ALEXANDER
ALLEGHANY
ANSON

ASHE

AVERY
BEAUFORT
BERTIE
BLADEN
BRUNSWICK
BUNCCHMIE
BURKE
CABARRUS
CALDHWELL
CAMDEN
CARTERET
CASHWELL
CATAWBA
CHATHAM
CHEROKEE
CHOWAN
CLAY
CLEVELAND
COLUMBUS
CRAVEN
CUMBERLAKD
CURRITUCK
DARE -
DAVIDSON
DAVIE
OUPLIN
DURHAM
EDGECOMBE
FORSYTH
FRANKLIN
GASTON
GATES
GRAHAM
GRANVILLE

Attachment 7




SCHOOL
CODE

406900
416900
426900
436900
446900
456900
466900
476900
486900
496900
506900
516900
526900
536900
546900
556900
566900
576900
586900
596900
606900
616900
626900
636900
646900
656900
666900
676900
686900
696900
726900
736900
746900
756900
766900
776900
786900
796900
806900
816900
826900
836900
846900
856900
866900
876900
896900
886900
906900
916900
926900
936900
946900
956900
966900
976900
986900
996900
006900
002969

NAKE

PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE

-PRIVATE

PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
PRIVATE
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GREENE
GUILFORD
HALIFAX
HARNETT
HAYWO0D
HENDERSON
HERTFORD
HOKE

HYDE
IREDELL
JACKSON
JOHNSTON
JONES

LEE

LENOIR
LINCOLN
HACON
MADISON
MARTIN
MCDOWELL
MECKLENBERG
MITCHELL
MONTGOMERY
MOORE

NASH

NEW HANOVER
NORTHAMPTON
ONSLOW
ORANGE
PAMILCO
PERQUIMANS
PERSON
PITT

POLK
RANDOLPH
RICHMOND
ROBESON
ROCK INGHAM
ROWAN
RUTHERFORD
SAMPSON
SCOTLAND
STANLY
STOKES
SURRY
SWAIN
TERRELL
TRANSYLVANIA
UNION
VANCE

HAKE
WARREN
WASHINGTON
WATAUGA
HWAYNE
WILKES
WILSON
YADKIN
YANCEY

SAINT MARY'S COLLEGE RALEIGH

CODE SHEET F

NORTH CAROLINA PUBLIC HIGH SCHOOLS

NON-PUBLIC AND °OTHER'

COUNTY

GREENE
GUILFORD
HALIFAX
HARNETT
HAYW0QD
HENDERSON
HERTFORD
HOKE

HYDE
IREDELL
JACKSON
JOHNSTON
JONES

LEE

LENOIR
LINCOLN
KACON
MADISON
MARTIN
MCDOWELL
MECKLENBURG
MITCHELL
MONTGOMERY
MOORE

RASH

NEW HANQVER
NORTHAMPTON
GNSLOW
ORANGE
PAMILCO
PERQUIMINS
PERSON
PITT

POLK
RANDOLPH
RICHMOND
ROBESON
ROCKINGHAM
ROWAN
RUTHERFORD
SAMPSON
SCOTLAND
STANLY
STOKES
SURRY
SWAIN
TYRRELL
TRANSYLVANIA
UNION
VANCE

WAKE
WARREN
WASHINGTON
WATAUGA
WAYNE
WILKES
WILSON
YADKIN
YANCEY
WAKE

gee 7-1 ¢
Instructions
June, 1991
Page 17
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SCHOOL
CODE NAME STATE
101000 ALABAMA HIGH SCHOOL AL
102400 ALASKA HIGH SCHOOL AK
103000 ARIZONA HIGH SCHOOL AZ
104000 ARKANSAS HIGH SCHOOL AR
105000 CALIFORNIA HIGH SCHOOL CA
106000 COLORADO HIGH SCHOOL co
107000 CONNECTICUT HIGH SCHOOL cT
108000 DELAWARE HIGH SCHOOL DE
109000 DISTRICT OF COLUMBIA HIGH SCH. 0C
110000 FLORIDA HIGH SCHOOL FL
111000 GEQORGIA HIGH SCHOOL GA
- 112000 HAWAII HIGH SCHOOL HI
113000 IDAKO HIGH SCHOOL 1D
114000 ILLINOIS HIGH SCHOOL IL
115000 INDIANA HIGH SCHOOL IN
116000 I0WA HIGH SCHOOL. 1A
117000 KANSAS HIGH SCHOOL KS
118000 KENTUCKY HIGH SCHOOL KY
119000 LOUISIANA HIGH SCHOOL LA
120000 MAINE HIGH SCHOOL ME
121000 MARYLAND HIGH SCHOOL HD
122000 MASSACHUSETTS HIGH SCHOOL MA
123000 MICHIGAN HIGH SCHOOL L)
124000 MINNESOTA HIGH SCHOOL MN
125000 MISSISSIPPI HIGH SCHOOL MS
126000 MISSOURI HIGH SCHOOL MO
127600 MONTANA HIGH SCHOOL MT
128000 NEBRASKA HIGH SCHOOL NE
129000 NEVADA HIGH SCHOOL NV
130000 NEW HAMPSHIRE HIGH SCHOOL NH
131000 NEW JERSEY HIGH SCHOOL NJ
132000 NEW MEXICO HIGH SCHOOL NM
133000 NEW YORK HIGH SCHOOL NY
135000 NORTH DAKOTA HIGH SCHOOL KD
136000 OKIO HIGH SCHOOL OH
137000 OKLAHOMA HIGH SCHOQL 0K
138000 OREGON HIGH SCHOOL O0R
154000 OTHER FOREIGN HIGH SCHOOL OF
139000 PENNSYLVANIA HIGH SCHOOL PA
152000 PUERTO RICO HIGH SCHOOL PR
140000 RHODE ISLAND HIGH SCHOOL RI
141000 SOUTH CAROLINA HIGH SCHOOL SC
142600 SOUTH DAXKOTA HIGH SCHOOL SD
143000 TENNESSEE HIGH SCHOOL ™
145000 TEXAS HIGH SCHOOL e
145000 UTAH HIGH SCHOOL ut
146000 VERMONT HIGH SCHOOL VT
153000 VIRGIN ISLANDS HIGH SCHOOL Vi
147000 VIRGINIA HIGH SCHOGL VA
148000 WASHINGTON HIGH SCHOOL WA
149000 WEST VIRGINIA HIGH SCHOOL WV
150000 WISCONSIN HIGH SCHOOL Wl
151000 WYOMING HIGH SCHOOL WY
Attachment 8
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EXTENSION REGISTRATION
DCC 7-2
VERIFICATION REPORT

Submit the information below with your Extension Registration quarterly
report.

For colleges using the Prime system, this report is generated for you as a
part of your Extension Registration report processing. Make sure that you
include a copy of the printout with your data submission instead of this

form.
Date:
College:
Contact Person: Telephone:
REPORTING PERIOD (Circle) FINAL DUE DATE
1. June - August September 21
2. September - November December 21
3. December - February March 21
4. March - May June 21
School Year:
Reporting Status: Final Report Partial Report

VERIFICATION STATEMENT
THE ABOVE INFORMATION HAS BEEN REVIEWED AND IS ACCURATE.

SIGNATURE OF PRESIDENT OR DESIGNEE DATE

**xxx*x SEND THIS FORM WITH YOUR TAPE ****xx

Attachment 9
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DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
200 W. JONES STREET

ROBERT W. SCOTT RALEIGH, NC 27603-1337
System President

July 1, 1991
MEMORANDUM

T0: Presidents

Vice Presidents/Deans of Continuing Education
Community College System

FROM: Or. Sanford C. Shugar
Vice President for Pr

SUBJECT: Master Course List, Continuing Education (Revised), Effective
Summer Quarter - 1991

Several changes have been made to the Continuing Education Master Course
List. The prior issue of the 1991 1ist is replaced by the enclosed 1991
(Revised) 1ist. Please destroy the 1991 list distributed on May 22, 1991.

The QPI prefix (discipline code) courses approved during the June 13,
1991 State Board meeting have been transferred to program W 701 Industrial
and assigned an ISC prefix (discipline code). The W 983 Law Enforcement
program code has been changed to W 966 Criminal Justice - Non-Mandated and W

967 Criminal Justice - Mandated. Several updates (additions, deletions and
title changes) were made in the Criminal Justice program area.

New courses continue to be indicated by an asterisk (*). Also,
Academic-Related Courses for Occupational Training should continue to be
offered only to business and industry employees at the request of the

business or industry; if these courses are offered to the general public,

colleges should select the .appropriate Academic Extension course number and
title. : :

Updated IIPS software release 7.3 which updates "Prime" insfal]ation

files will be distributed within a few days. Julian Wingfield is the
software contact person. :

The feedback and other assistance from college continuing educatjon
officials were most helpful with making these latest Master Course List
updates. If you have further input, questions or need additional

information, please contact Chuck Barham at 919-733-7051 Ext. 460 or Tammy
Byrd at 919-733-7051 Ext. 459.

We really appreciate your cooperative assistance. Thank You!
CBB/tdb

Attachment
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GEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
200 W. JONES STREET
ROBERT W. SCOTT RALEIGH, NC 27603-1337

918-733-7051
System President

July 25, 1991

MEMORARDUM
T0: Presidents

Deans of Continuing Edycation
FROM: Sanford C. Shugarﬁ&éﬁ&l

SUBJECT: Adult Driver Education (MIC 3410)

Effective August 1, 1991 there will no longer be a requirement for
community colleges to submit requests to offer adult driver education courses
to the Department of Community Colleges for approval. Community colleges may
conduct adult driver education courses when there is an instructional need in

. their service area, provided they comply with the following procedure:

- A1l adult driver education courses will be conducted by qualified
instructors who possess a current driver training instructor license
issued by the School Bus and Traffic Safety Section, Division of Motor
Vehicles, NC Department of Transportation or a current certification
issued by the the Driver Education Program, Division of School
Services, NC Department of Public Instruction.

- Validation of instructor licensure/certification must be maintained by
the employing college with course records.

- Persons enrolling in community college adult driver education courses
must be eighteen years of age or older.

- For unlicensed persons 18 years of age or older, a minimum of six
hours classroom instruction and a minimum of six hours
behind-the-wheel instruction is required by T19A: 031.0307(1).

- Lesson plans must address the appropriate topical areas outlined in
NC Department of Public Instruction Course No. 881: Driver Education.
Textbooks used in driver education courses must be chosen from the NC
Department of Public Instruction recommended 1ist. A copy of lesson
plans used in adult driver education courses must be on file at
the college.

~
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- If a loan vehicle is used during a course, a copy of the signed loan

agreement must be filed with course records before conducting any
instruction.

- A1l adult driver training must be reported under Program P 964, Prefix
(Discipline Code) MIC 3410.

- Local Boards of Trustees establish registration fees for their
respective colleges in accordaace with current practice for community
service courses (See CC-88-199 and CC-88-253).

- A11 colleges currently authorized by former procedure to conduct adult
driver education shall ensure their courses are conducted in
accordance with the above requirements.

The following points of contact are available to provide you with added
information on adult driver education programming:

Worth McDonald, Director

School Bus and Traffic Safety Section
Division of Motor Vehicles

NC Department of Transportation
Raleigh, NC 27697

919/733-3046

Robbie Lester, Chief Consultant
Driver Education Program

Division of School Services

NC Department of Public Instruction
Raleigh, NC 27603

919/733-3614

Chuck Barham, Director of Special Programs
Tammy Byrd, Administrative Assistant

NC Department of Community Colleges

200 West Jones Street

Raleigh, NC 27603-1337

819/733-7051

This procedural change is taken to reduce administrative requirements
for colleges offering adult driver education courses. If you have questions,
give us a telephone call.

SCS/CBB/tdb
Attachments

cc: Worth McDonald
Robbie Lester

CC-91-202




DEPARTMENT OF PUBLIC INSTRUCTION

Course No. 881: Driver Education
Textbook: (Books selected from recommended 1ist.)

Course Description:

The driver training and safety education course consists of a minimum of
thirty (30) clock hours for classroom instruction and a minimum of six (6)
clock hours per student for behind-the-wheel instruction and practice
driving, exclusive of time spent in the car as an observer.

The classroom phase of instruction includes a study of:

Highway transportation - its social and economic influences upon 1ife in
America.

Drivers - their physical and mental characteristics and how their
capabilities and 1imitations influence the traffic scene.

The automobile - its construction, maintenance, and safe operation.

Traffic laws and enforcement - laws of nature, man-made laws, and law
enforcement in regards to traffic safety.

Pedestrians and Bicycles - their influence upon the traffic scene.

Engineering - its influence upon autos, highways, traffic controls, and
people.

The ®in-car" or laboratory phase of the course includes:

Familiarization with the car, use of its controls, and developments of
skills essential to safe operation in traffic.

Driving in traffic with the instructor in a dual control car to develop
skiils needed to follow the soundest course of action in responding to
complex situations.

For further informaticn, see:

DRIVER EDUCATION, A MANUAL FOR INSTRUCTORS, State Department of Public
Instruction, Publication No. 288.

State Department of Public Instruction Supervisor: Robbie Lester

Reference: North Carolina Department of Transportation, Division of Motor
Vehicles, School Bus and Traffic Safety Section; RULES AND REGULATIONS
GOVERNING THE LICENSING OF COMMERCIAL DRIVER TRAINING SCHOOLS AND
INSTRUCTORS, April, 1991.




RECOMMENDED TEXTBOOKS

Textbooks currently recommended for use are listed below along with name
and address of the publishers. School personnel should select from the 1ist
the text that is preferred and should provide copies for each student

enrolled. In addition, one copy of each of the other texts should be
available for use by teachers.

Book Titles Publishers

Basic Driver Education.....cceiiiiiiiiaieennns The Interstate Printers and
Puhlishers, Inc.
Danville, IL 61832

Building Safe Driving Skills.................. Fearon-Pitman Publishers, Inc.
6 Davie Drive
Belmont, CA 94002

Caution: Driving Ahead..........cccieiennnnns Steck-Vaughn Company

807 Brazos (PO Box 2028)
Austin, TX 78768

Drive Right for Safety and Savings............ Scott, Foresman and Company
Let's Drive Right 1955 Montreal Road
Tucker, GA 30084
Driver Education and Traffic Safety........... Prentice-Hall, Inc.
Man and the Motor Car (Educational Book Division)

680 Forrest Road, NE
Atlanta, GA 30312

Driver Education: Learning to Drive........... Laidlaw Bros. Publishers
Defensively 5325 Peachtree Indus. Blvd.

When You Take the Wheel Chamblee, GA 30341
Driving: A Task Analysis Approach............. Rand McNally & Company

PO Box 7600

Chicago, IL 60680
In the Driver's Seat....cvviiieirievicnnannans Houghton Miff1in Company
Tomorrow's Drivers 7055 Amwiler Indus. Drive

Atlanta, GA 30360

Safe Performance Driving.......ccvoveiivevanns Ginn & Company
717 Miami Circle
Atlanta, GA 30324

Sportsmanlike Driving........ccoceeinneinenees McGraw-Hi11 Book Company
Webster Division
5925 Peachtree Indus. Drive
Chamblee, GA 30341

Youth at the Wheel...oviiiireiienenineennnens Charles A. Bennett, Inc.
809 West Detweiler Drive
Peoria, IL 61614




Book Titles

RECOMMENDED TEXTBOOKS (CONT.)

Publishers

Drive Right: A Responsible Approach

Defensive Driving: Safety Behind the

Wheel and On the Road

2
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Scott Foresman, 1987
Available from:

Sam Kasias

PO Box 5384

Emerywood Station
High Point, NC 27262

Glencoe, 1986
Available from:

Laurie Merlo

551-104 Bridleridge Dr.
Raleigh, NC 27609




DPI TEACHER HANDBOOK
OUTLINE FOR DRIVER EDUCATION

Robbie Lester
Chief Consultant
Driver Education Program
Division of School Services
NC Department of Public Instruction
Raleigh, North Carolina 27603




Grades 9-10 Outline (Driver Education)

‘ 1. 1ndividual Responsibility

Purpose of law

Common violations

Traffic safety specialists
Emergency situations
Attitude factors

— e
e o o s »
W W N

2, Perform Safely as a Vehicle Operator

2.1 Skill and control

" 2.2 Rules of the road

! 2.3 Vehicle interaction
2.4 Safety check

3. Human and Economic Factors

3.1 Alcohol and other drugs
3.2 Cost of operation

4. Emergency Situations

4.1 Driving decisions
4.2 TFirst ald for traumatic injuries

‘ 5. Natural Laws

5.1 Inertia, momentum, friction, and centrifugal force.

6. Defensive Driving

6.1 I.P.D.E.--identify, predict, decide, execute
6.2 Smith system

@ 21
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Grade Level:

REALTHFUL LIVING EDUCATION
SAFETY EDUCATION

9/10

Skills/Subject Area:

Driver Education

COMPETENCY GOAL 1: The learner will understand the individual's responsibilicy’
others involved in daily traffic activities.

Objectives

Measures

1.1

1.2

1.3

1.4

1.5

Know purposes of traffic safety
laws.

Know common traffic violations
and their consequences.

Know contributions made by
traffic safety specialists
(i.e., individuals and
organizations).

Know sources of information
concerning safe traffic practices
and causes of accidents.

Know the importance of perform-
ing safely in daily traffic
activities.

1.1.1

1.2.1

1.3.1

1.3.2

1.4.1

1.4.2

1.5.1

1.5.2

State how traffic volume, traffic
speed, and vehicular types affect
the need for traffic laws.

List three common traffic viola-
tions and their consequences:

a. legally

b. possibility of causing an
accident.

Explain the meaning of all traffic
signs, signals, and markings.

Identify one individuzl and one

organization and explain how eag
contributes to traffic safety.

Identify two sources of traffic
safety information.

Tell how these sources can be used
to prevent accidents.

Describe the financial costs of
traffic accidents.

Describe the personal losses

that can result from traffic
accidents.




Grade Level:
Skills/Subject Area:

COMPETENCY GOAL 1:

g/10

Driver Education

The learner will understand
to others involved in daily traffic activities.

the individual's responsibility

Objectives

Measures

1.6

1.7

1.8

Know nrocedures to follow in
emergency situations.

Know basic legal and economic
factors involved in purchasing

and maintaining & transportation
vehicle.

Know attitude factors that
affect safe driving.

1.6.1

1.6.2

1.7.1

1.7.2

1.8.1

623

List typical nonaccident type
emergencies that may happen to
automobile drivers.

Identify proper procedures to
follow when dealing with roadside

emergencies and traffic
accidents,

List basic information about
North Carolina car insurance laws
and regulations.

List initial costs when purchasing

a car.

List emotional states and how
they can affect the\driving tasks.

nNo
c
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HEALTHFUL LIVING EDUCATION
SAFETY EDUCATION

Grade Level: 9/10 Skills/Subject Area: Driver Education

COMPETENCY GOAL 2: The learner will perform safely as a2 vehicle operator, ‘
passenger, and pedestrian.

Objectives Measures

2.1 Acquire skill and control as a 2.1.1

Demonstrate to the teacher skill
vehicle operator and passenger.

to operate the vehicle safely.

2.1.2 Use proper restraints as an
operator and as a passenger.

2.1.3 Describe the special precautions
that should be taken by an
automobile driver in order to
protect pedestrians.

2.2 Understand the rules of the 2.2.1 List four typical rules of the
road that a vehicle operator, road for pedestrians.
passenger, and pedestrian must
follow. 2.2.2

Identify three things a passenger
can do to increase her/his safety.

2.2.3 List five common rules of the ro
that apply to automobile drivers

2.3 Know ways to interact safely 2.3.1 List various types of vehicles
with other vehicles. that use the roadways.

2.3.2 Identify the particular character-
istics of the various vehicles.

2.3.3 Discuss and demonstrate how to
safely interact with all vehicles
using the roadway, particularly
large.vehicle/small vehicle mix.

2.4 Describe 8 safety check to 2.4.1 List items to be checked each
be made of vehicle and self time the automobile is put into
before driving. use.

2.4.2 List items to be checked period-
ically.
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HEALTHFUL LIVING EDUCATION
SATETY EDUCATION

Grade Level: 9/10 Skills/Subject Area: Driver Education

.COMPETENCY GOAL 3: The learner will be proficient in making a decision sbout the

effects of human and economic factors involved in the operation of a motor
vehicle. '

Objectives Measures

3.1 Understand the effects of alcohol 3.1.]1 Relate how the consequences of

and other drugs on the decision- driving under the influence of
making process and a driver's alcohol and other drugs pertains
ability to perform safely. to a driver's responsibilities to

other highway users.

3.1.2 Explain how the consumption of
alcohol influences a driver's

physical and mental abilities to
perform safely.

3.1.3 Explain how the consumption of
alcohol influences a driver's
behavior (emotional stability).

3.1.4 Write a paper which explains the
legal consequences of an arrest
for driving while under the
infiuence of alcohol which covers

‘ three situations:

a. a case 1n which there 1s no
accident or injury.

b. a case in which there is an
accident with injury and/or
property damage.

c. a case involving an accident, a
death, personal injury, and
property damage.

