UNIT NAME:  Continuing education & workforce Development	review contact:  Dr. Jennifer Blalock
phone: 972.985.3717  	Email:   jblalock@collin.edu

GUIDELINES
Time Frames:
1. Scope:  
The time frame of program review is five years, including the year of the review. 
Data being reviewed for any item should go back the previous four years, unless not available.
2. Deadline Dates: 
January 15th – Program Review Document due to Department Supervisor for review
February 1st – Program Review Document due to Program Review Steering Committee
3. Years:  
Years 1 & 3 – Implement Action Plan of (CIP) and collect data
Years 2 & 4 – Analyze data and findings, Update Action Plan
Year 5 – Write Program Review of past 4 years; Write Continuous Improvement Plan (CIP) and create new Action Plan

LENGTH OF RESPONSES:  Information provided to each question may vary but should be generally kept in the range of 1-2 pages.
EVIDENCE GUIDELINES:  In the following sections, you will be asked to provide evidence for assertions made.  
a. Sources:  This evidence may come from various sources including Collin College faculty and staff, Service Unit Student Satisfaction Surveys, Service Unit Faculty/Staff Surveys, Ruffalo Noel Levitz Student Satisfaction Surveys, IPEDS Data, National Community College Benchmarking Project data, peer surveys, or unit-level data and surveys.  This evidence may be quantitative and/or qualitative.  If you are unfamiliar with any of these information sources, contact the Institutional Research Office (IRO) at: effectiveness@collin.edu.  Use of additional reliable and valid data sources of which you are aware is encouraged.
b. Examples of Evidence Statements:
1. Poor example:  Employees are encouraged to embrace the College’s core values. (Not verifiable)
2. Good example:  Core values are discussed with each employee in annual performance evaluations. (Verifiable, but general)
3. Better example:  Core values are discussed in annual performance evaluations and employees are expected to include one goal that will demonstrate personal improvement related to a core value and document, in the next annual performance evaluation, their accomplishment of that goal.  (Replicable, Verifiable)

FOR MORE INFORMATION:  Documentation can be found at http://inside.collin.edu/institutionaleffect/Program_Review_Process.html.  Any further questions regarding Program Review should be addressed to the Institutional Research Office (effectiveness@collin.edu, 972-985-3714).
Section I.  Are We Doing the Right Things?

1. WHAT DOES YOUR SERVICE UNIT DO?

A.  What is the service unit and its context? 
This section is used to provide an overview description of the service unit, its relationship to the college and the community it serves. Keep in mind the reviewer may not be familiar with your area. Therefore, provide adequate explanation as needed to ensure understanding.
Requested points to address, but not limited to:
· Unit’s purpose (Include the unit’s purpose/mission statement if one exists.)
· Services and products (i.e. reports, promotional materials, handouts, etc.) 
· Service across campus/departments/district/community
· Regulatory standards the unit must meet

Unit’s Purpose
The purpose of the Continuing Education & Workforce Development is driven by the College’s mission statement, with special emphasis on the institution’s commitment to developing skills. The purpose of the Workforce and Economic Division’s departments and programs is to:  support the community with workforce development initiatives, trainings and programs; contribute to our community’s economic development and quality of life by providing a trained and globally competitive workforce; provide affordable and robust workforce educational options and opportunities for students from all demographics; empower local corporations, business, and community organizations through training and professional development; create opportunities for life-long learning and;  address and meet our community responsibility through education and service. The Division is overseen by the Vice President of Workforce & Economic Development, who reports to the Senior Vice President of Workforce & Student & Enrollment Services. 

The unit includes several departments, including Continuing Education (CE); Small Business Development Center (SBDC); Center for Workforce & Economic Development (CWED); Seniors Active in Learning (SAIL); and the Corporate College. 





Unit’s Service & Products & Regulatory Standards
The unit provides several services and products as well as adheres to distinct regulatory standards, unique to each respective department as follows:

	Department
	Department Lead
	Regulatory Standards  
	Services & Products Provided

	Admissions & Records
972.985.3711
Collin Courtyard Center
Suite 101
cehelp@collin.edu

	Coordinator, Registration
	Admissions & Records adheres to guidelines provided by FERPA, THECB, and the Commission on Colleges of the Southern Association of Colleges and Schools (SACSCOC) as well as the College’s guidelines and policies. 
	1. Open Enrollment courses in workforce, language enrichment, technology, career and college prep areas.
2. Registration & payment for all non-credit courses. 
3. Transcripts and certificates of participation in non-credit CE courses for current and previous students. 


	Career Center
972-599-3174
Room 113
http://www.collin.edu/studentresources/career/
tdanner@collin.edu

	Manager, Career Center
	The Career Center adheres to the College’s guidelines and policies.
	Career exploration, resume and interview prep, employer recruitment events, job fairs, online career assessments and tools.

	Continuing Education (CE)
https://www.collin.edu/ce
CEInfo@collin.edu
972.985.3711
Collin Courtyard Center
Suite 104
4800 Preston Park Blvd
Plano, TX 75093
See current CE schedule, available at: www.collin.edu/ce/pdf/Collin-CE-Schedule-Spring-18.pdf
This publication is mailed to homes throughout Collin County three times a year: Fall, Spring, and Summer. 

	Director, Continuing Education
	The CE Department adheres to the Texas Coordinating Board’s guiding manuals and related statues as follows:
All CE courses are developed and maintained in accordance with Guidelines for Instructional Programs in Workforce Education (GIPWE) and the Workforce Education Course Manual (WECM). Particular emphasis is placed on all courses being eligible for inclusion in the CBM-00A (Students in Non-Semester Length Courses Report) submitted quarterly to the Coordinating Board. The Department also adheres to the THECB and any Commission on Colleges of the Southern Association of Colleges and Schools (SACSCOC) requirements for qualifications of instructors teaching in state-funded workforce education programs and courses. This applies to full-time, part-time, off-campus, out of district, distance learning, and third party contractual. Instructional records authenticating the required credentials and competencies are maintained in collaboration with Collin HR and job postings all reflect the minimum qualifications to uphold these standards. CE is also guided by the Texas Workforce Commission’s annual publication, Targeted & High Demand Occupations, for course and program development, as well as current and future labor market data obtained through Texas Labor Market Information (LMCI), Jobs EQ, Occupational Outlook Handbook, and the Bureau of Labor Statistics. 

	Continuing Education offers non-credit workforce and career skills training. Services provided include:
1. Concurrent CE course creation and collaboration with Credit Workforce programs.
2. Students and community members have access to an on-site bookstore.

	Center for Workforce & Economic Development (CWED)
www.collin.edu/cwed/
training@collin.edu
Courtyard Center
Suite 420
972.985.3762
See attachment CWED
	Director, Center for Workforce & Economic Development
	The CWED Department adheres to all of the CE regulatory standards, as detailed above. As well, it adheres and performs internal audits to meet the standards and requirements of all grantor agencies, including the Texas Workforce Commission, the U.S. Department of Labor, and private grantors.
	In partnership with the Texas Workforce Commission, administration of Skills for Small Business & Skills Development Fund workforce training grants. The department is also responsible for the development, application, and management of other private/public workforce training grants, including federal and corporate grants. 

	Collin Corporate College
www.collin.edu/corporatecollege
corporatecollege@collin.edu
Collin Courtyard Center
Suite 430
972.985.3754
See Attachment Corporate College Brochure
	Executive Director, Corporate College
	The Collin Corporate College adheres to the College’s policies and procedures. 
	The Collin Corporate College provides customized workforce training designed to meet the skill gaps and labor needs of area business and industry. 

	Seniors Active in Learning (SAIL)
www.collin.edu/sail
sail@collin.edu
Collin Courtyard Center
Room 116 
972.985.3789
See url below for current schedule:
http://www.collin.edu/sail/pdfs/SAIL-Spring-18-Schedule.pdf


	Program Manager, SAIL & Encore Careers
	The Seniors Active in Learning program adheres to the College’s policies and procedures. 
	The Seniors Active in Learning program provides open enrollment enrichment and lifelong learning opportunities to nearly 1000 members. Membership requires an application and is open to anyone aged 55 or over. A developing service will include engaging with area business and industry to provide career training pathways for 55+ displaced workers.


	Small Business Development Center (SBDC)
www.collin.sbdc.com
sbdc@collin.edu
https://twitter.com/collinsbdc
https://www.facebook.com/CollinSBDC
Collin SBDC  http://bit.ly/2992HtO
Collin Courtyard Center
Suite 114
972.985.3770
See Attachment SBDC

	Director, Small Business Development Center
	The Small Business Development Center adheres to the College’s policies and procedures. Additionally, the Collin SBDC upholds the guidelines and regulations provided by the North Texas SBDC Regional Office. The Collin SBDC must also comply with all federal Uniform Guidelines as contained in the “Small Business Development Center Act of 1980” and as presented in the annual OSBDC Program Announcement.  This includes compliance with 2 C.F.R Part 200 Uniform Administrative Requirements, Cost Principles and Audit Requirements for Federal Awards.

	The Collin Small Business Development Center provides business consulting, training, and valuation to current and emerging small business in Collin & Rockwall Counties. It is supported by a partnership including the U.S. Small Business Administration, the North Texas SBDC Region, and Collin College.  

	Business & Community Outreach
thockenbrough@collin.edu
http://www.collin.edu/academics/servicelearning/
Collin Courtyard Center
Suite 420
972.881.5900
	Director, Business & Community Outreach
	The Business & Community Outreach team adheres to the College’s policies and procedures. 
	The Business & Community Outreach department promotes the career and workforce programs to the community through networking, partnerships, and initiatives. The department is responsible for creating pathways for career recruitment and placement for Collin students. Responsibilities also include oversight of the College’s service learning programming. Examples of service-learning projects include marketing and website design, financial and literacy training, emergency response, fine and performing arts partnerships, civic and representative government programs, at-risk population mentoring, business and organizational design, environmental sustainability, and veteran outreach.  All disciplines are represented through Service Learning.

Community partners and agencies are included in Service Learning Boot Camps and are invited to participate in regular Service Learning and Volunteer Opportunity Fairs at each campus.

Community Ambassadors are community based student interns who function as learning volunteers with community organizations.  Students employed as Community Ambassadors are placed in community internships according to their academic degree plan, career goals, and interests. This type of internship encourages retention and student success, supports our community with qualified and eager student workers, and invites community partners to serve as teachers and mentors.




Unit’s Service Across Campus/Departments/District & Community

	Department
	Campus Service
	Departmental Service
	District Service
	Community Service

	Vice President, Workforce &  Economic Development
	Provides on-site leadership of Collin Courtyard Center and collaboration with non-CE & Workforce Development offices housed at Courtyard. Examples include emergency situations, college communications, maintenance oversight, and building Requests for Service (RFS). CYC Collaboration meetings, inclusive of all these parties, are held once a term.
	Provides leadership & oversight of all unit departments. Department meetings are held bi-monthly. Individual direct reports meetings are held bi-weekly. 
Engagement with Academic/Credit Workforce leadership in planning. 

	Service on the Committee of the Whole. Attendance at the monthly District Board of Trustees meeting. Service on Collin Prior Learning Committee. Partnerships with the Collin Foundation in business outreach. 
Participation in monthly Vice President’s meeting.
	Service with and outreach to area businesses, nonprofits, and community partners. Partnership with Texas Workforce Business Development Liaisons, including bi-weekly meetings to discuss Skills Development Fund training grant strategies. Other examples include service on the Allen/Fairview Chamber Advisory Board; Chair Elect, Volunteer McKinney Board; and presentations at various community events, including commencement speaker at nPower graduation. 