3.1.5 Cite alternatives to driving after

having consumed alcohol and/or
other drugs.

®

)
A
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Grade Level: 9/10 Page 2

Skills/Subject Area: Driver Fducation

COMPETENCY GOAL 3: The learner will be proficient in making a decision about .

the effects of human and economic factors involved in the operation of a motor
vehicle.

Objectives Measures

3.1.6 1ldentify five common depressant
drugs and five common stimulant
drugs, and explain the differing
effects of drugs that depress and
drugs that stimulate.

3.1.7 Describe the process by which

alcohol is eliminated from the
body.

3.1.8 Cite names of community sources
available to individuals for
irformation and for those who need
help regarding alcohol and drug
problems.

3.2 1Identify capabilicies, 3.2.1 List physical and emotional states
limitations, and responsibilities and how they may affect the
of her/himself and other highway driving task. ‘
users.

3.2.2 Describe how external forces such
as weather, night, and traffic
conditions can affent attitude and
driver capability.

3.2.3 Explain the effect of fatigue on
driving.

3.3 Make critical decisions as 3.3.1 Demonstrate to instructor, proper
they relate to driving tasks. decision-making in driving
: situations.

245 ‘
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HEALTHFUL LIVING EDUCATION
SAFETY EDUCATION

‘Grade Level: 9/10

COMPETENCY GOAL 4:
emergency situations.

Skills/Subject Area: Driver Education

The learner will follow appropriate procedures dealing with

Objectives

Measures

4.1

4,2

Make correct driving decisions
in emergency situations.

Know what to do in case of an
accident.

4.1.1

4.2.1

4.2.2

4.2.3

627

Demonstrate to instructor correct
driving decisions as encountered
and/or staged.

List correct driving decisions or
skills that are too dangerous to
be staged.

Explain proper general procedure
for dealing with traumatic types
of injuries that may occur in
traffic accidents.

State how to notify proper
authorities of an accident.

Define this state's "Good
Samaritan Law for drivers".




HEALTHFUL LIVING EDUCATION
SAFETY EDUCATION

Grade Level: 9/10 Skills/Subject Area:

Driver Education .
COMPETENCY GOAL 5: The learner will understand the effects of natural laws on
vehicle operation.

Objectives Measures

5.1 Know terms to describe vehicle 5.1.1
motions; list problems that
arise ‘due to natural laws; and
know safe techniques to use
regarding those laws.

List physical laws of nature such
as inertia, flash point, momentum,

centrifugal force, and friction,
and define each.-

5.1.2 sState each physical law of nature
and how it relates to the safe
operation of a vehicle.

5.1.3 List driving procedures which
reduce the possibility that a
driver will break the laws of
nature and thereby create a
serious hazard for self.

o ‘
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HEALTHFULILIVING EDUCATION
SAFETY EDUCATION

Grade Level: 9/10

Skills/Subject A:ea: Driver Education

‘COMPETENCY GOAL 6: The learner will become familiar with elementary defensive

driving techniques.

Objectives

Measures

6.1 Know defensive driving techni-
Jues as they relate to a class
'C" driver's license.

6.1.1

6.1.2

629/,30

List defensive driving techniques
as they relate to various
situations as 1llustrated by the
instructor.

Demonstrates proper defensive
driving techniques in traffic.

~

oo




Grades 9-12 Outline (General Safety Education)

. 1. Traffic Safety

Defensive driving techniques
Driving emergencies

Driving conditions

Straight drive transmission
Laws for mopeds and motorcycles

N e
e o o o o
Ut B~ WN

2. Home Safety

2,1 Select home site

) 2.2 Protection services
2.3 Household tools
2.4 Polsons
2.5 Combustible materials
2.6 Buillding codes

3. School Safety

School accident data

School emergency procedures
Personal safety role
Intramural sports
Laboratory safety

‘ 4, Work Safety

Wwwww
vt~

4.1 Individual responsibility

4.2 Safe practices

4.3 Local, state, and federal agencies
4.4 Hazards of local occupations

5. Recreational Safety

5.1 Safe sites

5.2 Maintenance of equipment
5.3 Protective clothing

5.4 Recreation emergencies
5.5 Local accident facts

5.6 Local agencies

5.7 Local recreation programs

® 25
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HEALTHFUL LIVING EDUCATIOR
FETY EDUCATION

SA

Grade Level: ©9-12

COMPETENCY GOAL 1:

Skills/Subject Area: Traffiic Safety

The learner will become familiar with defensive driving

techniques in A, B, C, school bus, and motorcycle classes of vehicle(s).

Objectives

Measures

1.1

1.2

Know defensive driving techni-
ques essential for life-saving
accident-prevention.

Know defensive driving tech-
niques as they relate to A, B,
c, school bus, and motorcycle
classes of vehicles.

1.1.1

1.1.2

1.1.8

1.1.9

1.2.3

Explain how to avoid a head-on
collision.

Explain how to avoid an
intersection collision.

Explain the art of passing and
being passed.

Explain the mystery crash.
Explain the perfect trip.

Explain how to avoid s collision
with the vehicle behind.

Explain the value of using safety
belts and other occupant
restraints.

Explain how attitudes and driver
abilities and limitations affect
defensive driving techniques.

Demonstrate defensive driving
skills in pulling and backing 2

towed boat, small trailer, and
camper,

Demonstrate proper defensive
driving techniques in traffic.

Tell how to handle certain driving
emergencies thet are too dangerous
to stage.

Explein how types of roads affect
selection of safe driving speeds,




HEALTHFUL LIVING EDUCATION
SAFETY EDUCATION

Grade Level: 9-12 Skills/Subject Area: Traffic Safety

COMPETENCY GOAL 2: The learnmer will become proficient in the operation of
straight drive vehicles such as light trucks, passenger cars, and school buses.

Objectives

Measures

2.1 Know the various gear patterns

on selected types of etraight
drive vehicles.

2.2 Know the procedure for starting
and stopping a straight drive
vehicle in various situationms.

2.3 Know the need and procedure
for downshifting a manual shift
vehicle. :

2.2.1

2.3.1

2.3.2

Diagram various gear patterns on
straight drive vehicles.

Demonstrate starting and stopping
a straight drive vehicle on level

ground, on a hill, and on slick
surfaces.

Identify the various times down-
shifting 1s needed for light
trucks, cars, and school buses.

Demonstrate the procedures for

dowmshifting light trucks, cars,
and school buses.




HEALTHFUL LIVING EDUCATION
SAFETY EDUCATION

Grade Level: 9-12 Skills/Subject Area: Traffic Safety '

COMPETENCY GOAL 3: The learner will understand the laws and procedures regarding
the safe operation of motorcycles and mopeds.

Objectives Measures
3.1 Know the procedure for securing 3.1.1 List steps to take to obtainr =a
a motorcycle endorsement on a motorcycle endorsement.

driver's license..

3.1.2 List legal requirements to operate
a motorcycle on the streets.

3.2 Xnow the procedure for motor- 3.2.1 Demonstrate the procedures for
cycle and moped operation. motcrcycle operation.

3.2.2 Demonstrate the procedures for
moped operationm.
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DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
200 W. JONES STREET
ROBERT W. SCOTT RALEIGH, NC 27603-1337 919.733-7051
System President

February 14, 1992

MEMORANDUM

TO: Directors of Basic Skills Programs
Directors/Deans of Continuing Education

FROM: James H. Camp, Ed.D.
Training Specialist for
ABE and Special Populations

SUBJECT: Technical Assistance in Basic Skills Staff Training

The major points of emphasis this year for the Appalachian State
. University Instructor Trainer Project are (a) development of several video
tapes on topics of high interest and need for use by individual colleges in
their own staff development efforts; (b) the one-week summer institute
presented twice and scheduled as communicated eariier; and (c) the provision
of technical assistance, upon request by the community college, to facilitate
the planning and development of in-service training for Basic Skills staff.

With regard to (c) above, technical assistance is offered through a
scheduled visit to the community college. The visit would focus on questions
and needs identified by the Basic Skills director and relevant to organizing
and conducting in-service training. This service affords an excellent
opportunity to receive concrete guidance in meeting staff development needs
and to think through various training strategies compatible with the size and
organization of the specific college. Enclosed is an information sheet on
the concept and service. Technical assistance visits will be conducted by
Dr. Gerald Parker and me, dividing the state generally on an east-west
basis.

The first step in the process is to simply contact either Dr. Parker or
me to initially discuss visit arrangements. You may, of course, contact
either of us if you have questions or need additional information about the
program. Dr. Parker may be reached at ASU, (704) 262-6040 or 262-6086; my
number at DCC is (919) 733-7051 ext. 337.

JHC/sdb
‘ Enclosure
pc: Presidents . A
o Dr. Gerald Parker CC-92-50

,E MC AFFIRMATIVE ACTION/EQUAL OPPORTUNITY EMPLOYER




NORTH CAROLINA DEPARTMENT OF COMMUNITY COLLEGES

CONSULTATION/TECHNICAL ASSISTANCE
T0
INCREASE COMMUNITY COLLEGE CAPABILITY OF PLANNING AND
CONDUCTING BASIC SKILLS STAFF TRAINING

How is the assistance provided?

Through a scheduled visit to the individual community college
at the request of the college.

How is the assistance cobtained?

By contacting one of the fellowing persons:
Dr. Gerald Parker, Appalachian State University, 704/262-6040
Dr. James H. Camp, Department of Community Colleges, 919/733-7051

Who sponsors the assistance?

The N.C. Department of Community Colleges in conjunction with its
Basic Skills Instruct-~ Trainer Project at Appalachian State
University.

What specifically is the assistance provided?

Guidance and direction in the form of practical suggestions, ideas,
materials, and approaches to enhance the community college’s capability
of designing, presenting, and evaluating in-service training for its
Basic Skills Programs staff.

Who is involved in the technical assistance visit?
The participants in a typical visit would be ---
a. The consultant (Gerald Parker or Jay Camp)
b. Community College Personnel ---
Required: Director of Basic Skills Programs
Optional: Dean of Continuing Education
Basic Skills Programs Coordinators
Designated Instructor Trainer(s)
Others as deemed appropriate by the college

OVER
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What is the focus of the technical assistance/consultation visit?

The identified needs and concerns expressed by the college relative to
staff training which have been perceived as barriers to effective and
efficient training.

What are the expectations and obligations of the parties involved?

The Consultant will
Provide sufficient time needed
Be willing and flexible to meet staff schedules
Provide tangible, concrete assistance in the form of steps,
outlines, criteria, examples, references, strategies/approaches,
etc.

The Community College will
Commit to provide required time and appropriate staff
Commit to taking defined follow-up actions
What is the desired outcome from the visit?
Subsequent evidence of college plans and/or activities related to outcomes

such as formalizing needs assessment, organizing on-going trainings,
implementing effective approaches to training, evaluating training, etc.

Is there a cost for this assistance?

There is no cost to the community college for receiving this assistance.
It is provided as a major function of the Basic Skills Instructor Trainer
Prcject conducted through Appalachian State University.

Where can further information be obtained?
By contacting either ---

Dr. Gerald Parker, Appalachian State University, 704/262-6040
Dr. James H. Camp, Department of Community Colleges, 919/733-7051




DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
200 W. JONES STREET

| ROBERT W. SCOTT RALEIGH, NC 27603-1337 919.733-7051
| System President

February 21, 1992

MEMOKANDUM
TO: Senior Continuing Education Administrators
FROM: Charles B. Barham, III

SUBJECT: Driver Training Instructor Program

On February 13, 1992, the State Board of Community Colleges approved a
new course titled Driver Training Instructor Program (SAF 3002). This course
is designed to train eligible adults to qualify for licensing to teach driver
training. Persons satisfactorily completing the 80 hour course may apply to
the North Carolina Department of Transportation, Division of Motor Vehicles,
School Bus and Traffic Safety Section and/or the North Carolina Department of

‘ Public Instruction, Division of School Services, Driver Education Program for
a driver training instructor license. The Division of Motor Vehicles will
license commercial driver training instructors and the Department of Public
Instruction will license instructors to teach driver training in the public
school system.

A lesson plan has been published by the Indiana University of
Pennsylvania, Highway Safety Center for the Community College System to use
when offering this program. The lesson plan has been approved by both
licensing agencies; therefore, a community college offering the program must
teach the required subjects/information contained in the published lesson
plan. As soon as it can be printed, copies of the lesson plan will be
distributed to ail community colleges. In the interim, if you have an
immediate demand for the course, contact the DCC Special Programs office and
we will arrange for you to obtain a copy of the lesson plan.

To teach in the Driver Training Instructor Program, an instructor must
have earned a baccalaureate or higher degree from an accredited college or
university and currently hold a valid teaching certificate in Driver
Education from the North Carolina Department of Public Instruction.

A community college offering the program must maintain documentation of
instructor credentials with course records.

Appropriate testing is required on each block of instruction and upon
satisfactorily compieting the driver training instructor program, an
instructor trainee must successfully complete written and performance tests
required by NCAC T19A: 031.0501(a)(8) and (9). The tests are administered
by the Division of Motor Vehicles, School Bus and Traffic Safety Section.
Successful completion of both State examinations are required before the
trainee may apply for a driver training instructor license in the State.
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"Prior to scheduling a program offering, community college officials ‘

should arrange with the School Bus and Traffic Safety Section (919-733-3046)
for the State written examination to be administered at the conclusion of the
program; two hours should be scheduled for the examination. The School Bus
and Traffic Safety Section official administering the written exam will
schedule each trainee who successfully completes the written exam for a Road
Test. The Road Test will be independently administered, at a subsequent
time, by a State examiner.

The following points of contact are available to provide you with added
information on the Driver Training Instructor Program:

Worth McDonald, Director

School Bus and Traffic Safety Section
Division of Motor Vehicles

NC Department of Transportation
Raleigh, NC 27697

919-733-3046

FAX 919-733-0564

Robbie Lester, Chief Consultant
Driver Education Program

Division of School Services

NC Department of Public Instruction
Raleigh, NC 27603

919-733-3614

FAX 919-733-9568

Chuck Barham, Director

"Special Programs

NC Department of Community Colleges
200 West Jones Street

Raleigh, NC 27603-1337

919-733-7051

FAX 919-733-0680

If you have recommendations for enhancing this program or if we can be
of assistance to you, give us a call.

CBB/tdb
Attachments
cc: Dr. James G. Wingate

Worth McDonald CC-92-70
Robbie Lester




ATTACHMENT 3

The following requirements are app]1cab1e for persons desiring to become
licensed to teach driver training in North Carolina.

TRANSPORTATION-DIVISION OF MOTOR VEHICLES

Commercial Driver Training Instructor Requirements (NCAC T19A: 031 .0501)
.0501 REQUIREMENTS
A. Each instructor of a commercial driver training school or branch
shall:

(1) be of good moral character;

(2) have at least four years of experience as a licensed operator
of a motor vehicle;

(3) not have been convicted of a felony or convicted of a
misdemeanor involving moral turpitude in the ten years
immediately preceding the date of application;

* (4) not have had a revocation or suspension of his driver’s license
in the four years immediately preceding the date of
application;

(5) have graduated from high school or hold a high school
equivalency certificate;

(6) not have had convictions for moving violations totaling seven
or more points in the three years preceding the date of

. application;

(7) have completed the two-semester hour, college credit
preparatory course for teachers; an equivalent course approved
by the commissioner, or an Instructor Training Program
conducted by an approved Commercial Driver Training School;

(8) successfully complete the written test administered by a Driver
Education Specialist; (Allowed only one retest)

(9) successfully complete the Miller Road Test given by a Driver
Education Specialist; (Allowed only one retest)

(10) be given a three month probation period until evaluated and
recommended by a Driver Education Specialist.

DEPARTMENT OF PUBLIC INSTRUCTION

Non-Certified Driver Training Instructor Requirements (NCAC T6E: 016 .0302)
.0302 Non-Certified Instructor Status.
A. To qualify for non-certified instructor status, a person must, as a
minimum:
(1) be at Teast 21 years of age and have graduated from high school
or hold a high school equivalency certificate;
(2) be of good moral character;
(3) not have had convictions of moving violations totaling seven
or more points in the three years preceding the date of
application;




(4) have at least four years experience as a licensed operator of

a motor vehicle; ‘
(5) not have had a revocation or suspension of his or her driver’s

license in the four years immediately preceding the date of

application; and
(6) have completed the licensed instructor course offered through

the community college system and approved by the Department and

the Division of Motor Vehicles.

Note: To ensure consistency in testing, the Department of Public Instruction
is requiring all candidates for Non-Certified Instructor Status to be
tested by a Division of Motor Vehicles, Driver Education Specialist as
required in NCAC T19A: 031.501(a)(8) and (9).

Corrected 02/26/92
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DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
200 W. JONES STREET
ROBERT W. SCOTT RALEIGH, NC 27603-1337 919.733-7051
System President

February 26, 1992

MEMORANDUM
T0: Presidents

Senjor Continuing Education Administrators
FROM: Dr. James G. Wingate

Vice President For Programs
SUBJECT: Fee Waiver Clarification For W 977 CODE ENFORCEMENT Courses

The purpose of this memorandum is to respond to questions on whether
‘ fire service personnel are fee exempt when taking W 977 CODE ENFORCEMENT
courses. Reportedly, some colleges have been granting fee waiver and some
colleges have been requiring fire service personnel to pay registration fees
when attending W 977 courses. Fire service personnel are not fee exempt when
enrolling in these courses. These courses are specifically designed for code
officials. Anyone may take the course but are required to pay the fee.

If you have enrolled persons in these courses prior to March 1, 1992 on
a fee exempt basis, those exemptions only will be waived.

If you have questions concerning this policy interpretation, give me a
call.

JGW/tdb

€C-92-73

‘ P
f ..
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DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
200 W. JONES STREET
ROBERT W. SCOTT RALEIGH, NC 27603-1337
System President

919-733-7051

MEMORANDUM
DATE: March 13, 1992
T0: Deans of Instruction

Deans of Continuing Education

FROM: Roger G. Worthington, Director
Program Development Services

SUBJECT: North Carolina Vehicle Safety Inspection
and Emissions Control Inspection

The North Carolina Division of Motor Vehicles has revised the regulations for
motor vehicle safety inspection and emissions control inspection in
‘ accordance with 1991 statute changes.

The Department of Community Colleges has cooperated with the Department of
Motor Vehicles to update the training course manual. The attached copy is
provided for your use. Each Dean should carefully review pages ii through
xvi. These pages provide all information for offering the course. The
manual also includes the course outline, examinations, answer keys, forms and
transparency masters for the courses.

Four counties, Forsyth, Guilford, Wake and Mecklenburg, currently require
emissions inspection. Within a few months additional counties will be
required to do emissions inspections. You will be notified when the
requirvements are effective. Training will be needed at that time for
inspectors in the designated counties.

A 1ist of contact persons is on Page xv if you have questions concerning this
course.

RGW/GWP/ jr
Attachment
c: Presidents
Automotive Instructors

CC-92-94
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DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
200 W. JONES STREET
ROBERT W. SCOTT RALEIGH, NC 27603-1337
System President

919-733-7051

March 13, 1992

MEMORANDUM

T0: Chief Academic Officers for
Curriculum Instruction and
Continuing Education Irstruction

FROM: Peggy M. Ball, Associate Director
Program Development Services

SUBJECT: Child Care Credential I & II - Curriculum & Continuing Education

‘ Attached is information on two new courses approved by the State Board of
Community Colleges at the January 1992 meeting for offering through
continuing education.

1. These courses may be offered through continuing education or curriculum
(if you revise your curriculum program for Early Childhood (T-073), Child
Care Worker (V-067) or Education Associate (T-118) to include these
courses).

2. However, the courses must be offered for CEU or curriculum credit so
students can use the courses to meet the education requirement to receive 2
N. C. Child Care Credential, which is a voluntary credential awarded by the
Child Day Care Section, N. C. Department of Human Resources (NC DHR).

The course must be taught by an individual who meets qualifications described
in the attachment and who has received training about this course from the
Child Day Care Section, NC DHR.

1. The first training session for instructors will be offered April 8-10,

1992, at the Spring conference of the Child Development CIP. Participants

in the Child Development CIP that attend this conference will receive the

ins*ructor training. We invite colleges participating in the CIP to send

adc.tional instructors on a space available basis. Contact Donalee Davis,

director of the Child Development CIP (919-651-8731, Ext. 731), if you want
I to send additional instructors.

o . CC-92-95
2 !
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Fage .2

Child Care Credential I & II .

2. Additional training sessions including one for colleges who want to
offer these courses through continuing education will be offered by the
Child Day Care Section, NC DHR, on a to-be-announced schedule.

Please share this information with instructors and other administrators at
your college who are responsible for instruction in the areas of child
development, child care, early childhood, etc.

If you need additional information, call me at (919) 733-7051, Ext. 426.
PB/kw
c: Sue Creech, Office of Child Day Care

Bebie Cole, Office of Child Day Care

Kathy Shephard, Office of Child Day Care
Donalee Davis, Director, Child Development CIP

7o
CC-92-95 .




DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
200 W. JONES STREET

ROBERT W. SCOTT RALEIGH, NC 27603-1337 918.733-7051
System President

April 2, 1992

MEMORANDUM

10: Presidents
Business Managers
Instructional Administrators

FROM: Edward H. Wilson, Jr., Executive Vice President
Thomas C. King, Jr., Senior Vice President, Finance
James G. Wingate, Vice President, Programs

RE: Compensatory Education Classes at Intermediate Care Facilities
for the Mentally Retarded (ICFMR)

The Department of Community Colleges is reviewing an issue which involves
possible duplication of funding for community-based homes categorized as
Intermediate Care Facilities for the Mentally Retarded (ICFMR’s). Based on
our review, these facilities, typically 5 to 6 beds and serving the severely
handicapped, receive medicaid reimbursement on a per client basis for all
necessary services. The rate of medicaid reimbursement is determined through
a negotiation process between the state and each individual group home.
Reimbursement is based on the home’s projected annual budget to cover
programs and services. Medicaid reimbursement is approximately 70 percent
federal and 30 percent state and local funds. A1l medicaid reimbursement for
these facilities is coordinated through the state Division of Medical
Assistance. There are examples in the state of ICFMR’s receiving funds
through contractual agreements with community colleges to provide
compensatory education classes which include community living instruction,
1ife coping skills, etc.

Medicaid-certified group homes for the mentally retarded are funded through
the North Carolina Division of Medical Assistance to provide "complete care”
for clients. “Complete care" includes instructional services to clients.
Therefore, it could be considered supplanting the training responsibilities
of a group home for a community college to contract with and pay a
medicaid-certified group home to provide compensatory education instruction
to its clients when the home is being funded with a combination of state and
federal dollars to provide this service. It would be appropriate for the
group home in this situation to pay the community college to provide the
instruction (see NCAC 2D.0326 for student hour reporting information).

Y €C-92-110
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Presidents

Business Managers ‘
Instructional Administrators

April 2, 1992

Page 2

Until further notice, community colleges should not contract with and pay
medicaid-certified group homes to provide compensatory education instruction
to clients of the group homes. Nor should community colleges utilizing state
dollars develop specific compensatory education classes for medicaid-
certified group home clients at any site until this issue is resolved.
Current contractual obligations may be completed. No further contractual
utilization should be incurred until further notice. Also, the Division of
Medical Assistance of the Department of Human Resources is reviewing this
issue and indicated that the Division will contact the Department of
Community Colleges if any further adjustments are necessary.

The related issue of whether these students could participate in existing
compensatory education classes at the college campus or at other sites is
being reviewed by federal officials. Pending such a ruling, group home
clients may continue their participation in these compensatory education
classes.

If you have questions, please contact Bobby Anderson, Jay Camp, or Bill Cole
of the North Carolina Department of Community College at (919) 733-7051.

BC:pnm ‘
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DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
200 W. JONES STREET
System President

MEMORANDUM
DATE: May 18, 1992
T0: A11 Directors of Continuing Education

A11 Directors of Fire Service Training

FROM: Ken Farmer
Director Fire and Rescue Training Services

SUBJECT: SCBA Objectives Approval
Ruling By N.C. Fire and Rescue Commission

During the April 14, 1992 meeting of the N.C. Fire and Rescue Commission a
‘ specific ruling was made regarding achieving a proper face seal during the
completion of certification and objectives.
This ruling applies to completion of voluntary certification for the
Firefighter I-II-III and Rescue Technician Series. Based upon this ruling,
an instructor may not approve related SCBA objectives for a student during a
certification class if anything protrudes between the face and the seal of
the mask. A1l certified Fire Instructors received a direct mailing from the
Fire and Rescue Commission on this matter last week.

Please note this issue for all future deliveries. This ruling went into
effect as of April 14, 1992.

KF/m1

Attachments

cc: NCFR Commission
Fire Training Coordinator
Charles B. Barham, III

o
{ <
€C-92-171
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DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
200 W. JONES STREET
ROBERT W. SCOTT RALEIGH, NC 27603-1337

919-733-7051
System President

June 9, 1992
MEMORANDUM

T0: Presidents
Business Managers
Instructional Administrators
Deans of Continuing Education

FROM: Edward H. Wilson, Jr., Executive Vice President

| SUBJECT: Compensatory Education Classes at Intermediate Care Facilities
| , for the Mentally Retarded (ICFMR)

Memorandum CC-92-110, dated April 2, 1992, indicated that the department is
reviewing an issue which involves possible duplication of funding for

’ compensatory education provided by community colleges to clients of
Intermediate Care Facilities for the Mentally Retarded (ICFMR’s) who also
receive medicaid funding.

The memorandum concluded as follows:

"Until further notice, community colleges should not contract with
and pay medicaid-certified group homes to provide compensatory
education instruction to clients of the group homes. Nor should
community colleges utilizing state dollars develop specific
compensatory education classes for medicaid-certified group home
clients at au- site until this issue is resolved. Current
contractual obligations may be complieted. No further contractual
utilization should be incurred until further notice. Alsc, the
Division of Medical Assistance of the Department of Human
Resources is reviewing this issue and indicated that the Division
will contact the Department of Community Colleges if any further
adjustments are necessary."

After consultation with the Divisions of Medical Assistance and Mental
Health of the Department of Human Resources, the department will permit the
colleges to continue their financial and -instructional involvement with
ICFMR clients through the Compensatory Education Program, as appropriate,
until the Fall Quarter, 1992. Prior to the Fall Quarter, 1992 specific
guidelines will be developed to address the possible duplication of funding
issue. Please contact Jay Camp, Bobby Anderson, or Bill Cole at the
department if you have questions.

BC:pnm ~ - CC-92-181
7.
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ROBERT W. SCOTT RALEIGH, NC 27603-1337
System President

DEPARTMENT OF COMMUNITY COLLEGES

NORTH CAROLINA STATE BOARD OF COMMUNITY COLLEGES
200 W. JONES STREET

§19-733-7051

August 25, 1992

10: Presidents
Business Managers
Instructional Administrators
Deans of Continuing Education

FROM: J. Parker Chesson, Jr.
Executive Vice President

Subject: Compensatory Education Classes at Intermediate Care Facilities
for the Mentally Retarded (ICFMR)

In the spring of this year, the Department of Community Colleges reviewed an
issue which involved possible duplication of funding at Intermediate Care
Facilities for the Mentally Retarded (ICFMR). The issue of duplication of
funding developed because the facilities could receive both Medicaid funds
and community college funds through the compensatory education program for
the same clients. In memorandum CC-92-181, dated June 9, 1992, the
department indicated that the colleges could continue their financial and
instructional involvement with ICFMR facilities and clients through their
compensatory education program until the 1992 Fall Quarter. It was further
indicated that prior to the 1992 Fall Quarter, specific guidelines would -be
developed to address the duplication of funding issue.

The department has been in consultation with various groups and state
agencies to develop appropriate guidelines. The department is still working
with the various state agencies to finalize applicable guidelines; however,
due to the fast approaching fall quarter deadline, the colleges need
guidance from the department as to whether and how tc begin the Fall Quarter
compensatory education programs which involve ICFMR facilities and clients.
Listed below are the directions for 1992 Fall Quarter which will permit you
to make necessary immediate decisions regarding your compensatory education
program:

1. Community colleges shall not contract with and pay an ICFMR facility to
provide instruction to its clients to aveid the possibility of

duplication of funding for the same services described earlier in this
memorandum. Contracts currently in effect may be completed.

27 CC-92-286
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Presidents
August 25, 1992
Page 2

2. Colleges may offer compensatory education training at ICFMR facilities
or at sheltered workshops or other appropriate facilities for ICFMR
clients when the college provides and funds the instructor(s).

3. Negotiation and discussion is continuing with other state agencies and
interested parties regarding this topic.

I apologize for the delay in getting this information to you. Because of
the involvement of several groups, this has not been an easy process. I
believe final guidelines will be issued during the 1992 Fall Quarter which
can be used for subsequent quarters. As soon as the guidelines are
developed, I will forward them to all concerned parties. If you have
questions regarding this area, please call Bill Cole, Jay Camp or Bobby
Anderson at (919) 733-7051.

JPC:BC:pnm
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DCC
DCC
DCC
DCcC
DCC
DCC

DCC
DCC

DCC

DCC

DCC
DCC
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DCC
DCC
DCC
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7-2
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7-5
9-4

9-10

9-11
9-12
9-14

9-26

9-27

9-28
9-32
9-33

9-34
9-35
13-8
13-9
13-10
13-17
13-18

CONTINUING EDUCATION
NUMBERED FORMS

Code Sheet D-F (N. C. High Schools) (6/91) (CC-91-168 Attachment)
Extension Registration (6/91) (CC-91-168 Attachment)
Institutions Class Report - Extension (11/89)
Data Record Description (4/89) (Part of DCC 7-2)
Annual Literacy (Basic Skills) Data Report (6/89)
GED Application Form (5/91)

Quarterly Report - Dipioma Awarded
AHS Diploma Program (7/89)

Visiting Artist End-of-the-Year Report
Visiting Artist Program Evaluation

Request for Approval for Curriculum Programs/Courses and Extension
Courses to be Offered to "Captive" or "Co-opted” (Immured) Groups

(7/81)

Request for Continuing Education Course Placement for Change in
Course Category (7/84)

Request for Continuing Education Course Placement for Courses New
to the System (7/84)

Basic Skills Progress Monitoring Checklist
Basic Skills Plan and Application

Approval for Curriculum Programs/Courses and Extension Courses to
be Offered to Correctional System Inmates (7/88, 11/89)

Community Service Pregram Plan (8/88) (CC-88-253 Attachment)
GED Essay Accountability Report (4/89)

Student Entry Profile (5/84)

Student Exit Data (5/84)

Student Training Follow-up Report (5/84)

Course Outline (10/85)

In-Plant Course Contract (10/85)




. Dee 7-1
CODE SHEET D Instructions
NGRTH CAROLINA PUBLIC HIGH SCHOOLS June, 1991
LISTED BY SCHOOL NAME Page 13
SCHOOL SCHOOL
COUE NAME CITY COUNTY _CODE. NAME. cITY COUNTY
+110304 A C REYNOLDS HIGH ASHEVILLE BUNCOHBE 290314 DAVIDSON CO EXT DAY LEXINGTON DAVIDSON
132304 A L BROWN HIGH KANNAPOLIS CABARRUS 670320 DIXON HIGH HOLLY RIDGE ONSLOW
240304  ACME-DELCO HIGH DELCO COLUMBUS 260322 DOUGLAS BYRD SR HIGH  FAYETTEVILLE  CUMBERLAND
740303  AGNES FULLILOVE HIGH GREENVILLE PITT 411356 DUDLEY SENIOR HIGH GREENSBORO GUILFORD
460312  AHOSKIE HIGH AHOSKIE HERTFORD 321328  DURHAM HIGH DURHAM DURHAM
841304 ALBEMARLE HIGH ALBEMARLE STANLY 260359 E E SMITH HIGH FAYETTEVILLE  CUMBERLAND
020302  ALEXAKDER CENTRAL HIGH TAYLORSVILLE ALEXANDER 090330  EAST BLADEN HIGH ELIZABETHTOWN  BLADEN
030304 ALLEGHANY HIGH SPARTA ALLEGHANY 120314  EAST BURKE HIGH ICARD BURKE
600310  ALTERNATIVE SCHL CHARLOTTE MECKLENBURG 160313  EAST CARTERET HIGH BEAUFORT CARTERET
200308  ANDREWS HIGH ANDREWS CHEROKEE 290324  EAST DAVIDSON HIGH THOMASVILLE - DAVIDSON
040310  ANSON SR HIGH WADESBORO ANSON 310344  EAST DUPLIN HIGH BEGLAVILLE DUPLIN
920316 APEX SR HIGH APEX WAKE 340364  EAST FORSYTH HIGH KERNERSVILLE ~ FORSYTH
360310  ASHBROOK HIGH - GASTONIA GASTON 360390  EAST GASTON HIGH "MOUNT HOLLY GASTON
050304  ASHE CENTRAL HIGH JEFFERSON ASHE §50316  EAST HENDERSON HIGH FLAT ROCK HENDERSON
761304  ASHEBORO HIGH ASHEBORO RANDOLPH 550320 EAST LINCOLN HIGH DENVER LINCOLK
111302  ASHEVILLE HIGH ASHEVILLE BUNCOMBE 600377  EAST MECKLENBURG HIGH  CHARLOTTE MECKLENBURG
920318  ATHENS DRIVE HIGH RALEIGH WAKE 620316  EAST MONTGOMERY HIGH  BISCOE MONTGOMERY
070304  AURORA HIGH AURORA BEAUFORT 800340  EAST ROWAN HIGH SALISBURY ROWAN
060302  AVERY COUNTY HIGH NEWLAND AVERY 810340 EAST RUTHERFORD HIGH  FOREST CITY RUTHERFORD
740309  AYDEN-GRIFTON HIGH AYDEN PITT 860316  EAST SURRY HIGH - PILOT MOUNTAIN SURRY
180308  BANDYS HIGH CATANBA CATAWBA 920411 EAST WAKE HIGH - WENDELL WAKE
920324 BARBEE WORK-STUDY SCHOOL  RALEIGH WAKE 970320  EAST WILKES HIGH RONOA .- WILKES
170316  BARTLETT YANCEY HIGH YANCEYVILLE - CASWELL 010324  EASTERN ALAMANCE HIGH MEBANE ALAMANCE
580304 BEAR GRASS HIGH WILLIAMSTON MARTIN 410322  EASTERN GUILFORD HIGH ~ GIBSONVILLE -~  GUILFORD
050308 BEAVER CREEK HIGH W JEFFERSON - ASHE 760318  EASTERN RANDOLPH HIGH - RAMSEUR RAXDOLPH
980318  BEDDINGFIELD HIGH WILSON " WILSON 960330  EASTERN WAYNE HIGH GOLDSBORO WAYNE
070332  BELHAVEN JUNIOR HIGH BELHAVEN BEAUFORT 450320  EDHEYVILLE HIGH _ EDNEYVILLE HENDERSOK
080312 BERTIE HIGH WINDSOR BERTIE 861308 ELKIN HIGH " ELKIN SURRY
360336 BESSEMER CITY HIGH BESSEMER CITY  GASTON 650326 EMSLEY LANEY HIGH *  WILMINGTON NEW HANOVER
090316  BLADENBORO HIGH BLADENBORO BLADEN 110352  ENKA HIGH ENKA - BUNCOMBE
500316 BLUE RIDGE HIGH GLENVILLE JACKSON 920412 ENLOE HIGH RALEIGH - - WAKE
0308 BREVARD HIGH BREVARD TRANSYLVANIA 600386 EVENING SCHOOL - CHARLOTTE HECKLENBURG
.0348  BROUGHTON HIGH RALEIGH HAKE 240336 EXTENDED DAY SCHOOL WHITEVILLE COLUMBUS
110350  BUNCOMBE ADVANCED ED ASHEVILLE BUNCOMBE 780325  FAIRMONT H1GH FAIRMONT : ROBESON
110303  BUNCOMBE COMMUNITY ASHEVILLE BUNCOMBE 740348  FARNVILLE CENTRAL umu FARMVILLE . PITT -
180320  BUNKER HILL HIGH CLAREMONT . CATANBA 980336 " FIKE HIGH . WILSON .- WILSON
350308  BUNN HIGH BUNM - FRANKLIN 990322 - FORBUSH HIGH *. EAST BEND - YADKIN
230312  BURNS HIGH LAWNDALE CLEVELAND - 900316 FOREST HILLS HIGH © MARSHVILLE UNION
320312 C E JORDAN HIGH . DURHAN DURHAM - 560320 FRANKLIN HIGH FRANKLIN MACON
150304 CAMDFEN COUNTY HIGH CAMDEN , CAMDEN -~~~ "351308 FRANKLINTON HIGH FRANKL INTON FRANKLIN
260325 CAPE FEAR HIGH FAYETTEVILLE CUMBERLAND 180340 _FRED T FOARD HIGH .. NEWTON - CATAWBA
280304 CAPE HATTERAS HIGH BUXTON - ‘DARE .-~ 120318  FREEDOM HIGH MORGANTON - BURKE
340332  CAREER CENTER WINSTON SALEM  .FORSYTH 920428  FUQUAY-VARINA HIGH FUQUAY-VARINA  WAKE
340330  CARVER HIGH WINSTON SALEM  FORSYTH 600396 ~ GARINGER HIGH - CHARLOTTE MECKLENBURG
920368  CARY HISH CARY . WAKE 620332 . GARLAND UNION HIGH GARLAND SAMPSON
181318  CATAWBA VALLEY HIGH HICKORY * ° CATANBA - 920436 GARNER HIGH " GARNER . WAKE
130310 CENTRAL CABARRUS HIGH CONCORD CABARRUS ' 370312 : GATES COUNTY SR HIGH  GATESVILLE . ' GATES
290308 CENTRAL SENIOR HIGH LEXINGTON - _DAVIDSON £11364 _ GILLESPIE PARK ED CTR.. GREENSBORO GUILFORD
681308  CHAPEL MILL HIGH CHAPEL HILL ORANGE 340382 * GLENN HIGH . - . - KERNERSVILLE  FORSYTH
960324  CHARLES AYCOCK HIGH PIKEVILLE NAYNE 962320 GOLDSBORO HIGH _ GOLDSBORO WAYNE
110336  CHARLES D OWEN HIGH SWANNANCA BUNCOMBE 010348 GRAHAM HIGH - - GRAHAM - ALAMANCE
810324  CHASE HIGH FOREST CITY RUTHERFORD 400308 GREENE- CENTRAL HIGH - SNOMW HILL - GREENE
190316  CHATHAM CENTRAL HIGH BEAR CREEK CHATHAM - - -411372 GRIMSLEY HIGH GREENSBORO GUILFORD
870312  CHEROKEE EXT HIGH CHEROKEE - "SHAIN 240356 - HALLSBORO HIGH HALLSBORO COLUMBUS
360360  CHERRYVILLE JR-SR HIGH CHERRYVILLE - GASTON 600405 HARDING HIGH: . - - CHARLOTTE MECKLENBURG
070324  CHOCOWINITY HIGH CHOCOWINITY BEAUFORT -430346 HARNETT CENTRAL HIGH  ANGIER HARNETT
360372  CHURCH STREET JR-SR HIGH DALLAS GASTON -250340 °  HAVELOCK HIGH "HAVELOCK CRAVEN
090320  CLARKTON HIGH CLARKTON BLADEN -220310 ' RAYESVILLE HIGH HAYESVILLE CLAY
510324  CLAYTON HIGH CLAYTON - t JOHNSTON 451308  HENDERSONVILLE HIGH HENDERSONVILLE HENDERSON
821308  CLINTON HIGH - - CLINTON SAMPSON - -460320 _ HERTFORD CO HIGH -~ AHOSKIE ;;..-... - HERTFORD
110340 CLYDE A ERWIN HIGH ASHEVILLE :BUNCOMBE :  :140348 .- HIBRITEN HIGH - - . LENOIR .CALONELL
890304  COLUMBIA HIGH COLUMBIA TYRRELL * 181322 HICKORY HIGH - . - - HICKORY CATANBA
130314  CONCORD HIGH CONCORD " CABARRUS  : 412332 HIGH POINT CENTRAL HIG HIGH POINT .  .GUILFORD
230324  CREST SENIOR HiGH SHELBY - - CLEVELAND * * 560324  HIGHLANDS HIGH HIGHLANDS . . MACON
940308 CRESWELL HIGH CRESWELL ' _ " WASHINGTON -~ 321352 -*-HILLSIDE HIGH - 'DURKAM - - DURHAM
10306 CURRITUCK COUNTY HIGH BARCO - CURRITUCK - 200312 HIWASSEE DAM HIGH 6. MURPHY CHEROKEE
10333 D H CONLEY HIGH GREENVILLE PITT . . 820348 HOBBTON HIGH .- NEWTON GROVE  SAMPSON
92315  DALTON MCMICHAEL 470312  HOKE COUNTY HIGH RAEFORD HOKE
HIGH SCHOOL HAD SON ROCKINGHAM 011338  HUGH CUMMINGS HIGH BURLINGTON "ALAMANCE
280306 DARE CO ALTERN HIGH MANTED DARE 360428  HUNTER HUSS HIGH GASTONIA GASTON
Attachooni ©
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DCC 7-2

Instructions

. June, 1991
' Page 4

* (13) Highest Educational Level: Report the highest education

completed by the codes below:

01 - 11 Highest Grade Completed - Non Graduate
12 High School Graduate
-- GED
13 Adult High School Diploma
14 Post High School Vocational Diploma
15 Associate Degree
16 Bachelor's Degree
17 Master's Degree or Higher

(14) Inmate: Report a code “3" (Note that the codes 1 and 2

representing preparatory and supplemental training are no longer
required).

(DATA ON HANDICAPPED, DISADVANTAGED, SINGLE PARENT/HOMEMAKER, AND LIMITED

ENG%ISH PROFICIENCY ARE REQUIRED BY THE CARL PERKINS VOCATIONAL EDUCATION
ACT

(15) Handicapped: Report a code “1" for those individuals who are
mentally retarded, hard of hearing, deaf, speech or language
impaired, visually impaired, seriously or emotionally disturbed,
orthopedically impaired, or other health impaired persons, or

persons with specific learning disabilities. Leave blanks
otherwise.