	Admissions & Records/CYC
	Regular support of CE, CE Health Sciences, Corporate College, VP’s office, and SAIL. 
	Departmental meetings held bi-monthly. Individual one on one meetings held as needed. 
	Support of IRO CBM state reports. Service on college-wide Banner implementation teams and Banner Leadership team. Collaboration with Registrar’s Office. 
	Participation in Meals on Wheels food collection and CE Scholarship fundraising.

	Career Services/CYC
	Regular engagement with CE, Corporate College, Business & Community Outreach, VP’s office, and SAIL. 
	Departmental meetings held bi-monthly. Individual meetings with VP held monthly.
	Service and participation on College-Wide Career Center meetings. 
	Presentations at area nonprofits. 

	Center for Workforce & Economic Development
	Regular partnerships and engagement with VP’s office, CE & SBDC to develop grant training and support Skills for Small Business. 
	Departmental meetings held bi-monthly. Individual one on one meetings held as needed.
	Participation in All College Day activities. Representative on the College-wide Grants Committee. Participation in Workforce Exploration Roundtables.
	Partnerships with Texas Workforce Commission, Plano Public Library, Capital One, and other external workforce focused community agencies in support of workforce training.

	Continuing Education
	Regular partnerships and engagement with VP’s office, CWED, CE Health Sciences, SBDC, and SAIL to support coverage, student enrollment, and community engagement.
	Departmental meetings held bi-monthly, with individual one on one planning meetings as needed.
	Participation in All College Day activities. Participation on Credit Workforce Advisory Boards. Participation in Workforce Exploration Roundtables. Service on several college-wide committees, including MLK Power Breakfast committee & Program Review Committee. Partnership with credit workforce programs to provide concurrent enrollment courses. 
Courses offered district-wide in partnership with campus VPPs.
	Presentations and outreach at various community workforce events, including area Chambers, One Million Cups Entrepreneurial Program, and presentations to nonprofit agency clients.

	Collin Corporate College
	Regular partnerships and engagement with VP’s office, CWED, CE, and SAIL. Examples include interview of corporate trainers in partnership with CE. 
	Departmental meetings held bi-monthly, with individual one-on-one planning meetings as needed.
	Participation in All College Day activities. Collaboration with Collin Foundation in business prospecting. Collaboration with Collin Public Relations on Connections article and other initiatives. Classes and trainings offered district-wide in partnership with campus VPPs.
	Service on the Plano Chamber Success in Business Advisory Committee. Service on the Frisco Chamber Healthcare Advisory Committee. 

	Business &  Community Outreach
	Support and promotion of campus events through volunteer recruitment and participation. Regular partnerships and engagement with VP’s office, CWED, CE & SAIL. Examples include collaborative meetings with community partners, such as Texas Workforce & Assistance Center of Collin County.
	Attendance at departmental meetings and bi-weekly individual one on one meetings with VP.
	Participation in All College Day activities. Collaboration with College-wide Career Center managers and Career Coaches. Engagement and leadership with Service Learning faculty. 
	Service and engagement with area non-profits and career outreach agencies, including Texas Veterans Commission and area Texas Workforce Solutions offices.

	Small Business Development Center
	Regular partnerships and engagement with VP’s office, CWED, CE & SAIL. Examples include presentations to SAIL, partnership on Small Business, Big Ideas week events, and customized SBDC support for graduates of the CE Small Business certificate program. 
	Departmental meetings held bi-monthly, with individual one on one planning meetings as needed.
	Participation in All College Day activities. Partnership 
	Presentations and partnerships with several area Chambers, including a special program with the Richardson Area Chamber and a Small Business Workshop in partnership with the Texas Workforce Business Development Liaisons. North Texas Regional Leadership program. Partnership with SCORE.

	Seniors Active in Learning
	Participation and volunteer recruitment for English as a Second Language programming, specifically the Cookies & Conversation program. 
	Participation in departmental and division meetings. One on one meetings with VP bi-monthly.
	Use of Collin faculty, administrators, and other members of the Collin community as guest lecturers. Courses offered at multiple district-wide locations, including the Collin Higher Education Center and the Preston Ridge Campus.
	Participation on Senior Services agencies, including McKinney Chamber, Allen Chamber, & Frisco. 




B.  Executive summary:  briefly summarize the topics that are addressed in this self-study, including areas of strengths and areas of concern.  (Information to address this Executive Summary may come from later sections of this document; therefore, this summary may be written after these sections have been completed.)  Using the questions in the template as headings in the Executive Summary can provide structure to the overview document.
What do we do?
The Continuing Education & Workforce Development Unit provides relevant, timely and on-demand non-credit training to support the county’s labor needs. Individuals are served by access to affordable, conveniently scheduled open enrollment workforce training courses and certificates which prepare the student for workforce success and mobility. Companies are served by customized corporate education and training. Training is provided through contracted services with the Corporate College or through the Center for Workforce & Economic Development via grants provided in partnership with the Texas Workforce Commission. The Unit also provides small business development and mentoring through the Collin Small Business Development Center; personal and academic enrichment for community members ages 55 and older through the Seniors Active in Learning program; Career Services through the CYC Career Center; and outreach and engagement through the Community & Business Outreach department. 
How do we support the College’s mission, core values and strategic plan? 
The College’s mission statement states, “Collin County Community College District is a student and community-centered institution committed to developing skills, strengthening character, and challenging the intellect.” The Workforce & Economic Development unit’s primary purpose is to provide affordable access to career skills, which is identified as the first component of the mission statement. We also contribute to strengthening of character and challenging the intellect. As individuals participate in career training and personal enrichment classes, they are exposed to ideas, opportunities, cultures, and concepts. They are encouraged to strengthen their character through the diversity of thought and open exchange of ideas our courses provide in a safe, inclusive environment, facilitated by a qualified instructor who represents the latest in business and industry standards. Nearly 12,000 students participate in our courses annually. Whether enrolling in one class or pursuing an industry recognized certificate, the classes are designed to provide career mobility, with the potential to enrich each student’s socio-economic status, professional development, and personal satisfaction. The Unit offers services which contribute to all three components of the mission statement; operates in a way that is consistent with all of the College’s values; and has an essential role in contributing to Priorities 4 and 5 of Vision 2020, the College’s Strategic Plan, as well as the additional priorities. 
Why do we do the things we do?
The Continuing Education & Workforce Unit promotes to the development and sustainability of a highly skilled incumbent and future talent pipeline throughout Collin County. The Division’s leadership ensures that the departments adhered to institutional priorities and practices, as well as industry demand through engagement with and study of industry needs. By providing this service, over 10,000 students annually receive career training and personal enrichment in ways that will empower them to advance in their professions and increase their earning power. The Unit also provides strong community partnerships, cross campus partnerships with the College’s credit workforce programs, and promotes corporate engagement and growth. The Division is driven by local, regional, and national labor market trends and data, providing programming accordingly.
How do we impact student outcomes?
While the Division offers non-credit workforce and enrichment programming, the workforce skills and general knowledge imparted through participation in our courses is invaluable to student development in measurable career and academic gains. Courses and programs are developed in the context of the community’s labor demands, as well as in partnership with credit programs. Significant time has been dedicated to supporting concurrent enrollment opportunities, linked courses, and prior learning assessment to allow for viable crosswalks from noncredit to credit study. All courses have course competencies identified as standards of operation in the industry and are reflected in the syllabus for each course. CE instructors are held to the College’s instructional qualifications and credentialing for non-credit workforce training. Courses, teaching methodology, textbooks, and certificate programs are reviewed regularly to insure accuracy in reflecting career and workforce expectations. Fundable courses are reported to the state and state reimbursement is received each quarter based on the enrollments generated by the Division in WECM approved courses and programs. 
How effectively do we communicate? 
As a result of the District President’s leadership, a new leadership role for this unit was created in 2016, the Vice President for Workforce & Economic Development. This position engages with colleagues, peers, and administrators across the district and is engaged in several cross-campus committees, initiatives, and projects. The most widely used methods of communicating with our constituents are: The Continuing Education printed schedule (three times annually); the Continuing Education website; and through Press Releases created and distributed to the college community, district wide, and via the area press and news partners. Based on feedback from our various constituent groups, we have made several advances in improving communication. Several students and community members have expressed difficulty in navigating our website, as well as our online admissions and registration system. This feedback inspired our decision to be included in the College’s overall website and management process. It has also resulted in collaboration with the Vice President of Student & Enrollment Services; the College’s Dean of Student and Enrollment Services, Registrar, IRO, and IT Leadership to review Banner best practices; suggest improvements to the application; and make appropriate modifications to the CE student Banner self-service product. 
How are we leveraging partnership resources and building relationships? 
The Unit has actively been building relationships with business and industry representatives as well as with nonprofit workforce development agencies. Through investment of time, active participation, and collaboration with the Capital One Foundation’s Workforce Cohort, for example, the Unit has secured over $200,000 in grant funded workforce training. Further, the unit has focused on leveraging relationships with the Texas Workforce Commission, partnering with the Business Development teams to host several educational workforce and talent pipeline events and share costs and resources. 
Are we hiring qualified staff, are we supporting them well with professional development?
Over the last five years, the Unit has made adjustments to its administrative and operations team, creating new or replacing positions with a requirement of a minimum of a Master’s degree. The Vice President of the Unit recommended a doctorate and the position is held by someone who holds this credential. Continuous adherence to all industry recognized credentials for the various areas of study we offer is maintained by all program managers and adjustments are made accordingly. Instructor round-ups, to provide greater support, awareness, and training, are now held twice a year and an instructor guidebook was created to support the Unit’s Continuing Education instructors. The Unit has also held two Adjunct Instructor recruitment fairs in partnership with Collin HR, providing greater outreach and attracting a more qualified instructional talent pool. Departmental team building and training has been provided on-site while still maintaining office operations in several key areas, including customer service, communication, and managing stress. The Unit has also collaborated with Collin HR to offer employee wellness programs and informational sessions at CYC to mitigate travel and time constraints which may prevent team members from participating. The Unit regularly reviews job titles, duties and descriptions, and peer institution organizational charts to determine relevance, competitiveness, and industry requirements. 
Are we supported with adequate facilities and equipment?
Over the last three years, the Unit has upgraded Suite 430 at a significant cost savings to the College and resulting in a state of the art, contemporary Corporate College headquarter facility with which to host business outreach, trainings, and events. Additionally, the Unit has worked in partnership with the AVP of Facilities to install better, more visible internal and external signage; window upgrades; and stairwell enhancements. The Unit has also installed additional data points to provide greater consistency and access to efficient wi fi.The Unit also now participates in the Request for Services process annually and has a priority list of improvements and enhancements designed to contribute to the welcoming nature of the building in supporting students and our community. 
Given our present statues, how do we intend to change in ways that help us advance?
District-wide collaboration is critical to our sustainability and growth. From enhanced collaboration with the Credit Workforce team to provide more linked courses to partnership with the Chief Financial Officer and others from Finance to establish a transparent and ambitious pricing and budget management process that has specific revenue targets, almost all of our top priorities involve partnerships and collaborations, both internal and external. 
How will we evaluate our success?
Our success will be evaluated through a series of measurements and mixed method analysis, including both quantitative and qualitative data points. A series of focus groups will be conducted in collaboration with the Chief Public Relations Officer and the AVP of Institutional Research to garner feedback from our current students and community members. This data will guide our marketing and outreach efforts, as well as assist with program development and scheduling. New student satisfaction surveys are in development and will be deployed to assess point in time satisfaction and service levels, as well as opportunities for training. Finally, specific Key Performance Indicators in the College’s Vision 2020 have been assigned to our area and provide measurable targets through which we can assess our performance quantitatively and qualitative context. 
Final thoughts
Throughout the self-study and review, it is evident the Division offers many assets to the College and external community. Based on Collin County’s continuous and fast paced growth in business and industry, there is an incredible demand for a dynamic, highly skilled talent pipeline. All of the area’s major news publications, as well as various studies conducted by the primary cities’ Economic Development and Chambers, provide statistical validity to the rapidly increasing need for a highly skilled workforce. According to Money Magazine (2016), Collin County ranked sixth nationally on the periodical’s “Best Places to Live for Job Growth” list. The magazine cited a population growth of 59% and a job base expansion of 56% over the last decade. This provides tremendous opportunity to partner with new businesses, offer new career training in emerging industries, and contribute to the workforce development of new community members. The Division makes it a shared practice to guide and evaluate its career training offerings and programming based on community demographics, workforce and economic data, and job/industry growth projections. The vast partnerships the Division has established with economic and workforce agencies and their leadership is extremely valuable to informing data driven decisions. 
Some opportunities for growth include a greater commitment across the Division to evaluate services through use of surveys. The Division is working in concert with the College’s Institutional Research Office to create and launch student satisfaction surveys that are readily accessible to our students and reflective of their needs and interests. Currently, through a part of the Student & Enrollment Services SNAP survey available to students, only one student provided feedback over the last five years via this instrument. As well, a conversion from Flex Registration to Banner proper as the Unit’s primary method of online registration has provided some internal and external challenges. The Unit is working in collaboration with the College’s IT Leadership to improve the online registration process, as well as the Unit’s online web presence. Further, based on population growth and rising cost of living, the Unit must explore alternative options of course delivery, particularly by leveraging online learning to allow for on-demand, asynchronous learning and professional development. Expanded partnership with credit workforce programs as the College implements several new technical and career programs is also imperative to help launch new programs and provide opportunities for sustainable enrollment growth and contact hour funding. Finally, based on rising costs and speed of demand, the Unit must consider ways to mitigate the expenses and limitations associated with the use of third party vendor courses through expansion of internal talent and diversification of subject matter experts. 
2. WHY DO WE DO THE THINGS WE DO?  UNIT RELATIONSHIP TO THE COLLEGE MISSION, CORE VALUES & STRATEGIC PLAN.
· Provide unit-specific evidence of actions that the unit supports the mission statement: “Collin County Community College District is a student and community-centered institution committed to developing skills, strengthening character, and challenging the intellect.”
· Provide unit-specific evidence of actions that support the case that the unit and its faculty contribute to fulfillment of the college core values:  “We have a passion for Learning, Service, Involvement, Creativity, Innovation, Academic Excellence, Dignity, Respect and Integrity.”
· Provide unit-specific evidence that supports how the unit supports the college strategic plan:  https://www.collin.edu/aboutus/index.html. 