(16) Disadvantaged: Individuals (other than Handicapped) who have
economic or academic disadvantages. The term includes
individuals who are members of economically disadvantaged
families, migrants, individuals who have limited English

proficiency, and individuals who are dropouts from secondary
schools.

a) Academically Disadvantaged - Report a code "1" for
an individual who has less than a high school
education. Does not include individuals with
learning disabilities, nor high school students
taking courses at a community college.

b) Economically Disadvantaged - Report a code "2"

for an individual who meets one or more of the
following indicators:

- a
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DCC 7-2

Instructions

, June, 1991
Page 5

(1) Annual income at or below the official
poverty line established by the director
of the U.S. Office of Management and
Budget;

(2) Eligibility for aid to families with
dependent children or other public
assistance programs;

(3) Receipt of a Pell Grant or other
comparable state program of need-based
financial assistance;

(4) Eligibility for participation in

programs assisted under Title II or the
JTPA;

c) Report a code of "3" for an individual who meets both
criteria.

Single Parent/Homemaker:

a) Single Parent: Report code "1" for an individual who:

(1) Is'unmarried or legally separated from a spouse; and,

(2) Has a minor child or children for which the parent has
either custody or joint custody.

b) Homemaker: Repoft a code "2" for an individual who

(1) Is an adult; and,

(2) Has worked as an adult primarily without remuneration
to care for the home and family and for that reason has
diminished marketable skills.

c) Both: Report a code “3" for an individual who meets both
criteria.

Limited znglish Proficiency: Report a "1" for yes or a “2" for

no. Limited English proficient individuals are those who have
difficulty speaking, reading, writing, or understanding English
because their native language is not English, or because they are
American Indian or Alaskan, where a language other than English had
a significant impact on their English proficiency.

2n;
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Fields (19), (20), and (21) are required only for Literacy

Registrants, i.e., ABE, GED, Adult High School, and Compensatory
Education programs.

** (19) High School Code: Report the code (See Code Sheets D,E, and F,

Attachments 6,7, and 8) for the last high school attended by the
student.

School Code Format: You must use the approved Department of
Public Instruction (DPI) codes for NC Public Schools as shown
on Attachment 6. The code format below is recommended for your
use in developing "locally" defined codes for such schools, as
private NC schools, retired public schools; and out-of-state
schools. Refer to Code Sheets E and F, Attachments 7 and 8 for
for the structure of these codes.

The school code is six digits:

Digit
1 2 3 4 5 6
. Digits Codes Meaning
182 00-99 County Code for NC Schools
3 0-3 NC DPI Schools + some other
_ "Public Schools"
6 A1l other schools
1-3 101-154 For out-of-state schools, state
code in position 2 & 3
4 0,1 OQut-of-State
3,4,5 NC High School Codes defined by
DPI
8 Other Public NC schools
9 Private NC High Schools
5-6 00-99 Specific School - locally

defined for Non-NC DPI codes

** (20) Hiqh School Graduate: Report a code 1" for an individual who is a
high school graduate and a code “2" for a non-graduate GED

recipients should be reported as a "2" in this field but as a GED
student in field 12.

** (21) Year Last Attended High School: Report the year in which the
individual last attended high school.
g

. (22) Filler blank fields

250
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(®

ALL MAGNETIC MEDIA MUST BE LABELED AS FOLLOWS:

Extension Registration
DCC 7-2

DSN: CCD.CC.CC303-1

LRECL = 80

BLKSIZE = 800

LABEL = SL NL

Density: (1600 bpi preferred)
Reporting Period:

College:
Contact Person:
Record Count:

Attachment 1




DATA. RECCRD DESCRIPTION DX 7-2

Instructimns
June, 1991
Page 8 __
DATA SET NAME FIILE NAME
D.0C.0C303-1 Extension Registration Imput BEdit File
'\QE NAME " SYSTEMS ANALYST
Recard Ienath = 80 Blocksize = 800 Dave Suith
FIELD DATA ELEMENT FIFID
ND. BOSTTIONS | STZ2E | TYPE
1 1 1 A Blank
2 College Oode 2-4 3 N Three nneric, left justify
= (See Code Sheet A -
Aftadwent 3)
3 Social Seamrity NMaber 5-13 9 N Social Security Nurber ar 9-digit
Sy snﬁerrt:.dentglcatlmmnber
4 Sex : 14 1 1-Mle 2 - Femle
5 Year of hirth 15 - 16 2 Iast two murbers
) Race 17 1 N 1 - White
2 - Black
3 - Indimn
5 - Asian
7 Atterdance 18 1 N l-Day 2 - Evenirg
8 Employment 19 1 N l-
2 - Part-time
‘ 9 Residency 20 1 N 1 - NC Resident
Ny’ 2 - Non NC Resident
10 Conty or State _ 21-23 3 N 3 digit cxde (See Code Sheet B -
Attachent 4) for NC residents
ad (Code Sheet C - Attachment S)
far non-residents
11 Program Code 24 - 27 4 A e letter ard three mabers
%Usecnlytmsecndesapgrwai
ar your college)
12 Contact Hours 28 - 31 4 N Ieft zero £fil1l
13 Highest Education Level 32-33 2 N 01 - 11 Highest Grade Campleted
- Non-Grachate
12 %Sdml@ﬁchnte
13 2dult High School
14 Post High School
15 Assocna Da;ree.
iate
16 Bachelar’s Degree
17  Master’s Degree ar
Higher
14 Type 34 1 N Blank - Not Applicable
3 - Inmate
‘ Al 183
~—r Attachment 2




DATA. RECORD DESCRIPTION : D 7-2

Instructians
June, 1991
. Pace 9
DMA SET NAME FIIE NAME
JD.0C.0C303-1 Extension Registration Tnput Bdit File
"REOCRD NAME ) SYSTEMS ANALYST
Recard Iergth = 80 Blocksize = 800 Deve Smith
FIFID DATA ELEMENT FIELD
ND. POSTTIONS | SIZE | TYPE
15 Hardicapped 35 1 A §lank-13bt icahle
16 Disadvantaged 36 1 A §lank-bbt_:.' i e
2-Enxnnica.l_1¥
. 3 - Both of the Above
17 Single Parent/Haremeker 37 1 A Blank - Not Applicable
1 - Simgle Parent
2 - Horameker
3 - Both of the Above
18 Limited English Proficiency 38 1 A %-'g{gﬁ
19 Iast High School Atterded 39 -4 6 A High School Gode (Code Sheet D-F,
Cede Attacyents 6-8)
20 High School Graduate 45 1 A 1-Yes
2 -No
21 Last Year Attended High 48 - 51 4 N YYYY - Foxr digit year
School :
22 Filler blank fields 52 - 80 29 Rlanks

: DO 75
@ o - .




DCC 7-2
‘ . Instructions
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N/ ! Page 10
CODE SHEET A
COLLEGE CODE
CODE COLLEGE CODE COLLEGE
010 ANSON CC 520 MAYLAND CC
030 ASHEVILLE-BUNCOMBE TCC 530 MCDOWELL TCC
040 BEAUFORT COUNTY CC 540 MITCHELL CC
050 BLADEN CC , 550 MONTGOMERY CC
060 BLUE RIDGE CC 570 NASH CC
065 BRUNSWICK CC 590 PAMLICO CC
070 CALDWELL CC & TI 610 PIEDMONT CC
090 CAPE FEAR CC 630 PITT CC
110 CARTERET CC 650 RANDOLPH CC
130 CATAWBA VALLEY CC 670 RICHMOND CC
150 CENTRAL CAROLINA CC 690 ROANOKE CHOWAN CC
170 CENTRAL PIEDMONT CC 710 ROBESON CC -
190 CLEVELAND CC 730 ROCKINGHAM CC
200 COASTAL CAROLINA CC 750 ROWAN-CABARRUS CC
210 COLLEGE OF THE ALBEMARLE 770 SAMPSON CC
230 CRAVEN CC 790 'SANDHILLS CC
250 DAVIDSON COUNTY CC ) 810 SOUTHEASTERN CC
270 DURHAM TCC 820 SOUTHWESTERN CC
290 EDGECOMBE CC 825 STANLY CC
310 FAYETTEVILLE TCC 830 SURRY CC
330 FORSYTH TCC 850 ALAMANCE CC
350 GASTON COLLEGE , 370 TRI-COUNTY Cf:
370 GUILFORD TCC 880 VANCE-GRANVILLE CC
390 HALIFAX CC 890 WAKE TCC
410 HAYWOOD CC 930 WAYNE CC
440 ISOTHERMAL CC 950 WESTERN PIEDMONT CC
460 JAMES SPRUNT CC 970 WILKES CC -
470 JOHNSTON CC 990 WILSON COUNTY TC
490 LENOIR CC

510 MARTIN CC
Attachment 3
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Instructions
) June, 1991
. Page 11
CODE SHEET B
CODE NUMBERS FOR NORTH CAROLINA COUNTIES
CODE COUNTY CODE COUNTY CODE COUNTY
001 ALAMANCE 034 FORSYTH 067 ONSLOW
002 . ALEXANDER 035 FRANKLIN 068 ORANGE
003 ALLEGHANY 036 GASTON 069 PAMLICO
004 ANSON 037 GATES 070 PASQUOTANK
005 ASHE 038 GRAHAM 071 PENDER
006 AVERY 039 GRANVILLE 072 PERQUIMANS
007 BEAUFORT 040 GREENE 073 PERSON
008 BERTIE 041 GUILFORD - 074 PITT
009 BLADEN 042 HALIFAX 075 POLK
010 BRUNSWICK 043 HARNETT 076 RANDOLPH
011 BUNCOMBE 044 HAYWOOD 077 RICHMOND
012 BURKE 045 HENDERSON- 078 ROBESON
013 CABARRUS 046 HERTFORD 079 ROCKINGHAM
014 CALDWELL 047 HOKE 080 . ROWAN
015 CAMDEN 048 HYDE 081 RUTHERFQORD
016 CARTERET 049 IREDELL 032 SAMPSON
017 CASHELL 050 JACKSON 083 SCOTLAND
018 CATAWBA 051 JOHNSTON 084 STANLY
019 CHRATHAM 052 JONES 085 STOKES
020 CHEROKEE 053 LEE 086 SURRY
021 CHOWAN 054 LENOIR 087 SWAIN
022 CLAY 055 LINCOLN 088 TRANSYLVANIA
023 CLEVELAND 056 - MACON 089 TYRRELL
024 COLUMBUS 057 MADISON 090 UNION
025 CRAVEN 058 MARTIN 091 . VANCE
026 CUMBERLAND 059 MCDOWELL 092 WAKE
027 CURRITUCK 060 MECKLENBURG 093 WARREN
028 DARE 061 MITCHELL 094 WASHINGTON
029 DAVIDSON N62 MONTGOMERY 095 WATAUGA
030 DAVIE 063 MOORE 096 WAYNE
031 DUPLIN 064 NASH 097 WILKES
032 DURHAM 065 NEW HANCVER 098 WILSON
033 EDGECOMBE 066 NORTHAMPTON 099 YADKIN
100 YANCEY

Attachment 4
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001
002
003
004
005

006
007
008
009
010

011

013

014
015

016
017
018
019
020

021
022
023

025

026
027
028
029
030

CODE SHEET C

OUT OF STATE CODES

 STATE

ALABAMA
ALASKA
ARIZONA
ARKANSAS
CALIFORNIA

COLORADO

CONNECTICUT

DELAWARE

DISTRICT OF COLUMBIA
FLORIDA

GEORGIA
HAWATI
IDAHO
ILLINOIS
INDIANA °

I0WA
KANSAS
KENTUCKY
LOUISIANA
MAINE

MARYLAND
MASSACHUSETTS
MICHIGAN
MINNESOTA
MISSISSIPPI

MISSOURI
MONTANA
NEBRASKA
NEVADA

NEW HAMPSHIRE

CODE

e,

031
032
033
035
036

037
038
039
040
041

042
043
044
045
046

047
048
049
059
051

052
053
054
055
056

057
058
059

DCC 7-2
Instructions
June, 1991
Page 12

STATE

NEW JERSEY
NEW MEXICO
NEW YORK
NORTH DAKOTA
OHIO

OKLAHOMA
OREGON
PENNSYLVANIA
RHODE ISLAND
SOUTH CAROLINA

SOUTH DAKOTA

TENNESSEE
TEXAS
UTAH
VERMONT

VIRGINIA
WASHINGTON
WEST VIRGINIA
WISCONSIN
WYOMING

PUERTO RICO
VIRGIN ISLANDS
OTHER FOREIGN
STATE UNKNOWN
AMERICAN SAMOA

GUAM

NORTH MARIANAS
PACIFIC ISLANDS
TRUST TERRITORY

Attachment 5




DCC 13-19 Application for In-Plant Course (10/85)
DCC 13-20 Notification of In-Plant Training Course (10/85)

DCC 14-11 Schedule of Local Fund Vouchers Issued (11/83)
(CC-89-51 Attachment)

DCC 14-12 Multiple Transaction Form (10/85) (CC-89-51 Attachment)

DCC 1-11A Request for Approval of Student Work Activities for Extension
Courses (10/89)
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EXTENSION REGISTRATION
bcc 7-2
VERIFICATION REPORT

Submit the information below with your Extension Registration quarterly
report.

For colleges using the Prime system, this report is generated for you as a
part of your Extension Registration report processing. Make sure that you

include a copy of the printout with your data submission instead of this
form.

P Y T T PP Pt P e S S P} Y 3 Y

Date:
College:
Contact Person: Telephone:
REPORTING PERIOD (Circle) FINAL DUE DATE
1. June - August . September 21
2. September - November December 21
3. December --February March 21
4. March - May June 21
School Year:
Reporting Status: Final Report Partial Report

TOTAL NUMBER OF RECORDS REPORTED

Bttt Py ittt i P PR PP P PR P Pt s i3 2 St PR P L P RS 4 3 34§ 53 S

VERIFICATION STATEMENT
THE ABOVE INFORMATION HAS BEEN REVIEWED AND IS ACCURATE.

SIGNATURE OF PRESIDENT OR DESIGNEE DATE

***xxx SEND THIS FORM WITH YOUR TAPE *u***

Attachment 9
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070328

350324
740366
670324
980342
310352
580328
210312
650342
520320
190336
231324
541320
650354
820349
290336
530336
291336
0330

550332
780336
350336
410352
780342
570318
792316
780344
180348
280316
0388

480308
783304
§90330
820352
920500
610334
901312
. 491312
791336
862312
340454
000330
130324
460324
200328
600466
240364
560332
3500

250356
650352
182316
100326
- 110380

290348

310364
330328
340460
360470
§90346
510368
540324

NAME |

INDEPENDENCE AIGH
INDEPENDENCE HIGH

J A WILKINSON HIGH
SCHOOL

JF WEBB HIGH

J H ROSE HIGH
JACKSONVILLE HIGH

JAMES B HUNT HIGH SCHOOL
JAMES KENAN HIGH
JAMESVILLE HIGH

JOKN A HOLMES HIGH
JOHN HOGGARD HIGH
JONES SENIOR RIGH
JORDAH MATHEWS HIGH
KINGS MOUNTAIN HIGH
KINSTON HIGH
LAKESIDE SCHOOL
LAKEWOOD HIGH
LEDFORD SENIOR HIGH
LEE SENIOR HIGH
LEXINGTON SR HIGH
LINCOLN SCHOOL OF
TECHONOLOGY
LINCOLNTON HIGH
LITTLEFIELD HIGH
LOUISBURG HIGH

LUCY RAGSDALE HIGH
LUMBERTON SR HIGH
MADISON HIGH
MADISON-MAYODAN HIGH
MAGNOLIA HIGH

MATDEN HIGH

MANTEQ HIGH

MASSEY HILL EXTENDED
DAY SCHOOL
MATTAMUSKEET HIGH
MAXTOK HIGH

MCOOWELL HIGH

MIOWAY HIGH . .
MILLBROOK SENIOR HIGH
MITCHELL HIGH

HONROE HIGH .-
HOORESVILLE SENIOR HIGH -
MOREHEAD HIGH . .
MOUNT AIRY HIGH

MOUNT TABOR HIGH -
MOUNTAIN HERITAGE HIGH
MT PLEASANT HIGH
MURFREESEORO HIGH

MURPHY HIGH

MYERS PARK HIGH

NAKINA HIGH

NANTAHALA HIGH

NC SCHOOL OF SCIENCE AND
MATH

NEW BERN HIGH

NEW HANOVER HIGH
NEWTON-CONOVER HIGH -
NORTH BRUNSWICK HIGH :
NORTH BUNCOMBE HIGH
NORTH OAVIDSON SR HIGH
NORTH DUPLIN JR-SR HIGH
NORTH EDGECOMBE HIGH
NORTH FORSYTH HIGH
NORTH GASTON HIGH

NORTH IREDELL HIGH
NORTH JOHNSTON HIGH
NORTH LENOIR HIGH

. MARION .

CODE SHEET D

NORTH CAROLINA PUBLIC HIGH SCHOOLS
LISTED BY SCHOOL NAME

35,

- PAGE HIGH .

NAME

NORTH MECKLENBURG HIGH
NCRTH MOORE HIGH
NORTH PITT HIGH

NORTH STANLY HIGH
NORTH STOKES HIGH
NORTH SURRY HIGH
NORTH WILKES HIGH
NORTHAMPTON HIGH-EAST
NORTHAMPTON HIGH-REST
NORTHEAST GUILFORD
SENIOR HIGH
NORTHEASTERN HIGH
NORTHERN HIGH
NORTHERN NASH HIGH
NORTHSIDE HIGH
NORTHWEST CABARRUS HIGH
NORTHWEST GUILFORD
SENIOR HIGH
NORTHWEST HIGH
NORTHWEST HIGH
HORTHWOOD HIGH
OCRACOKE HIGH
OLYMPIC KIGH
ONSLOW COUNTY HIGH
ORANGE ‘SENIOR HIGH
ORRUM HIGH )

P J WEAVER ED CTR ~

PAMLICO HIGH
PARKLAND SENIOR HIGH
PARKTON -HIGH .

" PARKHOOD HIGH

. RICHLANDS HIGH
“RICHMOND SENIOR HIGH

‘POLK CENTRAL '
. PRINCETON PRIM & HIGH

- ROANORE

PEMBROKE. SENIOR HIGH
PENDER HIGH - -
PERQUIMANS HIGH . =~
PERSON -SR HIGH -;j
PIEDMONT. HIGH = - -~
PINE FOREST SR HIGH

"PINECREST .HIGH: .

PISGAH HIGH -
PLYMOUTH HIGH
HIGH

PROVIDENCE HIGH
PURNELL -SWETT HIGH
RANDLEMAN HIGH
RED. SPRINGS HIGH
REID ROSS HIGH - _
REIDSVILLE . SR HIGH o
REYNOLOS HIGH ..

RIVERSIDE HIGH SCHOOL ;-
4IGH --
ROANOKE RAPIDS HIGH -
ROSBINSVILLE HIGH -
ROBESON CO CAREER CT
ROCKINGHAM CO SR HIGH

- ROCKY. MOUNT HIGH

ROSEWO0D HIGH:-
ROSMAN- HIGH -~ -~
RUTHERFORDTON HIGH

-SALISBURY.. HIGH
- SANDERSON _HIGH

. SCOTLAND .NECK HIGH

SCHOOL
cITy COUNTY CODE
CHARLOTTE MECKLENBURG 600480
WINSTON SALEM  FORSYTH 630332
BELHAVEN BEAUFORT 740374
840332
OXFORD GRANVILLE 850332
GREENVILLE PITT 860336
JACKSONVILLE  ONSLOW 970356
WILSON WILSON 660336
HARCAN DUPLIN 660324
JAMESVILLE . MARTIN 410372
EDENTON CHOWAN
WILMINGTON NEW HANOVER 700317
TRENTON JONES 320356
SILER CITY CHATHAM 640350
KINGS MTN CLEVELAND  070330.
KINSTON LENOIR 130326
WILMINGTON NEW HANOVER 410376
ROSEBORO SAMPSON . -
THOMASVILLE ~ DAVIDSON 420346
SANFORD LEE 050336
LEXINGTON _DAVIDSON 190342
LINCOLKTON LINCOLK - 480316
. 600490
LINCOLNTON .- LINCOLN- 670337
LUMBERTON . ROBESON - 680332
LOUISBURG - FRANKLIN .~ 780352
JAMESTOWN . GUILFORD " "411470
LUMBERTON " ROBESON - 411436
MARSHALL . MADISON . 690320
MADISON " ROCKINGHAM . 340486
LUMBERTON .. ROBESON .. ;. ‘780360
MAIDEN "7 CATAWBA '; -~ 900344
MANTEQ - "DARE 780370
e . 710326
FAYETTEVILLE I CUMBERLAND. 720316
. SHAN QUARTER_ .. HYDE - " 73035
- MAXTON .. ;i ROBESON.  ..900348
Tl ucooam ~260408 .--
DUNN - . " SAMPSON 630336
RALEIGH - WAKE 440378
© BAKERSVILLE ~ HITCHELL 940316
" MONROE - - 750316 .
MOORESVILLE TREDELL .y 810376
EDEN - ROCKINGHAH 600508
MOUNT AIRY .. SURRY .. 180420
WINSTON SALEM::. FORSYTH . - 760348 °
" BURNSVILLE ;.7 ;YANCEY . 0.:.- 730301
MT PLEASANT - ,.casanaus s 261387
nuasaszsaoao _HERTFORD " "'5793332
MURPHY .- .:..CHEROKEE - ..: 340486
CHARLOTTE - HECKLENBURG 1670340 .
NAKINA ; COLUMBUS :..-770348
TOPTON . - HACON 320365_
R ;;- ' --580344 -
DURHAM . ;' DURHAM * ;- -421316
. NEW BERN . , .CRAVEN 27380308 -
"ti WILMINGTON .- NEW uauovza 7680331 .
. NEWTON . .: ;-CATAWBA .t 790330 .
JLELAND & 5: /BRUNSWICK:  o641360. .
“*.WEAVERVILLE 7.  BUNCOMBE 960372 "
* LEXINGTON ;- :DAVIDSON ',880328 °
CALYPSO. \:"DUPLIN =1+ 810384 .
".; TARBORO.~ .-, EDGECOMBE. 800396 "
" WINSTON SALEM:: FORSYTH - _ 920552
DALLAS. :, .+ GASTON - 420352
OLIN .. . IREDELL 830346
KENLY JOHNSTON 011354
LAGRANGE LENOIR 260424

SCOTLAND SENIOR HIGh
SELLARS-GUNN VOC ED
SEVENTY FIRST SR HIGH

.

DcC 7-1

Instructions
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Page 14
cITY COUNTY
HUNTERSVILLE HECKLENEURG’/
ROBBINS MOORE
BETHEL PITT
NEW LONDON STANLY
DANBURY STOKES
MT AIRY SURRY
HAYS WILKES
CONWAY NORTHAMPTON
GUMBERRY NORTHAMPTON
MCLEANSVILLE  GUILFORD
ELIZABETH CITY PASQUOTANK
DURHAN DURHAM
" ROCKY MOUNT NASH
PINETCHN BEAUFORT
CONCORD CABARRUS
GREENSBORO GUILFORD
LITTLETON HAL IFAX
WARRENSVILLE  ASHE
. PITTSBORD . ° CHATHAM
OCRACOKE HYDE
.~ CHARLOTTE MECKLENBURG
. JACKSONVILLE . ONSLOW
"~ HILLSBOROUGH * . ORANGE
ORRUM " ROBESON
-GREENSBORO GUILFORD
- GREENSBORO GUILFORD
BAYBORO PAMILCO
WINSTON SALEM  FORSYTH
PARKTON ROBESON
MONROE UNION
PEMBROKE ROBESOA
BURGAW PENDER
'HERTFORD 7. PERQUIMINS
ROXBORO , .. PERSON -
MONROE - UNION
FAYETTEVILLE  CUMBERLAND
SOUTHERN PINES MOORE
CANTON - HAY®00D
_.PLYMOUTH WASHINGTON
MILL SPRING .  POLK
PRINCETON JOHNSTON
CHARLOTTE - MECKLENBURG
PEMBROKE ROBESON
. RANDLEMAN QANOOLPH
RED SPRINGS "~ ROBESON
'-.FAYETTEVILLE' CUMBERLAND
~. .. REIDSUILLE ROCK INGHAM
wo: WINSTON SALEM  FORSYTH
" RICHLANDS ONSLOW
ROCKINGHAM | RICHMOND
DURHAM DURHAM
ROBERSONVILLE MARTIN
""" ROANOKE RAPIDS HALIFAX
*_. ROBBINSVILLE - GRAHAM
"LUMBERTON N C  ROBESON
WENTWORTH ROCKINGHAM
ROCKY .MOUNT = NASH
:GOLOSBORO , . WAYNE . -
ROSMAN - “° "~ TRANSYLVANIA
RUTHERFORDTON  RUTHERFORD
SALISBURY ROWAN
RALEIGH T WAKE .
-SCOTLAND NECK  HALIFAX
LAURINBURG . ° SCOTLAND
BURLINGTON ALAMANCE -
FAYETTEVILLE  CUMBERLA
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CODE SHEET D Instructions
NORTH CAROLINA PUBLIC HIGH SCHOOLS June, 1991
LISTED BY SCHOOL NAME Page 1%
.SCHOOL SCHOOL
\' 7C0DE NAHE" CITY COUNTY _COoDE RAME ary COUNTY
510399  SMITHFIELD-SELMA HIGH  SMITHFIELD JOHNSTON 950336  WATAUGA HIGH BOONE WATAUGA
£00340 SMOKEY MOUNTAIN HIGH SYLVA JACKSOR 422324 WELDON HIGH WELDON HALIFAX
232332  SHELBY HIGH SHELBY CLEVELAND 100348 WEST BRUNSWICK HIGH SHALLOTTE BRUNSWICK
411456 SMITH dIGH GREENSBORO GUILFORD 140390 WEST CALDWELL HIGH LENOIR CALDWELL
100334  SOUTH BRUNSWICK HIGH SOUTHPORT BRUNSWICK 160344  WEST CARTERET HIGH MOREHEAD CITY  CARTERET
140386  SOUTH CALDWELL HIGH HUDSON CALDWELL 600576  WEST CHARLOTTE HIGH CHARLOTTE MECKLENBURG
290365  SOUTH DAVIDSON HIGH DENTON DAVIDSON 240380  WEST COLUMBUS HIGH CERRO GORDO COLUMBUS
390352  SOUTH GRANVILLE HIGH CREEDMOOR GRAKRVILLE 250372  WEST CRAVEN HIGH VANCEBORO CRAVEN
490362 SOUTH IREDELL HIGH STATESVILLE IREDELL 290388  WEST DAVIDSON HIGH LEXINGTON DAVIDSON
510402 SOUTH JOHNSTON HIGH FOUR QAKS JOHNSTON 340556  WEST FORSYTH HIGH CLEMMONS FORSYTH
540336 SOUTH LENOIR HIGH DEEP RUN LENOIR 450352 WEST HENDERSON HIGH HENDERSONVILLE HENDERSON
600535 SOUTH MECKLENBURG HIGH CHARLOTTE MECKLENBURG 490380 WEST IREDELL HIGH STATESVILLE IREDELL
340336  SOUTH PARK HIGH WINSTON SALEM  FORSYTH 550368 WEST LINCOLN HIGH LINCOLNTOR LINCOLN
360494  SOUTH POINT HIGH BELMONT GASTON 600579  WEST MECKLENBURG HIGH CHARLOTTE MECKLENBURG
780402  SOUTH ROBERSON HIGH ROWLAND ROBESON 620340 WEST MONTGOMERY HIGH MT GILEAD MONTGOMERY
800400 SOUTH ROWAN HIGH CHINA GROVE ROWAN 800408 WEST ROWAN HIGH MT ULLA ROWAN
840356  SOUTH STANLY HIGH NORWOOD STANLY 840368  WEST STANLY HIGH QAKBORO STANLY
850352  SOUTH STOKES HIGH WALNUT COVE STOKES 970388 WEST WILKES HIGH MILLERS CREEK  WILKES
260427 SOUTH VIEW SR HIGH HOPE MILLS CUMBERLAND 410428 WESTERN GUILFORD HIGH GREENSBORO GUILFORD
410408 SOUTHEAST GUILFORD 430384 WESTERN HARNETT HIGH LILLINGTON HARNETT
SENIOR HIGH GREENSBORO GUILFORD 010400 WESTERN HIGH ELON COLLEGE ALAMANCE
420358  SOUTHEAST HALIFAX HIGH HALIFAX HALIFAX 260455 WESTOVER SENIOR HIGH FAYETTEVILLE CUMBERLANO
410411  SOUTHERN GUILFORD HIGH  GREENSBORO GUILFORD 670364 WHITE QAK HIGH JACKSONVILLE ONSLOW
320368  SOUTHERN HIGH DURHAM DURHAM 241316 WHITEVILLE SENIOR HIGH WHITEVILLE COLUMBUS
010388 SOUTHERN HIGH GRAHAH ALAMANCE 070390 WILKES CENTRAL HIGH WILKESBORO WILKES
640364 SOUTHERN NASH SR HIGH BAILEY NASH 970391  WILKES COQUNTY CAREER CTR WILKESBORO WILKES
910364 SOUTHERN VANCE HIGH HENDERSON VAKCE 240388  WILLIAMS TOWNSHIP HIGH WHITEVILLE COLUMBUS
960380 SQUTHERN WAYNE HIGH DUDLEY WAYNE 580368 WILLIAMSTON HIGH WILLIAMSTON MARTIN
330350 SOUTHWEST EDGECOMBE HIGH PINETOPS EDGECOMBE . - )
670344  SQUTHWEST HIGH JACKSONVILLE --ONSLOW
-410414  SOUTHWEST SR HIGH HIGH POINT GUILFORD
¥ 760358  SOUTHWESTERN HIGH ASHEBORO RANDOLPH
780401 ST PAULS HIGH ST PAULS ROBESON
180376 ST STEPHENS HIGH HICKORY CATANBA
990326  STARMOUNT HIGH BOONVILLE YADKIN -
490354  STATESVILLE SR STATESVILLE < IREDELL
792328  STONEVILLE HIGH STONEVILLE ROCKINGHAM
900360 SUN VALLEY HIGH . MOKROE UNION
860352  SURRY CENTRAL HIGH DOBSON SURRY
870314  SWAIN COUNTY HIGH BRYSON CITY SWAIN -
670352  SWANSBORO HIGH SWANSBORO ONSLOW
110416 T C ROBERSON HIGH SKYLAND * BUNCOMBE - .
412372 T W ANDREWS HIGH HIGH POINT GUILFORD
240372 TABOR CITY PRIM & HIGH TABOR CITY COLUMBUS
090364 TAR HEEL HIGH TAR HEEL BLADEN
331320 TARBORO HIGH TARBORO EDGECOMBE
260446  TERRY SANFORD SR HIGH FAYETTEVILLE CUMBERLAND
120354 THE LEARNING CENTER MORGANTON BURKE ’
292324  THOMASVILLE HIGH THOMASVILLE . DAVIDSON
710342  TOPSAIL JR-SR HIGH HAMPSTEAD PENDER
760380  TRINITY HIGH TRINITY RANDOLPH
430378 TRITON HIGH ERWIN HARNETT
440390  TUSCOLA HIGH WAYNESVILLE HAYWOOD
750330 TYRON HIGH SCHOOL TRYON POLK
900366 UNION CO CAREEK CTR MONROE ... UNION
820388 UNION HIGH CLINTON SAMPSON
630360 UNION PINES HIGH CAMERON MOORE
910370  VANCE SENIOR HIGH HENDERSON VANCE :
920588 WAKE FOREST HIGH WAKE FOREST *° WAKE
920528 WAKE QPTIONAL HIGH RALEIGH WAKE
310392 WALLACE-ROSE HILL HIGH  TEACHEY DUPLIN
322 WALLTOWN EDUCATION DURHAM DURHAM
ADVANCEMENT CENTEX
011356 WALTER WILLIAMS HIGH BURLINGTON ALAMANCE
930352  WARREN COUNTY HIGH WARRENTON WARREN
\ 071324 WASHINGTON HIGH WASHINGTON BEAUFORT
37
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CODE SHEET E Instructions
NORTH CAROLINA PUBLIC HIGH SCHOOLS June, 1891
NON-PUBLIC AND ‘OTHER® B - Page 16

@...

] . ' SCHOOL
g' @E NAME . CITY COUNTY CODE NAME T COUNTY

o
-

003381 N C SCHOOL OF THE ARTS WINSTOK-SALEM FORSYTH 696800 OTHER PUBLIC PAMLICO PAMLICO
016800 OTHER PUBLIC ALAMANCE ALAMANCE 706800 OTHER PUBLIC PASQUOTANK PASQUOTANK
026800 OTHER PUBLIC ALEXANDER ALEYANDER 716800 OTHER PUBLIC PENDER PENDER
036800 OTHER PUBLIC ALLEGHANY ALLEGHANY 726800 OTHER PUBLIC PERQUIMANS PERQUIMINS
046800 OTHER PUBLIC ANSON ANSON 766800 OTHER PUBLIC RANDOLPH RANDOLPH
056800 OTHER PUBLIC ASHE ASHE .. -- 776800 OTHER PUBLIC RICHMOND RICHMOND
066800 OTHER PUBLIC AVERY - ~— AVERY 786800 OTHER PUBLIC ROBESON ROBESON
076800 OTHER PUBLIC BEAUFORT BEAUFORT 796800 OTHER PUBLIC ROCKINGHAM ROCKINGHAM
086800 OTHER PUBLIC BERTIE BERTIE 806800 OTHER PUBLIC ROWAN ROWAN
096800 OTHER PUBLIC BLADEN BLADEN 815800 OTHER PUBLIC RUTHERFORD . RUTHERFORD
106800 OTHER PUBLIC BRUNSWICK BRUNSHICK 826800 OTHER PUBLIC SAMPSON . . SAMPSON
116800 QTHER PUBLIC -BUNCOMBE BUNCOMBE - 836800 QTHER PUBLIC SCOTLAND - : SCOTLAND
126800 OTHER PUBLIC BURKE BURKE " 846800 OTHER PUBLIC STANLY STANLY
136800  OTHER PUBLIC CABARRUS CABARRUS 856800 OTHER PUBLIC STOKES ) STOKES
146800  OTHER PUBLIC CALDWELL CALDHWELL 866800 OTHER PUBLIC SURRY SURRY
156800 OTHER PUBLIC CAMDEN CAMOEN 876800 OTHER PUBLIC SWAIN SWAIN
166800 OTHER PUSLIC CARTERET CARTERET 896800 OTHER PUBLIC TERRELL - TYRRELL
176800 OTHER PUBLIC CASWELL CASHELL 886800 OTHER PUBLIC TRANSYLVANIA * TRANSYLVARIA
186800 OTHER PUBLIC CATAWBA CATAWBA  : 906800 OTHER PUBLIC UNION UNION
196800  OTHER PUBLIC CHATHAM CHATHAM . 916800 OTHER PUBLIC VANCE . VAKCE
206800 OTHER PUBLIC CHERCKEE CHEROKEE 926800 OTHER PUBLIC WAKE . - - WAKE
216800  OTHER PUBLIC CHOWAN CHOWAN -, 936800 OTHER PUBLIC WARREN WARREN
226800  OTHER PUBLIC CLAY CLAY . 946800 OTHER PUBLIC WASHINGTON HWASHINGTON
236800 OTHER PUBLIC CLEVELAND CLEVELAND -. 956800 OQTHER PUBLIC WATAUGA ) - WATAUGA
246800  OTHER PUBLIC COLUMBUS COLUMBUS - 966800 OTHER PUBLIC WAYNE . WAYNE
256800 OTHER PUBLIC CRAVEN CRAVEN 976800 OTHER PUBLIC WILKES : WILKES
266800  OTHER PUBLIC CUMBERLAND CUMBERLAND 986800 - OTHTR PUBLIC WILSON WILSON
276800  OTHER PUBLIC CURRITUCK CURRITUCK - - 996800 OTHER PUBLIC YADKIN . YADKIN
286800 OTHER PUBLIC DARE DARE “. 006800 OTHER PUBLIC YANCEY . YANCEY
296800 OTHER PUBLIC DAVIDSON DAVIOSON . 002953 PEACE COLLEGE RALEIGH WAKE
.306800 OTHER PUBLIC DAVIE DAVIE + 016900 PRIVATE ALAMANCE .. ) ALAMANCE
3316800  OTHER PUBLIC DUPLIN DUPLIN . 026900 PRIVATE ALEXANDER .. . ALEXANDER
o' 326800 OTHER PUBLIC DURHAM DURHAM - 036900 PRIVATE ALLEGHANY ALLEGHANY
336800 OTHER PUBLIC EDGECOMBE EDGECOMBE - 046900 PRIVATE ANSON . ANSON
346800 OTHER PUBLIC FORSYTH FORSYTH - - 056930 PRIVATE ASHE . L ASHE .
356800 OTHER PUBLIC FRAMKLIN ‘ FRANKLIN i . 066900 PRIVATE AVERY ) e AVERY
366800 OTHER PUBLIC GASTOK © GASTON ... 076900 PRIVATE BEAUFORT .. BEAUFORT
376800 OTHER PUBLIC GATES GATES - ~ *-'086800 PRIVATE BERTIE . L BERTIE
386800 OTHER PUBLIC GRAHAM GRAHAM + 096900 PRIVATE BLADEN BLADEN
396800 OTHER PUBLIC GRANVILLE GRANVILLE- 106900 PRIVATE BRUNSWICK : BRUNSHICK
406800 OTHER PUBLIC GREENE GREENE - - 116900 PRIVATE BUNCOMBE : BUNCOMBE
416800 OTHER PUBLIC GUILFORD GUILFORD ...« 126900 PRIVATE BURKE BURKE
426800 OTHER PUBLIC HALIFAX HALIFAX - "--136900 PRIVATE CABARRUS CABARRYS
436800 OTHER PUBLIC HARNETT HARNETY - :7146900 PRIVATE CALOWELL CALDWELL
446800 OTHER PUBLIC HAYWOOD HAYWOOD . .. 156500 PRIVATE CAMDEN : . CAMOEN
456800 QOTHER PUBLIC HENDERSON HENDERSON .- :°166900 PRIVATE CARTERET : CARTERET
466800 QOTHER PUBLIC HERTFORD HERTFORD -... 176900 PRIVATE CASWELL CASHELL
476800 OTHER PUBLIC HOKE HOKE . .~---:.r. 186900 PRIVATE CATAWBA . CATAWBA
486800 OTHER PUBLIC HYDE "HYDE ¢ 196900 PRIVATE CHATHAM : S CHATHAM
496800 OTHER PUBLIC IREDELL IREDELL .- 206900 PRIVATE CHEROKEE CHEROKEE
506800 OTHER PUBLIC JACKSON JACKSON 216900 PRIVATE CHOWAN . CHOWAN
516800 QTHER PUBLIC JOHNSTON JOHNSTON = 226900 PRIVATE CLAY - . CLAY
526800 OTHER PUBLIC JONES JONES 236900 PRIVATE CLEVELAND . . CLEVELAND
536800 OTHER PUBLIC LEE LEE - . 246900 PRIVATE COLUMBUS . COLUMBUS
546800 OTHER PUBLIC LENOIR LENOIR 256900 PRIVATE CRAVEN ) - CRAVEN
556800 OTHER PUBLIC LINCOLN LINCOLN . 266900 PRIVATE CUMBERLAND . CUMBERLAND
566800 OTHER PUBLIC MACON MACON " 276900 PRIVATE CURRITUCK : . CURRITUCK
576800 OTHER PUBLIC MADISON . MADISON - 286900 PRIVATE DARE ) . DARE
586800 OTHER PUBLIC MARTIN MARTIN  :...296900 PRIVATE DAVIDSON ~ %+ - DAVIDSON
596800 OTHER PUBLIC MCDOWELL MCOOWELL  :-306900 PRIVATE DAVIE - .- --: - - DAVIE
606800 OTHER PUBLIC MECKLENBERG MECKLENBURG 316908 PRIVATE DUPLIN DUPLIN
616800 OTHER PUBLIC MITCHELL MITCHELL 326900 PRIVATE DURHAM DURHAM
626800 OTHER PUBLIC MONTGOMERY MONTGOMERY 336900 . PRIVATE EDGECOMBE EDGECOMBE
636800 OTHER PUBLIC MOORE MOORE 346900 PRIVATE FORSYTH FORSYTH
646800 OTHER PUBLIC NASH ’ NASH 356900 PRIVATE FRANKLIN FRANKLIN
. 656800  OTHER PUBLIC NEW HANOVER NEW HANOVER 366900 PRIVATE GASTON GASTON
© 666800 OTHER PUBLIC NORTHAMPTON NORTHAMPTON 376900 PRIVATE GATES GATES
676800 OTHER PUBLIC ONSLOW ONSLOW 386900 PRIVATE GRAHAM GRAHAH
686800 OTHER PUBLIC ORANGE ORANGE 396900 PRIVATE GRANVILLE GRANVILLE
Attachment 7
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CODE

406900
416900
426900
436900
446900
456900
466900
476900
486900
496900
506900
£16900
§26900
536900
546900
556900
566900
576900
586900
£96900
606900
616900
626900
636900
646900
656900
666900
676900
685900
696900
726900
736900
746900
756900
766900
776900
786900
796900
806900
816900
826900
836900
846900
856900
866900
876900
896900
886900
506900
916900
926900
936900
946900
956900
966900
976900
986900
996900
006500
002969

NAME

&
PRIVATE GREENE
PRIVATE GUILFORD
PRIVATE HALIFAX
PRIVATE HARNETY
PRIVATE HAYWOQD
PRIVATE HENDERSON
PRIVATE HERTFORD
PRIVATE HOKE
PRIVATE HYDE
PRIVATE IREDELL
PRIVATE JACKSON
PRIVATE JOHNSTON
PRIVATE JONES
PRIVATE LEE
PRIVATE LENOIR
PRIVATE LINCOLN
PRIVATE MACON
PRIVATE MADISON
PRIVATE MARTIN
PRIVATE MCDOWELL
PRIVATE MECKLENBERG
PRIVATE MITCHELL
PRIVATE MONTGOMERY
PRIVATE MOORE
PRIVATE NASH
PRIVATE NEW HANOVER
PRIVATE NORTHAMPTON
PRIVATE ONSLOW
PRIVATE ORANGE
PRIVATE PAMILCO
PRIVATE PERQUIMANS
PRIVATE PERSON
PRIVATE PITT
PRIVATE POLK
PRIVATE RANDOLPH
PRIVATE RICHMOND
PRIVATE ROBESON
PRIVATE ROCKINGHAM
PRIVATE ROWAN
PRIVATE RUTHERFORD
PRIVATE SAMPSON
PRIVATE SCOTLAND
PRIVATE STANLY
PRIVATE STOKES
PRIVATE SURRY
PRIVATE SWAIN
PRIVATE TERRELL
PRIVATE TRANSYLVANIA
PRIVATE UNION
PRIVATE VANCE
PRIVATE WAKE
PRIVATE WARREN
PRIVATE WASHINGTON
PRIVATE WATAUGA
PRIVATE WAYNE
PRIVATE WILKES
PRIVATE WILSON
PRIVATE YADKIN
PRIVATE YANCEY
SAINT MARY'S COLLEGE

CODE SHEET F

NORTH CAROLINA PUBLIC HIGH SCHOOLS

o
—
—
=<

RALEIGH

NON-PUBLIC AND ‘'OTHER'

COUNTY

_ GREENE

GUILFORD
HALIFAX
HARNETT
HAYWO0D
HENDERSON
HERTFORD
HOKE

HYOE
IREDELL
JACKSON
JOHNSTON
JONES

LEE

LENOIR
LINCOLN
MACON
MADISON .---
MARTIN
MCDOWELL
MECKLENBURG
MITCHELL
MONTGOMERY
MOORE
NASH
NEW HANOVER

" NORTHAMPTON

ONSLOW .