Requested points to address, but not limited to:
· What evidence is there to support assertions made regarding how the Service Unit relates to the Mission, Core Values and Strategic Plan?
· Analyze the evidence you provide.  What does it show about the Service Unit?

· Introduction


1. Why do we do the things we do and how does it relate to and support the College’s mission?
The College’s mission statement states, “Collin County Community College District is a student and community-centered institution committed to developing skills, strengthening character, and challenging the intellect.” The Workforce & Economic Development unit’s primary purpose is to provide affordable access to career skills, which is identified as the first component of the mission statement. We also contribute to strengthening of character and challenging the intellect. As individuals participate in career training and personal enrichment classes, they are exposed to ideas, opportunities, cultures, and concepts. They are encouraged to strengthen their character through the diversity of thought and open exchange of ideas our courses provide in a safe, inclusive environment, facilitated by a qualified instructor who represents the latest in business and industry standards. Nearly 12,000 students participate in our courses annually. Whether enrolling in one class or pursuing an industry recognized certificate, the classes are designed to provide career mobility, with the potential to enrich each student’s socio-economic status, professional development, and personal satisfaction. Education and training afford individuals a higher quality of life, promoting more active citizenship and community engagement. A specific example of this would be the Continuing Education English as a Second Language program. Through the study of language – from grammar to pronunciation to workplace terminology – participants are equipped with a broader opportunity to participate in their new communities, fostering relationships, communication and career growth. We regularly survey our students, in addition to instructor evaluations, and over 60% of our ESL students who were last surveyed identified their primary motivation for enrolling in non-credit ESL courses as a desire to obtain a new or better job.
Ultimately, we are driven to serve our community of individuals, families, and industry for several compelling reasons, all of which contribute to the College’s mission and values. These include:
a. To support our community with workforce development initiatives
b. To contribute to our community by providing trained workforce
c. To provide affordable and robust workforce educational options and opportunities for students from all demographics
d. To empower local corporations, business, and community organizations through training and professional development
e. To create opportunities for life-long learning.
f. To exceed our community responsibility through education and service
g. To develop and facilitate robust training and education for marketable skills
h. To support career development through training, resources, and opportunities. http://www.collin.edu/studentresources/career/
i. To provide professional development resources for the community (corporations, business, non-profit agencies, and general public), including training, partnerships, and reciprocal service.
We continue to work with the College’s IRO to track post completion of our CE career and workforce students and their career mobility and placement. There are opportunities to further explore this through use of several proprietary programs, including Linked In’s alumni tool and the National Student Clearinghouse. However, we are hopeful at the potential to leverage the data tracking tools of the College’s Zogotech Data Warehouse. 

The Division is also dedicated to integrating the College’s Core Values into our daily practice and operations as follows. Recently, the Division devoted two collaboration meetings to connecting each of the College’s values to individual, departmental, and division-wide behaviors. See below for a summative representation of the correlation with supporting evidence. 





	Collin Value
	Departmental Business Practices
	Divisional Support
	Additional Evidence

	Learning
	CE and Corporate College classes are built based on the Kirkpatrick Model, which employs a four-level approach to depth of learning and impact on performance. These include reaction, learning, behavior, and results. We work collaboratively with business and industry experts to identify career and workforce competencies and construct our course outcomes and syllabi accordingly. The Unit also complies with the College’s requirements for learning outcomes and classroom expectations. We are also guided by the standards set forth by various industry certification agencies, as we seek to prepare our students for post-class certification. These include SHRM (Society for Human Resources Management); PMP (Project Management Professional); AMI (American Montessori Internationale); and several other high demand certifications. The SAIL program uses a curriculum committee and conducts surveys to insure that courses offered reflect the interest of the participants.
	As a Division, we have compiled a listing of major industries in the Collin County area and identified associated national certification standards with each area of industry. We are using this listing, along with the Texas Workforce High Demand Occupations list, to update courses and certificates to align with competencies and requirements, better preparing our students for success and content mastery. 
	We registered the Disney Institute courses we have held with SHRM so participants can earn required SHRM credits toward their continuing certification. We have updated our CE Project Management Certificate series to reflect recent changes in the national test standards. We are an approved provider of and have dramatically increased the number of approved CE courses registered with the Texas Education Association as eligible Continuing Professional Education units for educators.

	Service & Involvement
	The Unit has identified engagement with nonprofits in Collin County as an opportunity to a make substantive investment in the community’s workforce and economic well-being. All departmental leaders have been involved in the Unit’s outreach to area nonprofits, including the Samaritan Inn, Hope for Agape, Shiloh House, McKinney Housing Authority, and Assistance Center of Collin County. 
	The recent addition of the Director of Business & Community Outreach has allowed the department a centralized flow of engagement opportunities and workforce training needs for these agencies.  
	The VP of Workforce & Economic Development currently serves on the Board of the McKinney Family YMCA and is the Chair Elect of the Volunteer McKinney Board. She has also made presentations to various nonprofits, including the Texas Volunteer Management conference, the Volunteer McKinney Executive Directors’ Quarterly Breakfast, and the North Texas Giving Day program. Other team members serve on boards and community committees, including the Executive Director of the Corporate College (Plano Success in Business Advisory Committee); Program Manager (Plano One Nonprofit Advisory Board); and Collin County Homeless Coalition (Director, Business & Community Outreach). 

	Creativity & Innovation
	All Unit personnel are aware of and have been encouraged to explore the College’s Innovation Challenge program. Approximately five Unit personnel have submitted Collin College Innovation Challenge applications for various innovations, including a Language Lab, a Maker Space, and other innovative programs reflective of industry demand.
	The Unit employs a continuous review of data and growth trends. This resulted in the establishment of several new programs, leveraging community partnerships, to support the rapidly growing English as a Second Language (ESL) student population. This has included the introduction of the ESL SOAR Awards, recognizing student achievement and advancement, as well as a Cookies and Conversation program to provide additional opportunities for students to develop their language skills. 
	The Unit has leveraged its partnership with the Texas Workforce Commission to support a collaboration with the newly created Business Development liaisons, which has afforded the opportunity to engage with several key business sectors and obtain relevant job training pathways and programming. For example, a Technology charrette was held in partnership last year, resulting in a ten page report rich with data and opportunities for advancement in career training in this area. 

	Academic Excellence
	The Unit has made a concerted effort to build internal pathways to the burgeoning workforce programs on the credit side of Collin College, including Prior Learning Assessment and concurrent/linked classes. Concurrent enrollment courses currently exist in Real Estate, Technology, and Fine Arts. Program Managers regularly attend and participate in various college-wide workforce planning discussions. 
	Each of the Program Managers consistently reviews course content, competencies and requirements for certificate attainment to best prepare our students for successful completion of the related industry recognized certification exam as well as career/workplace expectations. This includes regular engagement with instructors, subject matter experts, and employers who represent our programs. 
	The Unit participates annually, in partnership with IRO, in the National Community College Benchmarking project. This allows for comparing and contrasting growth, programming, and workforce development. 

	Dignity & Respect
	The Unit strives to establish an inclusive, supportive, and respectful workplace where all are valued and recognized. This includes promotion of positive communication styles, mediation for any challenges, and leading by example. 
	Several professional development and team trainings have been held to encourage inclusivity, diversity, and model techniques for exemplifying respect. Role playing, open dialogue, and techniques were introduced in the training. 
	Quarterly events called “Shout Outs and Celebrations” are held to honor employee and family achievements, recognized peers, and engage in fellowship. 

	Integrity
	The Unit strives to provide a culture encouraging feedback, collaboration, and accountability. Individuals are supported in addressing any errors and provided with coaching, training and mentoring to address any areas for growth and development. 
	A 360’ review regarding the VP of Workforce & Economic Development was conducted to solicit feedback and provide opportunities for growth and development. Anonymity was provided and confidentiality was employed.
	The VP of Workforce & Economic Development has an open door policy and is accessible to all employees, students and community members. A guarantee of one day business turn-around/response is upheld.




2. Relationship to Strategic Plan

The Unit has been tasked primarily with taking a leadership role in achieving Priorities 4 & 5 of Vision 2020, the College’s strategic plan. 