ORANGE

PAMILCO -
PERQUIMINS
PERSON

PITY

POLK . .
RARDOLPH .~ - -
RICHMOND .

- .ROBESON

ROCKINGHAM -
ROWAN .
RUTHERFORD

" SAMPSON

SCOTLAND « -
STANLY .-

- STOKES

SURRY - - .

CLOSHAIN . .- -
« TYRRELL - .-
. TRANSYLVANIA ..

UNION
VANCE

WAKE
WARREN - .
WASHINGTON
WATAUGA
WAYNE
WILKES

" . WILSON

YADKIN

.. YANCEY

WAKE v o

(%]
AW

gcc 7-1
Instructions
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SCHOOL
COOE

101000
102000
103000
104000
105000
106000
107000
108000
109000
110000
111000
112000
113000
114000
115000
116000
117000
118000
119000
120000
121000
122000
123000
124000
125000
126000
127000
128000
129000
130000
131000
132000
133000
135000
136000
137000
138000
154000
139000
152000
140000
141000
142000
143000
144000
145000
146000
153000
147000
148000
149000
150000
151000

CODE SHEET F
OUT--0F -STATE HIGH SCHOOL CODES

ALABAMA HIGH SCHOOL

ALASKA HIGH SCHOOL

ARIZONA HIGH SCHOOL

ARKANSAS HIGH SCHOOL
CALIFORNIA HIGH SCHOOL
COLORADO HIGH SCHOOL
CONNECTICUT HIGH SCHOOL
DELARARE HIGH SCHOOL
DISTRICT OF COLUMBIA HIGH SCH.
FLORIDA HIGH SCHOOL

GEORGIA HIGH SCHOOL

HAWAIT HIGH SCHOOL

IDAHO HIGH SCHOOL

ILLINOIS HIGH SCHOOL

INDIANA HIGH SCHOOL

I0WA HIGH SCHOOL

KANSAS HIGH SCHOOL

KENTUCKY HIGH SCHOOL
LOUISIANA HIGH SCHOOL

MAINE HIGH SCHOOL

MARYLAND HIGH SCHOOL
MASSACHUSETTS HIGH SCHOOL
MICHIGAMN HIGH SCHOOL
MINNESOTA HIGH SCHOOL
MISSISSIPPI HIGH SCHOOL
MISSOURI HIGH SCHOOL

MONTANA HIGH SCHOOL

NEBRASKA HIGH SCHOQL

NEVADA HIGH SCHOOL

NEW HAMPSHIRE HIGH SCHOOL
NEW JERSEY HIGH SCHOOL
NEW MEXICO HIGH SCHOOL
NEW YORK HIGH SCHOQL
NORTH DAXOTA HIGH SCHOOL
OHIO HIGH SCHOQL
OKLAHOMA HIGH SCHOOL
OREGON HIGH SCHOOL
OTHER FOREIGN HIGH SCHOOL
PENNSYLVANIA HIGH SCHOOL
PUERTO RICO HIGH SCHOOL
RHODE ISLAND HIGH SCHOOL
SOUTH CAROLINA HIGH SCHOOL
SOUTH DAKOTA HIGH SCHOOL
TENNESSEE HIGH SCHOOL
TEXAS HIGH SCHOOL

UTAH HIGH SCHOOL

VERMONT HIGH SCHOOL
VIRGIN ISLAKDS HIGH SCHOOL
VIRGINIA HIGH SCHOOL
NASHINGTON HIGH SCHOOL
WEST VIRGINIA HIGH SCHOOL
WISCONSIN HIGH SCHOOL
WYOMING HIGH SCHOOL

CC 7-1

instructio~
dune, 1R8I
Page (¥

Attachment 8




DCC 7-2
. Instructions
. June, 1991
Page 1

EXTENSION REGISTRATION - DCC 7-2

EFFECTIVE DATE: September 1, 1991
Replaces instructions dated August, 1990

Purpose

The major purpose of the extension registration data is to provide
statistical information on each student enrclled in an extension program in
the North Carolina Community College System.

Schedule

Extension Registration, DCC 7-2, should be reported for all those individuals
registering for the period in which the class ends. These data should be
reported to the Statistical Services Section, Department of Community
Colleges, according to the following schedule:

Reporting Period Final Due Date
1. June - August September 21
2. September - November December 21
3. December - February March 21
4. March - May June 21

ALL DATA FOR EACH REPORTING FERIOD MUST BE RECEIVED BY THE DEPARTMENT OF
COMMUNITY COLLEGES ON OR BEFORE THE FINAL DUE DATES. IF YOU HAVE COMPELLING

REASONS THAT PREVENT YOU FROM MEETING THE DUE DATES, CALL BILL BULLARD AT
733-7051, EXT. 365.

A1l magnetic media reports (tapes, diskettes, cartridges), must be labeled

with the information specified on the Magnetic Label Description.
(Attachment 1)

Verification Report

It is required that the Verification Report (Attachment 9) be completed and

submitted along with the data for the DCC 7-2. For colleges using the Prime
system, this report is generated as a computer printout for you as a part of
the Extension Registration report processing. Prime colleges should submit a
copy of the printout instead of Attachment 9.




oCcC 7-2

. Instructions
) June, 1991 ;
’ Page 2 ~

Instructions

Detailed instructions are given below for coiipleting each item on the
registration record. The numbers shown in parentheses refer to the field
numbers in the Data Record Description. (Attachment 2)

An asterisk (*) beside the field number indicates a change in this field from
prior instructions.

Two asterisks (**) indicate a new field.

(1) Blank

(2) College: Report the code number of the commdnity college.
(Code Sheet A, Attachment 3)

(3) Social Security Number: The student should enter his social
security number or college assigned nine (9) digit
identification number in this space.

0 A student may register who has not obtained a social:securit
number. In such cases, a temporary college assigned nine (9 N
digit student identification number may be substituted for the
social security number. The following steps are offered as

guidance in assigning the temporary student identification
number.

a) The issuing of number should be controlled by one college
office.

b) Only one unique temporary number is to be assigned to each
student who has not secured a social security number. A
record should be made by the student and the issuing office
of the assigned number, .and the student should be advised to
use this same number in all future registrations until he
secures a social security number. The student should notify

the office issuing the temporary number when he has received a
social security number.

c) Assigned nine digit identification numbers should be formed by .
using the college code for the first three digits, 99 for the
next two digits, and a four digit number beginning with 0001
uniquely assigned to each student. During a school year, any
assigned number should be used to identify only one student
even though it is no longer used by the student.

3z7




d)

(4)

(5)

(6)

(7)

(9)

(10)

(11)

(12)

DCC 7-2

. Instructions
. June, 1991
Page 3

Assist the student who does not have a social security number
in applying for one.

Sex: Report 1 - Male
2 - Female

Year of Birth: Report the last two digits of the year the
student was born. Do not enter the current year. Attention is
called to North Carolina Administrative Code 2C.0305 which
specifies the conditions for the enrollment of students less
than 18 years old and not high school graduates.

Race: Report the correct code for the race shown below:

White
Black
Indian
Hispanic
Asian

(S TR~ RN AR )
[ I R B |

Attendance: Day or Evening. Report where tne larger part of
his hours in class occurs in the day or evening.

Employment: Unemployed, Employed Part-Time, or Employed
Full-Time,

Residency: Indicate if the student is a legal resident of North
Carolina.

County or State Code: If the student is a legal resident of
North Carolina, report the 3 digit county code in which he is a

~resident (Code Sheet B - Attachment 4). If the student is not a

resident of North Carolina, then report the 3 digit state or

foreign country code of which he is a resident (Code Sheet C-
Attachment 5).

Extension Program Code: Report the extension program code in
which the student is registered.

Contact Hours: Report the total numbers of hours the student is
scheduled to be in class for the reporting period covered by
this registration. Use only whole numbers--do not enter any
fractions or decimal equivalents. For Learning Lab, New

Industry classes, etc., onter the actual number of hours the
student was in class.

370
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TABLE 1.

INSTRUCTIONS

ANNUAL LITERACY DATA REPORT

Provides a profile of participants (unduplicated count) by
educational functioning level, population group, and sex. Each
participant should be reported only once regardless of the number
of classes or programs attended during the program year being
reported.

Educational Functioning Levels

1.A.

1.B.

2.A.

“BEGINNING ABE" - instruction designed for an adult who is unable to
read, write, and compute sufficiently well to meet the requirements
of adult life in the United States, or an adult who lacks a mastery
of basic educational skills that will enable him/her to function
effectively in U.S. society. These adults are termed “educationally
disadvantaged.” Beginning ABE includes grades 0 through 5.9. This
term does not apply to foreign-born adults with limited English
proficiency.

"BEGINNING ESL" - instruction designed for an adult who has limited
or no proficiency in the English language. Instruction emphasis is

on listening and speaking. Literacy skills, reading and writing, are
introduced at this level.

"INTERMEDIATE ABE" - instruction designed for an adult who has some
competence in reading, writing, and computation but is not
sufficiently competent to meet the requirements of adult life in the
United States, or an adult who lacks a mastery of basic educational
skills that will enable him/her to function effectively in U.S.
society. Intermediate ABE includes grades 6 through 8.9. This term

does not apply to foreign-born adults with limited English
proficiency.




2.B.

"INTERMEDIATE ESL" - instruction designed for an adult who has some
competence in communicating in English. Instruction in reading and
writing is integrated with ongoing development of speaking and
listening skills.

“ADVANCED ESL" - instruction designed for an adult who is able to
communicate in English but who needs instruction in usage. At this
level emphasis is placed on idioms, language for specific purposes, and
grammatical structure. Reading and writing instruction is integrated
with speaking and listening.

"ADULT HIGH SCHOOL" - instruction designed for an adult who is literate
and can function in everyday life, but is not proficient. Adult
secondary education includes grades 9 through 12.9. These adults are
pursuing a North Carolina public school diploma through an approved
adult high school program. -

"GED" - instruction designed for an adult who is literate and can
function in everyday life, but is not proficient. GED includes grades
9 through 12.9. These adults are pursuing a North Carolina High School

Diploma Equivalency through the General Educational Development
Program.

"CED" - Compensatory Education is a community college program designed
specifically for mentally retarded adults. It is a program which
includes lessons in math, social science, community living, consumer
education, health and vocational education. The purpose of the program
is to provide instruction for adults with documented mental retardation
who may benefit from the program. These adults may not have attended
public schools, attended on a Timited basis, or who simply need
additional educational opportunities after leaving public school.

3
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Population Groups

The racial/ethnic designations do not denote scientific definitions of
anthropological origins. For the purpose of the report, a participant 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
should be counted in more than one racial/ethnic group.

"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.

“ASIA OR PACIFIC ISLANDER" - A person having origins in any of the
original peoples of the Far East, Southeast Asia, the Indian
subcontinent, or the Pacific Islands. These areas include, for example,
China, India, Japan, Korea, the Philippine Islands, and Samoa.

"BLACK, NOT OF HISPANIC ORIGIN" - A person having origins in any of the
Black racial groups of Africa, but not of Hispanic culture or origin.

"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, but not of
Hispanic culture or origin.

TABLE 2. Provides a profile of participants (unduplicated count} by age,
population. group, and sex. A participant's age is the age attained
at the time of the first class attended during the program year.

The total number of participants must equal the total reported in
TABLE 1.




TABLE 3.

TABLE 4.

TABLE 5.

Combines data on starting levels, completions, participant
progress, and separations. Column (B), Number Started at Each
Level, should agree exactly with the entries in column (L) of
TABLE 1. The sum of columns (C), (D), and (E) of TABLE 3 should
equal column (B) of TABLE 3; column (F) is a subset of column (C).

Shows the number of participants leaving the program during the
reporting period before completing their objectives, and their
reasons for separation. Numbers of participants by reasons for
separation may be a duplicated count.

Provides a profile of participants by a variety of demographic
variables. The figures reported on this table will be duplicated
and should reflect the status of the participant at the beginning
of this reborting period or upon initial entrance into the program
during the reporting period. )

For the purposes of this report the following definitions should be used:

Status of Participants

"DISABLED ADULTS* - persons who are sixteen years of age and older
with any type of physical or mental impairment that substantially
limits or restricts one or more major life activities, including
waiking, seeing, hearing, speaking, learning, and working. This
definition includes adults who are alcohol and drug abusers,
mentally retarded, hearing-impaired, deaf, speech-impaired, visually
handicapped, seriously emotionally disturbed, orthopedically
impaired, other health impairments, and adults with specific
learning disabilities.




"ADULTS IN RURAL AREAS" - adult residents of places of less than
2,500 inhabitants and outside urbanized areas. An urbanized area
includes a population of 50,000 or more in a city plus the adjacent
areas of high density.

"ADULTS IN URBAN AREAS WITH HIGH RATES OF UNEMPLOYMENT® - adult
residents of an urban area (i.e., 50,000 or more population) which

is classified as a “labor surplus area" by the U.S. Department of
Labor.

" IMMIGRANT ADULTS" - adult refugees admitted or paroled into the
U.S. and adult aliens not classified as nonimmigrants under the
provisions of the Immigration and Nationality Act, as amended.

"ELIGIBLE LEGALIZED ALIENS" - adult aliens whose status has been
adjusted to lawful temporary resident under section 245A, 210, or
210a of the Immigration and Nationality Act, beginning on the
effective date of such adjustment as established by the Immigration
and Naturalization Services, and continuing until the end of the
five-year period beginning on the effective date of such adjustment,
provided that during that time the alien remains in lawful temporary
or permanent resident status granted under the Act.

"LIMITED ENGLISH SPEAKING ADULTS" - adults who have limited or no
proficiency in the English language.

"HOMELESS ADULTS" - adults lacking a fixed, regular, and adequate
nighttime residence or an adult having a primary nighttime residence
that is (1) a supervised publicly or privately operated shelter
designed to provide temporary living accommodations (including
welfare hotels, congregate shelters, and transitional housing for
the mentally i11); (2) an institution that provides a temporary




10.

11.

12.

6

residence for individuals intended to be institutionalized; or (3) a
public or private place not designed for, or ordinarily used as, a
regular sleeping accommodation for human beings. The term "homeless
adult" does not include any individual imprisoned or otherwise
detained pursuant to an Act of the Congress or a State law.

"ADULTS IN CORRECTIONAL FACILITIES" - adults who are inmates in any
prison, jail reformatory, work farm, detention center, or halfway
house, community-based rehabilitation center, or any other similar
Federal, State, or local institution designed for the confinement or

. rehabilitation of criminal offenders.

*OTHER INSTITUTIONALIZED ADULTS" - adults who are patients or
residents of a medical or special institution.

"EMPLOYED ADULTS" - adults who did any work at all as- paid employees
or in their own business or profession, or on their own farms or who
worked 15 hours or more per week as unpaid workers on a farm or in a
business operated by a member of the family, and persons who were
not working but who had jobs or businesses from which they were
temporarily absent.

"UNEMPLOYED ADULTS" - adults who were not working but were looking
for a job and were available for work. This includes persons who
were waiting to be called back to a job. This does not include
persons who are not available for work.

“ADULTS ON PUBLIC ASSISTANCE" - adults who receive financial
assistance from Federal, State, and/or local programs, such as Aid
For Dependent Children, old-age assistance, general assistance, and
aid to the blind or totally disabled. Unless Social Security
recipients are also receiving old-age assistance or other forms of
public assistance, they should not be included in this category.

3t




7

13.  "HEADS OF HOUSEHOLD" - a single individual, a widow, a widower, or a
divorced individual who maintains a household which constitutes the
principal place of abode for himself, herself, or his or her closely
related dependent(s).

TABLE 6. Reports information of participant achievements. Participants who
have several achievements may be listed more than once.

Line 11 - Gained employment.
Record employment gained for those unemployed participants whose
completion of, or participation in, a literacy or skills improvement
program is related to an employment/personal goal of the learner.

Line 12 - Secured employment retention or obtained job advancement.
Record employment retention or job advancement for those employed
participants whose completion of, or participation in, a literacy or
skills improvement program is related to an employment/personal goal of
the learner. This relates to meeting the needs for skill improvement as
recognized by the participant or by an employer.

Other participant achievements are self-explanatory.

TABLE 7. Shows where participants attended classes and the number of day and
evening classes by the type of instructional setting.

Location of Class

1. "SCHOOL BUILDING" may be either public or private.




8 I

"OTHER LOCATIONS"

"LEARNING CENTER" is an adult instructional setting that features
(1) extensive use of programmed instruction, (2) flexible
participant scheduling and attendance, and (3) being open for
extended periods of time and on a daily basis, e.g., 9:00 a.m. to
5:00 p.m. In cases where learning centers are found in any of the
types of locations listed, participants should be counted as
attending learning centers--not the other types.

"CORRECTIONAL INSTITUTION" is a Federal, State, or local
institution to which youth 16 years of age or older and/or adults
are committed for the correction of inappropriate patterns of

social behavior. Inmates are the only participants to be included
in this category.

“STATE/LOCAL INSTITUTION FOR THE DISABLED* may include a hospital
or other treatment, confinement or rehabilitative center for any
physically or mentally impaired adults.

"WORK SITE" may be public or private, ‘as long as it is an operating
place of employment for the participants. If employees of
correctional institutions or State/local institutions for the
disabled are instructed at their respective job locations, they
would be counted under the "Work Site" category.

"LIBRARY" means a public library. If the library is in a school
buiiding, work site, or another of the listed locations, do not
count the location under the "Library" category.

“COMMUNITY-BASED ORGANIZATION CENTER" is the center of an
organization that is representative of the community or significant
segments of the community and is controlled by members of the
community it serves.

34




TABLE 8.

9

“HOME OR HOMEBASED" is a private residence in which instruction is
provided by an instructor or paraprofessional, usually at the home
of a student(s).

"CHURCHES" self-explanatory.

“"ADAP CENTER" is a day program which provides organized
developmental activities for mentally retarded and physically
disabled adults to prepare the individual to live as independently
as possible.

"SHELTERED WORKSHOP" is a rehabilitation facility which provides
evaluation, training and work experience for persons with
handicapping conditions.

“GROUP HOME" is a small community residential program for mentally
retarded or otherwise developmentally disabled adults. Residents
of these homes receive services provided on a developmental model
designed to promote independence. A group home may be licensed as
a family care home, group home for developmentally disabled adults,
mental health facility or as a similar facility.

"Other" includes those that do not fit into one of the above
categories. Homeless and storefront locations are among those that
would generally fall into this category,

3. The total number of participants is an unduplicated count and should
equal the total number reported for column (L) in Tables 1 and 2.

Requires data on number of paid and volunteer personnel who are
part-time and full-time personnel for five different personnel
categories (part-time and full-time as defined by the state).
Each employee should be placed in the personnel category where

340




10

he/she does most of his/her work. If a person performs more than
one staff function, report that person one time only, in the staff
function in which most of his/her time is spent. If a position is
vacated and subsequently filled during the report period, report
the position once.