Vision 2020 Priority 4: Expand Career and Technical Programs and Training Offerings in Alignment with Regional Labor Market Demand, and Become the Customized Training Provider of Choice for Additional Employers 

KPI 1: Workforce Fundable Contact Hours per Year: The Continuing Education, Center for Workforce & Economic Development and Collin Corporate College all contribute to the College’s cumulative non-credit fundable contact hours at a rate of approximately 63% of the total earned. With that in mind, the Unit is striving to earn 504,000 contact hours by 2020 to help support and achieve this goal. We are looking at ways to create more linked courses, supporting both credit and non-credit course enrollments and expanding our subject and training areas. Our Non-Credit Workforce Contact Hour Distribution since our last report is as follows:

	2013
	2014
	2015
	2016
	2017

	409,761
	398,015
	420,728
	450,064
	415,432



Our team is continuously reviewing enrollment trends and data points, as well as conducting environmental scans, to determine impacts to enrollment and program accordingly. Several community demographics have contributed to the current decline, including the area’s rapid growth; increased commute time; increased overall traffic; increase of market competition, including online courses, Groupon training, and new higher education institutions providing training programs; low unemployment; rising cost of living and subsequent decease in disposable income; the preponderance of well-educated community members in Collin County with a Bachelor’s degree or higher. According to CollinCountytx.gov, 49.7 percent of those 25 and older had a bachelor's degree or higher, far outpacing the state and national figure that hover between 26 and 28 percent. The median age of a Collin County resident is 35.9 and the median income is over $100,000, reflecting a well-paid, highly educated community where noncredit workforce education is not a necessity.
KPI 2: Companies Served Through Contractual Agreements for Employee Training: This KPI relies heavily on the continuous development and growth of the Collin Corporate College, which is positioned to double the number of companies to which it provides contract training. This effort is designed to help establish the Collin Corporate College earn the reputation of being the singular choice for corporate training by business and industry in Collin County.  The Corporate College has implemented ambitious monthly, quarterly, and annual goals to help us achieve this KPI of serving 102 companies by 2020 through contract trainings. Regarding current progress toward the goal, the unit has already doubled the number of companies served through contract training from 31 companies in 2016 to 67 in 2017 and is on track to meet the KPI of 77 for 2018. This is the result of the implementation of several new strategies and/or changes to the Unit.

New strategies to help support this include:
1. Separation and distinction between CWED and the Corporate College.
2. Implementation of a separate, dedicated Corporate College team and leadership, including an Executive Director of the Corporate College who joined the team in April 2017. The Business Solutions position was revised and transitioned in to the Corporate Training Specialist to provide a more aligned job title, reflective of business and industry nomenclature and needs. 
3. Engagement with industry specific associations, including the various Human Resource and Learning and Development groups throughout Collin County. 
4. Scheduling of open enrollment Corporate College classes, to afford more companies to participate in contract training
5. Targeted mailings, emails, and industry-specific communications
6. Phone, email, and one on one meeting targets on a monthly, quarterly, and annual basis
7. Assessment and evaluation of contract training pricing, topics, and delivery methods
8. Increase and diversify subject matter experts
9. Introduction of innovative and nationally recognized training partners, including the Disney Institute, Dale Carnegie, Effective Edge.

Vision 2020 Priority 5: Promote Innovation and Diversify Revenue Streams
KPI1: Annual External Grant Funding: This KPI requires increased collaboration with the College-wide Grants office as we collaboratively strive toward earning $6.6 million in external grant funding. For our part, we are working toward securing $1.65 million in Texas Workforce and external workforce training grants by 2020. We are doing this through research, exploration, and annual application goals and targets. New strategies to help support this include:
1. Attending a workforce grants conference and/or workshops
2. Conducting online workforce grant research
3. Submitting letters of interest to the Lumina Foundation
4. Hosting Skills for Small Business interest meetings with area Economic Development Corporations, Chambers, and other business associations 
5. Strategic collaboration with the Texas Workforce Commission’s Business Development Liaison team

Thus far, our performance has been on point to meet or exceed the project target:

2015-2016	Awarded $1,107,032 in workforce grants
2016-2017	Awarded $1,291,886 in workforce grants
2017-2018	Awarded $1,031,126 in workforce grants thus far
	
The other remaining elements of the College’s strategic plan are front of mind in the Unit’s operations and planning, as well. These include:

Priority 1: Student Safety: The Unit has been working in collaboration with the AVP of Facilities and the College’s Police Chief to improve safety through signage, facility repair, lighting, and training/planning, as well as communications. 

Priority 2: High School Pathways: The Unit has been providing college prep noncredit programming and teen summer enrichment. This is being reviewed for sustainability and will likely be integrated in to the responsibilities of the AVP of P-12 Partnerships. The Unit provides regular updates on CE Career Training to the Collin embedded counselor team and has attended various planning meetings with several school districts, including Allen High School, Wylie ISD, Rockwall ISD, and Plano ISD. Specifically, the Unit has developed, identified and begun to promote its TEA approved CPE courses to assist teaching and administrative staff in Collin County. 

Priority 3: University Pathways. Through prioritization and creation Prior Learning Assessments and crosswalks from noncredit to credit, the unit is providing foundational support and clear pathways from noncredit workforce training to credit workforce training to university transfer. An example is the participation of the Vice President of Workforce & Economic Development on the College’s newly formed Prior Learning Assessment committee. 

Priorities 4 & 5: See above.

Priority 6: Welcoming Environment: The Unit has submitted an ambitious Request for Services, with a focus on expanding service and promoting a welcoming environment. Prioritization includes a reorganization of both the Admissions & Records office and the Continuing Education office. These two offices receive the highest amount of walk-in traffic. During the period of the self-study, the Unit completed a renovation of the 430 Office Suites. Originally quoted at several hundred thousand dollars, by collaborating with the AVP of Facilities, the Unit was able to create a sophisticated Corporate College headquarters for meetings and trainings with business and industry clients at a cost of approximately $75,000. The renovation has been recognized by Executive Leadership as a standard for design, inspiring changes in the College’s District offices.  

Priority 7: Expanding Facilities: The Unit continues to participate and provide feedback related to Continuing Education access, programming, and inclusion in the new and planned facilities. Recently, the Manager of Workforce Programs attended the planning meeting regarding Continuing Education needs at the Public Safety Training Center. 

3.  WHY DO WE DO THE THINGS WE DO?

A. Make a case with evidence to show that the primary functions/services of the unit are necessary as they are, or they should be modified, or eliminated.  