In column (B), count one time only each part-time employee of the
program administered under the Adult Literacy Education State Plan
who is being paid out of Federal, State, and/or local .education
funds.

In column {C), count one time only each full-time employee of the
program administered under the Adult Literacy Education State Plan
who is being paid out of Federal, State, and/or local adult
education funds.

In column (D), count one time only all part-time and fu]ﬁ-time
volunteers (persons who were not paid) who served in the program
administered under the Adult Literacy Education State Plan.

For the purpose of this report, the following definitions should be

used:

L _

2. "ADMINISTRATIVE/SUPERVISORY/ANCILLARY/SERVICES PERSONNEL" -
those professionals who are responsible for the management,
administration, and supervision of programs, and ancillary
services personnel who are responsible for services such as
evaluation, instructor development, dissemination, and
curriculum development.

3. “"INSTRUCTORS" - staff who instruct students.

4. “ASSESSMENT/RETENTION SPECIALISTS" - staff assigned to develop
and implement a retention plan and a system to collect,

34 :




TABLE 9.

TABLE 10.

TABLE 11.

TABLE 12.

11

analyze, and disseminate data relating to literacy skills
programs inclusive of but not limited to enrollment, testing,
attrition, retention and evaluation of student progress.

"RECRUITERS" - staff assigned to perform activities to increase
the enrollment of students in the literacy programs.

"COUNSELORS" - staff assigned to perform the activities of
assisting adult learners and of assisting instructors to assist
learners in making personal plans, choices, and decisions in
relation to education, career, and personal development.

“pARAPROFESSIONALS" - staff who work alongside and assist
professional staff members but do not have full professional
status, e.g., instructor/classroom aides and teaching assistants.

Provides information on the sources of student referrals. This
information is important to the recruitment efforts at both the
state and local levels. The number of participants by type of

referral may be a duplicated count.

Shows the number of participants who needed services, other than
literacy training, upon or after entering the program. This
information is vital to document request for funding of additional
student services at the state and local levels. The figures
reported may be a duplicated count.

Shows the number of participants by the services provided during
the program year. The figures reported may be a duplicated count.

Enter the number of participants by the programs/agencies they

were referred to during the program year. The figures reported
may be a duplicated count. This information will document the

partnerships established between programs/agencies.




NORTH CAROLINA STATE

BOARD OF COMMUNITY COLLEGES
200 WEST JOMES STREET
RALEIGH, NC 27603-1337

‘ Applicants must complete and sign in presence of a duly appointed GED Examiner

Application for admission to General Educational Development (GED) Examination and Application for High
School Diploma Equivalency

oL L]

[ T T T | or || checkboxtrmossw 2. [T T IT 11 11 11|

Social Secur ;y Number Telephone Number

3.

Tast Name First Name KiddTe Name
4 5.

Present Street Address City
GI;I:l LI T T T T e oo | 1 | LV 12100 e T
tate Zip County Month Day Year Age
{Date of Birth)

1. I:l Sex: M - Male F - Female
12. [_|  Ethnic Origin: 1 - White, 2 - Black, 3 - Hispanic, 4 - American Indian, § - Asfan, 6 - Other

13. I l I Enter highest grade of school completed (08, 09, 10,etc.)
Date last attended l i {Example: 11, 60)

Month Year
‘ 14. |_| Are you a resident of North Carolina? Y - Yes, N - No
15. l_l Have you taken all or part of the GED tests before? Y - Yes, N - No
16. I_l Purpose for taking GED: 1 - Further education and/or job training, 2 - Job requirement,

3 - Job Promotion, 4 - Personal Satisfaction, § - Other.

17. Were you enrolled in any of the following programs (mark X for all that apply)

[l 1 - GED Classes, || 2 - Adult High Schoo! classes, || 3 - Human Resource (HRD),
Il 4 - Learning Center Study, || 5 - Adult Basic Education (ABE), || 6 - UNC Public TV,
|1 7 - Newspaper (GED Lessons) [—_| 8 - Other, || 9 - None.

18. About how_many hours of classroom instruction did you receive to prepare yourself to take the GED
tests? |_] | | (0-999, if none put 0)

1. About how many hours of study did you_do on your own to prepare yourself to take the GED tests (do
NOT count classroom instruction)? l | hours (0-999, if none, put 0).

20. Your scores (but not your name) will be used for statistical purposes and/or as a basis for
improving and evaluating the GED program. If you object to this, notify the examiner.

21. I hereby certify that the above information is correct and true to the best of my knowledge and

belief and I agree to abide by the policies and practices of the North Carolina State Board of
Community Colleges regarding GED testing. (SIGN, DO NOT PRINT)

Dete Signature of Applicant

0CC 9-8
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TO BE USED BY GED EXAMINER ONLY

L i 8 843 4 4 tttttt'tttt'tttttttti(ttt"tmttt"“mmmt'mttmﬂmm'ﬁmﬁ"tmmmmmm

1.

| Administrative Hold (Y - yes, N - No). If yes, reason:

.
p—
p=2
©

examinee was: (mark X for all that apply)

1-Granted extended testing time.

2-Permitted to use special reading or optical devices.
3-Permitted variations in standard answer recording methods.
4-Tested using other adaptations to standard conditions.
5-Nore of the above.

w
x
[-%)

2

icapped: (mark X for all that apply)

1-Visually impaired

2-Hard of hearing

3.Deaf

4-Orthcpedic disability

5-Speech/Language impaired

6-Other health impaired or multiple handicapped
7-None of the above

=
L

Type of candidate: 1 - Regular, 2 - Military, 3 - Inmate, 4 - Workplace literacy, § - Family literacy,
6 - Foreign student

5. I__I If Candidate is less than 18, he must be either: 1 - Emancipated minor, 2 - Drop out/Referral,
3 - Other (If other, specify )

6. I ] l ‘ Test Center ID Number

7. I__l Test Language: E - English, S - Spanish, F - french

|__| If retesting when previously qualified for a diploma, what is the reason? 1 - Job, 2 - Post-secondary educstion
3 - Other (If cther, specify

9. I__| Special Testing needs: 1 - Audio, 2 - Braille, 3 - Large print, 4 - Regular
10. OFFICIAL REPORT OF TEST RESULTS: {Report all scores not previously sent to DCC)

Standard/Percentile
Form Score Rank Date
Month Day Year

Writing Skills Test 1 T T T LI TT
1
l
1

Social Studies Test 2 ]Il III III |
Science Test 3 |::I::| l::I::I I::I::‘ l
Literature & Arts Test 4 l::I::I |::I::| ‘::I::‘ I
Mathematics Test § |I| lII III I

11. Essay Topic l__l Essay Score l l | Off Topic l__l (Y - Yes, N - No)
12. CERTIFICATE OF IDENTIFICATION

L] |
REEEEER
REEREEEE
R EEEE
FEEFEEEEN

L—-L——-i——-h—-——i

L

I hereby certify that this applicant has been identified to be the person named on this application, that the applicant is
eligible to take the GED tests, and that the test scores are those of the applicant.

Signature of GED
Examiner/0fficial

Official Title

Institution/Address

34
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QUARTERLY REPORT
DIPLOMAS AWARDED
ADULT HIGH SCHOOL DIPLOMA PROGRAM

Return to: State Coordinator of Adult High School Programs
North Carolina Department of Community Colleges
Caswel | Bulliding
200 W. Jones Street
Ralelgh, NC 27603-1337

Name of College

Fiscal Year 19____ - 19___

Quarter Belng Reported
(Summer, Fall, Winter, Spring)

The principal purpose of the report is to acquire information to be used In
computing the allocation of Incentive funds on the basis of the number of
Diplomas awarded, to publIsh reports, and to respond to Inquiries. A slgned
copy of the report with a IIst of those Individuals awarded a diploma by name
and soclal securlty number should reach the State Coordinator within 30 days
or as soon as possible followlng the end of the quarter. Type or write In
t1he names on the reverse side of this form. Use a continuatlion sheet If
necessary.

Number of Adult High School dliplomas awarded

This report is for those students who completed the Adult High School

Dipioma progt am and were awarded an adult high school diploma. When totaling
the four quarterly reports, the number should be the total for the flscal
year and be consistent with what Is reported In the annual |[lteracy report.

A list of those indlviduals awarded a diploma should be kept on flle for
audlt purposes.

Report by Program Director Attested by President

Date Date

DCC 9-10
- Rev. 7-89
34\_/
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27.

30.
31.
32.
33.
34,
35.
36.
37.
38.
39.
40.
41,
42.
43,
44,
45,
46.
47.
48.
49,
50.

NAME
Last Name,

Flrst,

Mi

SOCIAL SECURITY NUMBER




To: State GED Administrator Date:
Department of Community Colleges
200 West Jones Street
Caswell Building
Raleigh, NC 27603-1337

I recommend that be
authorized to serve as (check one):

Chief Examiner
Alternate Examiners
at the following test center:

Center ID #:

Name of Center:

Address:

Telephone #:

Reason for requesting authorization (check one):

The candidate is replacing

The candidate is an addition to the current staff.

The candidate meets or exceeds the qualifications necessary to perform the
duties as outlined under Section 4.51 of the GED Examiner’s Manual.

Holds college degree or equivalent background and

Not involved in instruction or preparation for GED Test.

President’s Signature Name of Community College




Visiting Artist End-of-the-Year Report

Fiscal Year 19
Art Form Community College

Your cooperation in providing the information requested below will
help us to maintain and improve the North Carolina Visiting Artist
Program.

I. NUMBERS

A. number of presentations (performances, exhibitions,
workshops, etc.)

X hraverage program length (% of hour)

= (subtotal)

p.d number of people served (audience, gallery attendance,
school populations)

= CONTACT HOURS

B. number of presentations (performances, exhibitions,

workshops, etc.)

X . hraverage preparation time (% of hour) [Include

rehearsal, studio and research time, set-up and
breakdown of equipment,; etc.)
= PREPARATION HOURS

C. Please describe any special projects you have been involved in
that lie outside the scope of daily programs (exchanges, etc.).
Indicate the nature of the project(s); amount of time required in
preparation (studio, rehearsal, promotional and/or committee time)
and the population served.

D. DEMOGRAPHICS: please give us a breakdown of your total
audience figure in the categories outlined below

Pre-School & Middle High

e Special Senior
Elementary School School Callege Adult

Populations Citizens

OVer ]’lc;l.\'c ‘3" CC - 9"/ I




II. WORDS

A. Please give us a brief description of some of your
representative presentation(s). Indicate if they are geared to
specific audiences (K-3, senior citizens, etc.)

B. Please describe your on-campus activities. (Have you met and
given presentations for the trustees, faculty and staff?. Have you
been able to integrate your art form in the classes and curriculum
of your college? In what courses of study?, etc.)

C. What professional development activities have you engaged in
this year? Include special workshops, conferences, research,

exhibitions or performances "that may have heightened your
professional skills or visibility.

D. Please consider what you believe to be the strengths and
weaknesses of the Visiting Artist Program. Do you have suggestions

for strengthening the program or topics you would like to see
addressed at future conferences?

Visiting Artist Date Visiting Artist Coor.
Date

ITII. ATTACHMENTS

A. Please attach (two) representative letters of response
from members of your community.

B. Please attach a copy of your end-of-the-year budget.

cC. If other funds were required for your 1local program,
please indicate their sources and use.
-Thank You-

(F&)
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Artist Name College

VISITING ARTIST PROGRAM EVALUATION
’ 1990-51
Visiting Artist Coordinator

Please answer each question by marking the appropriate response.

Support your answers with additional comments in remaining space if you
desire. Please use accurate figures when requested.

1.

At the present time, applicants to the Visiting Artist Program are first
screened by the North carolina Arts Council and then placed on a list
which is made available to community colleges. Contact with the artists
is then the responsibility of the colleges. From your standpoint, how
satisfactory is this system for placing visiting artists?

needs to be revised

is adequate but needs improvement

ijs satisfactory

Comments:

How effective is the mechanism used by your college to select visiting
artists?

not effective
effective but could be improved

very effective

Other:

How involved were administrators in the development of a work plan for
visiting artists?

not very involved -7
involved to some exteat

very involved

DCC 9-12
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-2-

Were the objectives of the visiting artist*s work plan met during
residency?

few objectives were met
some objectives were met
most objectives were met
Did you allow the visiting artist professional development time?

Comments:

How effective was the visiting artist in presenting his/her programs to
school groups? How many school children did the artist reach?

failed to hold audience attention; gave little or no explanation
of background of his/her art

was well received; always presented interesting and informative
explanation of principles and background of his/her art

Comments:

How effective was the visiting artist in presenting his/her program to
the community?

how many people in the community did he/she reach
(Be as accurate as possible.)

failed to hold audience attention; gave little or no explanation
of background of his/her art

was well received; always presented infé;gﬁting and informative
explanation of principles and background of his/her art

Comments:

0CC 9-12




10.

-3-
How effective was the visiting artist’s involvement with the community?
very involved
little involvement
no involvement other than performances

Comments:

Based on the time you spent directly with the artist or working on
his/her behalf, how high a priority was assigned to the visiting
artist’s residency by you, the coordinator?

not given very high priority

seldom worked with artist

given very high priority

Comments:

How would you rate your effectiveness in assisting the visiting artist
in finding housing and in providing necessary supplies, publicity,
scheduling, etc.?

Comments:

How accessible and helpful was the North Carelina Arts Council in pro-
viding you assistance in the selection process of your visiting artist?

__ not very helpful B
_____ some help but could be improved

_ very helpful

never asked to help

bcc 9-12
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Comments:

11. How accessible and helpful was the Department of Community Colleges in
assisting with problems during the visiting artist residence?

____not very helpful
__ helpful to some extent
______very helpful

never needed assistance

Comments:

12. Overall, how would you assess the quality and visibility:of the visiting Q
artist residency in your college last year?

not good
average

very high

Comments:

13. In your opinion, are the fall orientation and spring conferences
important and informative components of the Visiting Artist Program?

not important; should be discontinued

important

_ very important; conferences should remain a high priority

2V DCC 9-12




14.

15.

16.

17.

18.

19.

Comments:

Suggested topics.for.conferences:

Did you conduct a performance evaluation of your visiting artist this
year?
yes

no

How has your college benefited from participating in the Visiting Artist
Program?

Please list the most outstanding accomplishments made by your artist
this year. .

Are there specific program or procedural changes which, if made, could
improve the visiting artist residency?

Did your artist participate in exchanges and-st¥tewide periormances?

Please list the exact amounts of funds spent on your artist in these
areas: - :

1. salary 4. exchanges
2. _ travel S. other
3. supplies/materials

President’s Signature Coordinator’s Signature

0cC 9-12




Please complete this form and return it as soon as possible to:

Mr. Bobby L. Anderson, Director of Basic Skills

and Coordinator of the Visiting Artist Program
Caswell Building

200 W. Jones Street
Raleigh, NC 27603-1337

DCC 9-12
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Attachment ]

REQUEST FOR APPROVAL FOR CURRICULUM PROGRAMS/COURSES AND EXTENSION
! COURSES TO BE OFFERED TO “CAPTIVE" OR “CO-OPTED" (IMMURED) GROUPS

CURRICULUM / 7
1. Institution

EXTENSION /7

2. Group to be Instructed:

Correctional System Inmates Residents of Menta) Retardation

Residents of Rest or Nursing Military Personnel on Base
Homes In-Patients in Mental Hospitals
Clients of Sheltered Workshops

Residents of Alcoholic
Rehabilitation Centers

3. Curriculum

Code Number Title

(Attach to this form a 1ist of curriculum

number and title; please include course n
hours per course. )

courses to support the above code
umber, course title, and credit

4. Extension Courses (Attach Course Plan)
a. Academic:.Course Title
Q Course Number
b. Occupational: Course Title
Course Number
c. Other: Course Title
Course Number
d. Llength of Instruction:
(1) Length of each class meeting in hours:
(2) Number of weekly class meetings:
{3) Total hours of instruction for the course:

e. Length of comparable course offering in
institutional or community setting:

5. Approved by the local Board of Trustees:

President Chairman, Board of Trustees
DCC 9-14
July, 1981
‘ 191 (Revised)

300
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INSTRUCTIONS FOR COMPLETING FORM DCC 9-14 Q/

One Form DCC 9-14 should be com
or each different extension cou
immured groups.

pleted for each different curriculum
rse for offering to each category of

Curriculum pro rams/courses und extension courses offered to “captive*
or “co-opted” ?immured) groups shall be implemented in accordance
with criteria approved by the State Board of Community Colleges on
April 9, 1981, and contained in Memo CC-81-97, May 28, 198).

Extension courses should be cla

ssified in accordance with the list
of courses contained in the cur

rent Extension Course Numbering System.

Indicate whether curriculum programs/courses or extensfion courses by
checking the appropriate block on the application form.

An institution désiring to offer an occupational curriculum must be
approved by the State Board of Comnunity Colleges to offer that given
curriculum program. . - '

For extension courses, there must be a course
with specific learning objectives stated, a
which the student's progress is measuyred.

plan, including outline,
nd an evaluation method by

Reporting System Requiremen;s:_

The followiné system will be used by each institution to report classes
providing instruction to “captive* and “co-o

pted* (immured) groups on
the Institution's Class Report, Form $s-1. o

When classes for immured groubﬁ-are reported on the SS-
type of {mmured group-being instructed will be designa
one of the following codes in the first position of th

A - Alcoholic Rehabilitation Residents

1 form, the
ted by affixing
e course number:

P - Prisons (Correctional
System Inmates)
1 - In-Patients in Mental Hospitals . .

R - Mental Retardation
M - Military o )

S - Sheltered Workshops
N - Rest and Nursing Homes

Example: BUS P300)

To maintain consistency between the cours
FTE reporting systems, it is necessary tha

number be included in both the course app
systems.

e approval system and the
t each course prefix and
roval and FTE reporting

192
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REQUEST FOR CONTINUING EDUCATION COURSE PLACEMENT
FOR CHANGE IN COURSE CATEGORY

Institution: Date:

Request Completed By:

Request that the following course be changed in course category- Avocational
to Occupational and vice-versa:

1. Current Course Title, Program Code, Prefix, and Course Number

(Title) (Program Code) (Prefix) (Number)
2. Suggested Course Title

3. Suggested Program Code Prefix Number

4. Special or Target Population to be served

5. Suggested Course Placement: (Check One)
[ ] Preparatory or Developmental Course

[ ] Occupational Extension Course (To assist in proper

[ ] Academic Extension Course course placement, please

[ ] Practical Skills Course refer to NCAC 2E.0101(b)

[ ] Avocational Course as adopted by the State

[ ] Self-Supporting Course Board on July 8, 1982.)
Approved:

Institutional President

1. Title [ 1 Approved [ 1 Recommended Change

2. Course Prefix and Number [ ] Approved
[ ] Recommended Change

3. Course Placement [ 1 Approved
[ ] Recommended Change

4. Program Code

Approved = Date

DCC 9-26
July ‘84




REQUEST FOR A CHANGE IN COURSE CATEGORY

(Avocational to Occupational and Vice-Versa)

Rationale for Change in Course Category:

Brief Course Description:

Identify Opportunities for employment (If Occupational):

Length of instruction based upon purpose, objective(s) and content:

a. Length of each class meeting in hours:

b. Number of weekly class meeting:

c. Total hours of instruction for the course:

Attach one copy of the course plan, including outline, with specific
learning objectives stated and an evaluation method by which the

student’s progress is measured.

Note: Please mail two (2) copies of this form to the Director of
Continuing Education Services, Department of Community Colleges,
Raleigh, North Carolina 27611. One copy will be returned for
your use. Requested changes must be received by the first of each
month to be submitted to the Board for action the following month.

DCC 9-26
RIS July ’84
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REQUEST FOR CONTINUING EDUCATION COURSE PLACEMENT
FOR COURSES NEW TO THE SYSTEM

Institution: Date:

Request Completed By:

Request that the following new course be included in the Continuing Education
Course Numbering System:

1. Suggested Course Title

2. Suggested Program Code Prefix Number

3. Special or Target Population to be served

4. Sujgested Course Placement: (Check One)

[ ] Preparatory or Developmental Course

[ ] Occupational Extension Course (To assist in proper
course placement, please
[ ] Academic Extension Course refer to NCAC 2£E.0101
. (b) as adopted by the
[ ] Practical Skills Course State Board on July
8, 1982.)

[ ] Avocational Course

[ ] Self-Supporting Course

Approved:
Institutional President
State Office Use and Approval Section
1. Title [ ] Approved [ ] Recommended Change

2. Course Prefix and Numbe~ [ ] Approved

[ ] Recommended Change

3. Course Placement { ] Approved

[ ] Recommended Change

4. Program Code

Approved Date

DCC 9-27
July '84




REQUEST FOR A NEW COURSE FOR THE SYSTEM

Rationale for New Course:

Brief Course Description:

Identify Opportunities for employment (If Occupational):

Length of instruction based upon purpose, objective(s) and content:

a. Length of each class meeting in hours:

b. Number of weekly class meeting:

c. Total hours of instruction for the course:

Attach one copy of the course plan, including outline, with specific
Jearning objectives stated, and an evaluation method by which the

student's progress is measured.

Note: Please mail two (2) copies of this form to the Director of
Continuing Education Services, Department of Community Colleges,
Raleigh, North Carolina 27611. One copy will be returned for
your use. Requested changes must be received by the first of each
month to be submitted to the Board for action the following
month.

DCC 9-27
July '84




.NORTH CAROLINA DEPARTMENT OF COMMUNITY COLLEGES
‘ DIVISION OF PROCRAM SERVICES

BASIC SKILLS PROGRAM MONITORING CHECKLIST

Program Name/Person Interviewed

Name of Person Completing This Report Date of Visit

INSTRUCTIONS: Judge each item by checking the appropriate column at right.
Complete this checklist during each reqular program visit.

CURRICULUM IN GOOD FAIR POOR
PROCESS

1. Materials are appropriate for adult
learners.

2. A variety of materials is available.
3. A variety of teaching methods is used.

COMMENTS:
SUPPORT SERVICES 17111111 1111 1111 1117
COUNSELING
4. There is an orientation for new
students.
5. There are resources for counseling
students.

6. There are resources for assistiug
students in job placement and
referral.

7. Information on continuing educational
opportunities is available for students.

(See Sections II D and V A,D of application) -
COMMENTS:

36
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IN GOOD FAIR
PROCESS

POOR

FOLLOW-UP

8. There is follow-up on dropouts.

g. There is follow-up on completers.

COMMENTS:

TRANSPORTATIGN AND CHILD CARE

10. Support services such as transportation
and child care available.

(See Section V C of application)
COMMENTS:

RECRUITMENT

11. Recruitment methods and procedures are
implemented as planned.

(See Section II C,III A of application)
COMMENTS:

ASSESSMENT AND RETENTION

12. Assessment and retention methods and
" procedures are implemented as planned.

(See Sections II D,E of application)
COMMENTS:




IN GOOD FAIR POOR

PROCESS
VOLUNTEERS
13. Volunteers, tutors, and aides are
utilized in the proaram.
(See Sections III B8,C,D)
COMMENTS:
RECORDS 11117147 1111 1111 1717

14. A student file contains all personal data,
testing data, and counseling information.
15. Accurate attendance records are maintained.

16. Follow-up data are recorded in student
files.

COMMENTS :

CONVENIENT FACILITIES [ 7711 1117 1117

17. Classes are in convenient locations.
18. Class times are convenient.

(See sections IV C,H of application)
COMMENTS:

PROGRAM IMPROVEMENT AND STAFF DEVELOPMENT 11111111 1111 1111 111/

PROGRAM ASSESSMENT

19. There is an annual assessment of the
program.

(See sections II F,G,H of application)
COMMENTS:

K1




IN GOOD FAIR POOR
PROGRESS

COMMUNITY INVOLVEMENT

20.

The program has established working
relationships with other community
agencies, including business and
industry.

21.

The Participatory Planning Committee
is functioning satisfactorily.

STAFF

(See sections III D,E and Iv D,G,J)
COMMENTS:

DEVELOPMENT

22.

Local staff help to plan staff
development.

23.

The staff participate in a minimum
of 10 hours of staff development.

24.

Staff participate in the statewide
staff development. program

(See section IV A of application)
COMMENTS:

ADMINISTRATIVE EFFICIENCY

e

25.

Reports are submitted on time and
according to procedures.

26.

Records are available and easily
accessible.

COMMENTS:

3¢




GOALS AND OBJECTIVES 11111111 1111 1111 1117

27. The overall goals established
for this program were met.

28. The goals for correctional and
other institutionalized adults were
met.

29. Programs for specialized groups
were established.

30. The staff needs identified were met.

(See Sections II A,B,III F,IV E,V B of application)
COMMENTS:




SUMMARY

Upon completion of all sections of the checklist for this program, address ‘
the following areas. Additional pages may be attached as needed.

A. PROGRAM STRENGTHS

B. PROGRAM WEAKNESSES

C. PROBLEM AREAS FOR FOLLOW-UP

D. RECOMMENDATIONS FOR IMPROVEMENT

(%)
s
-~
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NORTH CAROLINA DEPARTMENT OF COMMUNITY COLLEGES
Division of Program Services
Basic Skills
Caswell Building
Raleigh, North Carolina 27603-1337

1991-92
BASIC SKILLS PLAN AND APPLICATION *
(Inclusive of ABE, GED, AHS, CED, and ESL)

COLLEGE, AGENCY/ORGANIZATION NAME

/
PERSON(S) COMPLETING THIS APPLICATION DATE OF APPLICATION
INSTRUCTIONS: Respond to each question and mail to the Dirgector of 8asic
Skills no later than APRIL 30,

I. POPULATION NEEDS

A. How many adults, 16 years old and older, in your service area are
eligible for ABE? GED/AHS? : CED?
ESL?

B. How many unduplicated students do you propose to serve during
1991-92?
ABE GED AHS CED ESL

. Number of returning
students

. Number of new
students

Total

Percentage of planned
increase over prior
year.

* Non-community college organizations applying for funding should
respond to all questions as they pertain to their proposed ABE or ESL
program and omit responses to GED, AHS, and CED.

3.

DCC-9-32




A. ldentify program goals/objectives for ABE Level I (0-5), ABE Level
IT (6-8), GED, AHS, CED, and ESL. (Goals for each of the six
programs need to be stated in measureable terms.)

Il.  PROGRAM GOALS/OBJECTIVES, ASSESSMENT/RETENTION AND EVALUATION

B. Identify program goals/objectives for serving basic skills needs
of correctional and other institutionalized adults.

C. Describe your plans for recruiting students (ABE, GED, AHS, ESL).

D. How will you assess students needs (ABE, GED, AHS, ESL)? (Describe
specific methods to be used, citing names of any tests used;
placement procedures; the role of the assessment/retention
specialist in the process; and the kinds of counseling services
available to all students in basic skills.)

E. What retention strategies are used to ensure that students remain
in the programs until their objectives are met? Describe what
strategies will be used by program staff to retain students in the
program and what the assessment/retention specialist will do to
enhance these efforts (ABE, GED, AHS, ESL).

F. Describe how student progress will be measured (ABE, GED, AHS,

ESL). , .

G. How will your Basic Skills program be evaluated? '

H. Explain how you plan to use both student and program evaluation
results to improve program effectiveness.

III. INSTRUCTIONAL SUPPORT

A. What specific strategies will be utilized to ensure that
educationally disadvantaged adults in grade levels (0-5) are being
served (ABE only)? . = .~

B. How many volunteers were utilized in your program in 1990-91?
How many volunteers did you train in 1990-91?
How many volunteers do you anticipate training in 1991-92%

C. How many tuters and aides were used in 1990-91 to provide special
needs instruction?
How many tutors and aides do you anticipate using in 1991-92?

D. To what extent will your program be involved with volunteer
organizations in your service area?

E. To what extent will your program be involved with business and
industry in your service area?

F. To what extent will your program provide education in basic .*.
skills education to homeless adults, migrant farmworkers and
immigrants, and to families with pre-school age children in a
setting where both parent and child can jointly enhance their
Q Sk'l]]S? o
r.
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IV.

PROGRAM MANAGEMENT

A.

Describe your plan for meeting the reguired 10 hours of
instructional in-service training for basic skills staff (ABE,
GED, AHS, CED, ESL).

Is there a minimum/maximum class size for ABE, GED, AHS, CED,
ESL?

Describe how flexible class schedules will be available for
students in ABE, GED, AHS, CED, ESL.

Please identify agencies/organizations involved in cooperative
arrangements and describe their support activities which will
enhance program operation.

Identify resources required to operate a basic skills program.
(List separateiy the number of administrative staff, instructional
staff, and support staff and the amount of funds required for each
group. List the amount of funds required for instructional
supplies/materials, staff training, and the estimated expenditure
of ;unds for programs for correctional and other institutionalized
adults.) ’

Please indicate salary range for full-time and part-time basic
skills instructors.

Explain how the Participatory Planning Committee contributes to
the basic skills effort. Attach a membership list and the
category represented.

Indicate number of proposed locations of class sites. (List the
number of proposed c¢ff-campus sites in business and industry,
churches, prisons and other institutional settings, other
off-campus locations, and the number of on-campus sites.)

What local or in-kind resources will be available to enhance or
expand your program operation?

Please specify how you will coordinate your program with
JTPA, Vocational Education, Vocational Rehabilitation,
Handicapped, Indian Education, Higher Education, and the
Domestic Volunteer Services programs to assure that there is
not a duplication of programs and services.

SPECIAL ASSISTANCE/STUDENT SERVICES

A.

Describe the educational/vocational counseling available for
basic skills students.

List separately the number of full-time and part-time persons
employed as counselors, recruiters, recruiter/counselor, and
assessment/retention specialists.

ooy
;
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VI.

VII.

C. How will needs for child care, transportation, and auxiliarv aids ‘
-

and services be met?

D. Identify any other student services available to basic skills
students.

SPECIAL REQUIREMENT FOR NON-COMMUNITY COLLEGE AGENCIES/ORGANIZATIONS

A. The local community college in your area must be given the
opportunity to comment on this application. Please indicate the
meeting of this requirement by having the community college person
involved affix their signature on your application.

B. Provide an assurance that all Tegal certifications are on file
with the Department of Community Colleges.

APPROVALS

A. Include the following certification statement on the plan:
The plan, as submitted, constitutes the basi§ for the

established pursuant to the Aduit Education Act and regulations,
the State Plan for Adult Literacy Education, and the State
Board’s policies, rules, and regulations.

B. Community college appl.cations must be signed by the Vice
President/Dean of Continuing Education, the President, and the Q
Chairman of the Board of Trustees. .

cC. Non-community'co]]ege applications must be signed by the Chief
Executive Officer of the agency/organization.

o
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. APPROVAL FOR CURRICULUM PROGRAMS/COURSES AND EXTENSION COURSES
TO BE OFFERED TO CORRECTIONAL SYSTEM INMATES

SIGNATURES:

Director of Prisons ' Date
Department of Correction

Educational Services Director Date
Department of Correction

For Extension Courses:

Vice President, Adult & Continuing Education . Date
Department of Community Colleges

For Curriculum Programs/Courses:

Vice President, Programs Date
Department of Community Colleges

. DCC 9-33
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July 1988
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10.

IMMURED APPROVAL PROCESS FOR CORRECTIONAL SYSTEM INMATES

The application and course outline are reviewed and signed by the DCC
Institutional President, Chairman of the Board of Trustees, and the DOC
Local Unit Superintendent. '

Three copies of the application and course plan are forwarded to the DCC
Director of Continuing Education (Extension) or to the DCC Director of
Program Development Services (Curriculum) by the Institutional
President.

Three copies of the application and appropriate course plans are then
forwarded to the DOC Educational Services Director for recommendations
regarding approval.

The DOC Educational Services Director reviews the application to
determine appropriateness consistent with the Long-Range Plan and
refers, with recommendations, to the DOC Educational Planning Board.

The DOC Educational P]anﬁing Boaf&-reviews'and recommends action to the
DOC Educaticnal Services Director.

The Educational Services Director signs and forwards approval forms to
the DOC Director of Prisons. :

The Director of Prisons signs and forwards approval forms to appropriate
DCC Staff. '

Appropriate DCC staff reviews approval forms and prepares 1initial
approval letters for the State President’s signature. Copies of these
letters will be sent to the DOC Educational Services Director. Upon
receipt of this initial . letter—of—approval,- the - institution is
authorized to offer the immured program/courses. " "

Recommendations for course offerings are then submitted to the State
Board of Community Colleges for final action.

Following State Board of Community Colleges

' approval, a copy of the
monthly report will be shared with: . : .

- «
ot mee s

A. The DOC Educaticnal Services Director who will
share with Correctional Facilities Superin-
tendents, Institution Heads and other personnel
as appropriate.

B. The DCC Institutional President who wili share

with Deans of Continuing Education and other
personnel as appropriate.
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REQUEST FOR APPROVAL FOR CURRICULUM PROGRAMS/COURSES AND EXTENSION COURSES
TO BE OFFERED TO CORRECTIONAL SYSTEM INMATES

CURRICULUM [ ] EXTENSION [ ]
1. Community College Institution

2. Name and Location of Prison Unit

3. Curriculum: Title Code Number .
Attach a complete curriculum per format in compliance with curriculum
standards (Appendix E Curricuium Standards Manual).

4. Extension Courses {Attach Course Plan)

a. Acadenmic: Course Titie

Course Number

b. Avocational: Course Title

Course Number

c. Occupational: Course Title

Course Number

d. Practical Skills: Course Title

Course Number

e. Other: Course Title

Course Number

f. Length of Instruction:

(1) Length of each class meeting in hours:
(2) Number of weekly class meetings:
(3) Total hours of instruction for the course:

g. Length of comparable course offering in
institutional/community setting:

5. Approved by the local President, Board of Trustees,
and Local Unit Superintendent

PRESIDENT CHAIRMAN, BOARD OF TRUSTEES

LOCAL UNIT SUPERINTENDENT

DCC 9-33
195 July 1988
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INSTRUCTIONS FOR COMPLETING FORM DCC 9-33

Three copies of Form DCC 9-33 should be completed for each
different curriculum or each different extension course for
offering in each correctional institution.

Curriculum programs/courses and extension courses offered to
correctional system inmates shall be implemented in accordance
with criteria approved by the State Board of Community
Colleges on April 9, 1981, and contained in Memo CcC-81-97,

May 28, 1981.

Extension courses should be classified in accordance with the
Tist of courses in the current Extension Course Numbering
System.

Indicate whether curriculum programs/courses or extension
courses by checking the appropriate block on the application
form.

An institution that desires to offer an occupational
curriculum must submit (or have on file with the department) a
curriculum that complies with the appropriate curriculum
standard. Submit these forms to the Vice President for
Program Services. Approval of the request by the State Board
of Community Colleges shall constitute approval to offer the
cu;ricu]um/course in the designated correctional institution
only.

For extension courses, there must be a course plan, including
an outline, with specific learning objectives stated, and an
evaluation method by which the student’s progress is
measurad.

Reporting System Requirements:

The following system will be used by each institution to
report classes providing instruction to "captive" and
“co-opte?“ (tmmured) groups on the Institution’s Class Report,
Form SS-1.

When classes for immured groups are reported on the SS-1 Form,
designate by affixing the following code P - Prisons
(Correctional System Inmates) in the first position of the
course number. (For example, BUS P3001).

To maintain consistency between the course approval system and
the FTE reporting system, it is necessary that each course
prefix and number be included in both the course approval and
FTE reporting systems.

196
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NORTH CAROLINA DEPARTMENT OF COMMUNITY COLLEGES
| ‘ . Division of Adult and Contlnuing Education
~ . Contlnuing Educatlion Services

Raieigh, North Carollna 27603~1337
COMMUNITY SERYICE PROGRAM PLAN

Institution Name

Person{s) Completing This Plan Date Submitted

l. Describe the planned use of community service funds to Implement
academic, avocatlonal, and practical skills courses fors

_A. General Puwllic

B. Immured Groups

C. Senlor Cltlzens

DCC 9-34
Ang. '88




1l1. Describe the planned use of community service funds for cultural and

clvlc‘ activities. . ‘
. .

I11. Describe the adminlstrative support to be provided for Cammunity
Service Extenslon Courses. :

APPROVED BY:

Vice Presldent/Dean
of Continulng Education

Date
President
Date
Chalrman of the Board
of Trustees
Date

Vice President of Adult
and Contlnuing Education
Depariment of Cammunity Col leges

Date ‘




Section |. The description of the

planned use of community service extenslo
course funds covered by thls plan s : .

hould Include the followling:
A. General Pubiic

1. Estimate the amount of the grant to be used for services
to the general publlic.

2. Estimate the number of persons to be served.

B. Immured Groups

1. Estimate the amount of funds to be used for services to
Immured groups. (New course of ferings for Immured groups
must be approved on form DCC 9-14 or DCC 9-33.) A description

of the planned use of funds should take into conslderation the
following groups:

a. Correctional Inmates (Based on the Joint correctional
“education plan developed for your
institution.)
b. Resldents of rest or nursing homes (Based on State Board
‘ position on the proper
role for rest and
nursing homes.)
€. Cllents of sheltered workshops S
T, d. Reslidents of aicoholic rehabllitation centers
e. Resldents of mental retardation centers
f. Milltary personnel on base
g. In-patients In mental hospitals

2. Estimate the number of persons to be served. -

C. Senlor Citlizens

1. Estimate the amount of funds to be used for services to senlor
* cltlzens In additlon to those funds Indicated above for Immured
groups. Describe the efforts to be undertaken to assure that
appropriate courses will be provided to senlor clitizens free of
cost. Consideration should also be given to Institutional

policles on length of course, class slze, and course
repetition.

2. Estimate the number of persons to be served.

Sectlion Il. Describe your instlitutions planned involvement In the cultural
I and clvic actlvities In your service area.

Section Iil. List the names and titles of all Individuals who wil! provide
direct administrative support for Communlity Service Extenslion Courses.
fpecify the amount of time each Individual wlil devote to this effort.

. DXC 9-34
ERiC 3 -




DEPARTMENT OF COMMUNITY COLLEGES
. DIVISION OF ADULT AND CONTINUING EDUCATION
GED PROGRAM
GED ESSAY ACCOUNTABILITY REPORT AND INST!TUTIONAL VERIFICATION FORM

TEST CENTER NAME:

 TEST CENTER {.D.#

DATE SENT TO GEDTS:

Number of essays sent to GEDTS:

Number of essay séores returned to test site:

Date report was received at test site:

Number of essay scores not returned:

Explanation (for any essay not returned/unscored):

Verify and attach a copy of e:_:h ESSAY SCORE REPORT AND CERTIFIED MAIL
‘ RECEIPT (if received from GEDTS).

Remarks:

Chief Examiner's Signature:

RETURN FORM TO : GED ESSAY COORDINATOR
DEPARTMENT OF COMMUNITY COLLEGES
200 WEST JONES STREET
THE CASWELL BUILDING
RALEIGH, N.C. 27603

FOR DCC USE ONLY

Date recelved by DCC:

Invoice verification date:

DCC 9-35
April 1989
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%‘r

N. C. DEPARTHMENT OF CONMUNITY COLLEGES

HUMAN RESOURCES DEVELOPMENT PROGRAM
FORM DCC 13-8

STUDENT ENTRY PROFILE

INSTITUTION

STUDENT'S NAME (LAST, FIRST)

STUDERT'S SOCIAL SECURITY NUMBER 1 I I | I l | I 'I | I | I
STUDERT'S IDENTIFICATION NUMBER 10 L J- Jj_—{ ] J H l ]

RECORD IDENTIFICATION NUMBER 18 E]
PROGRAM START DATE (MONTH~DAY-YEAR) 19 l l }—‘L J H Ij
==

1 PERSONAL DATA

1 |BIRTHDATE (MONTH-DAY-YEAR) 25 Ll 1 1]
1-MALE

2 |sex n 2-FEMALE

. D 1-BLACK 3-INDIAN

3 (RACE 32 2=-WHITE 4=-0THER

4« |schooL crapEs compLETED . 13
1-YES

S5 |HEAD OF HOUSEHOLD 35 2=-NO

6 [NUMBER OF STUDENT'S MINOR CHILDREN AT HOME | 36 D]

‘,II ECONOMIC DATA : FOR STUDENT ONLY

1 _|INCOME FROM WAGES & SALARIES LAST 12 monus|ie |$

2 PUBLIC ASSISTANCE RECEIVED LAST 12 MONTHS

A | FOOD STAMPS 48

WELFAHRE (ALL PAYMENTS THROUGH COUNTY $
B | DEPARTMENT OF SOCIAL SERVICES) 58

C ] UNEMPLOYMENT INSURANCE BENEFITS 68 (¥ :

TOTAL PUBLIC ASSISTANCE LAST 12 MONTHS
3 (A+B < C AROVF)

78 |$

4 IF RECEIVING JTPA BENEFITS, AMOUNT PER WEEK 88 |9

III1 EMPLOYMENT DATA

D (SEE KEY II, FORM DCC 13-10)

1-FULL-TIME 3-UNEMPLOYED
2 | EMPLOYMENT STATUS ONE WEEK BEFORE TRAINING! 92 2-PART-TIME

won- [ | CIFLT]

3 IF_UNEMPLOYED, LAST DATF EMPLOYED  YEAR) |93

1 PREVIOUS P 91

1 IF EMPLOYED WHILE IN TRAINING:

A | HOURS PER WEEK 97

o | s LI 1. L1

S NUMBER OF WEEKS EMPLOYED IN PAST 82 WEEK: {103 ED

B |WAGES PER HOUR

.

INTERVIEWER® AT

Q  STUDENT'S SIGNATURE
ERIC
)
3.5 -




‘ ENTRY DOCUMENTATION

(From Item No. II, 1)

Scurce of Income Data for Student:

Source of Income Data for Student's Household:

(From Item No. II, 2, A, B, and C)

Source of Public Assistance Data:

For Student For Student's
Household

Food Stamps Data

Welfare Data

‘ Unemployment Insurance
Benefits Data

(From Item II,4)

Source of JTPA Benefit Information:

(In most cases this will b