1. What is the purpose and reason for the service?

The Continuing Education and Workforce Development (CEWD) division supports the Collin College mission through providing student and community-centered continuing education, outreach, and service training that develops skills, strengthens character, and challenges the intellect of the adult students served. This is accomplished by providing continuing education and training courses and programs for professional, occupational and cultural enhancement, as well as workforce, economic, and community development initiatives designed to meet local and statewide needs.

Continuing education (CE) provides quality workforce training to individuals seeking to increase their knowledge and skills, and to meet the skills gap in the local community. We offer an alternative to the traditional credit classes and fill a need by offering individuals seeking to obtain a certification, to get recertified, who may already possess a degree and therefore, may prefer to take noncredit courses, or those who are seeking to take special interest and enrichment classes. Training may be delivered through catalog course offerings, corporate training or grant training. Corporate College provides skills training and corporate management training and certification which is an integral part of community relations. As the flagship college in Collin County, it is our responsibility to make sure that any business in the county – regardless of size, number of employees and annual net profit – has ample opportunity and access to continuing education, skills training, and certificate training. The Corporate College makes sure that companies never have to leave the county in order to fulfill their training needs, and the Corporate College makes sure that education is affordable for the county’s businesses. These are in line with Collin College philosophy and purpose statement of providing “Continuing adult education programs for academic, professional, occupational and cultural enhancement; developmental education and literacy programs designed to improve the basic skills of students; and workforce, economic and community development initiatives designed to meet local and statewide needs.”

2. What unit services require the most resources including staff time?  Which services add the biggest value to the college?  Discuss any discrepancies between the services named in these two questions.

Significant resources are used in all of the areas, with Continuing Education and Corporate College leading the efforts. A significant amount of time is spent on creating courses and building each printed schedule. As we phase out of the printed schedule process in the next three to five years, we also hope to streamline the process and learn from our credit peers, as well as from other Banner schools, how best to manage our time. One option includes rolling the schedule, mitigating significant time on the course build process. Another major cost factor in our area is the use of third party vendors for training. By creating a stronger and more diverse team of internal subject matter experts, leveraging current Collin faculty, and training internal team members, we may be able to mitigate some of these costs. Creating customized content using a learning management system is also an option, as our distance learning offerings are all currently outsourced, limiting our revenue potential significantly.

All of the programs, in joint collaboration with each other, offer the greatest combined value.  Workforce education is tightly aligned with workforce and economic development (that is the development of workforce programs geared toward meeting needs and trends).  In addition, the outreach to business and community provide opportunities for off-site professional development and training for corporations, businesses, and community organizations; as well as feed into the continuing education and workforce programs.  The life-long learning program provides educational enrichment for our senior community, while drawing on this same community to serve as new educators.  

In terms of revenue production and quantifying value to the college, we are in the process of conducting a deep dive examination of our tuition, instructional and operational costs, and methodologies to become a revenue positive cost center. This will afford us a clearer process for assessing and qualifying our value to the college, as well as empower us to better streamline processes, staffing, and resource allocation.

3. What are the interdependencies with other unit services and other Units of the college?  Is the Unit duplicating any services with other units?  

The Unit is heartily and happily interdependent with other unit services and units of the college, helping us contribute to the one college experience and philosophy of Collin. We offer joint courses, called “concurrent” or “linked” courses where some CE students take credit courses taught by credit Professors. There are some credit classes that may not meet minimum enrollment requirements without offering CE seats. Students can register for CE classes at any Admissions and Records Office (ARO) office district-wide. However, our CE students are supported by Financial Aid on other campuses as we do not have Financial Aid services at CYC. CEWD is tied and dependent on the services from IRO, ATNS, Bursar, Business and Accounting services, PR, and the Barnes and Noble Bookstore to carry out the main function of the department. We do not duplicate other services but serve a specific market that is not served by other areas of the college.  Our target market is very different from the credit students served. The Corporate College is dependent on Collin College’s brand and reputation as a quality provider of education. The Corporate College collaborates with Continuing Education to source instructors. No other units in the College duplicates our Corporate College services.  
There is no evidence of duplication with any other college departments.  While each program serves a different need, they work in orchestration with each other to support the different demands of multi-faceted workforce and professional development initiatives.  Connections, needs, opportunities and demands are explored holistically and then delegated to the applicable areas of for attention to detail and commitment to providing specific services.

Examples of referrals are as follows:  Referrals to the Career Center for job seekers; Small Business Development Center for rising entrepreneurs; SAIL for seniors exploring new horizons; Continuing Education for training and workforce certifications;  Corporate College for businesses to offer their employees on-site training and professional development; Workforce and Economic Development for grantors and Texas Workforce partnerships; and Business & Community Outreach for student ambassador service and outreach.

4. Is there a clear line of communication with other units involved in or supporting each of these services?

There are multiple lines of communications between all units including:  weekly staff meeting “Roundups”, professional development, emails, sharing of referrals and opportunities from networking, campus-wide activities, one on one meetings, and joint collaborations on special events. We have found the service units responsive and supportive. For example, financial aid has been responsive to student needs and willing to provide phone and email support. Additionally, to further enhance relationships with departments with whom we interact regularly, we have scheduled regular meetings. These include meetings with IT leadership, Credit Workforce Managers, College-wide Grants Administration, and the Bursar’s team. These meetings and new communication channels provide more streamlined service and foster collaboration. 

5. Are the services offered/conducted as efficiently as possible?  
The VP of Workforce & Economic Development is working with the Institutional Research office to implement an immediate student satisfaction evaluation, covering all departments, at point in time. Data is now being collected and/or sought on several metrics related to efficiency, such as number of calls received; average wait time; retention of students; and post-completion job mobility and success. Internal surveys will also be conducted. An assessment of the flow of services in the registration office is currently being conducted and changes will be made accordingly. Surveys for all Corporate College and grant training companies provide an over 90% satisfaction rate with completed training programs. Student feedback on service received from the SAIL participants has been overwhelmingly positive, with feedback used to drive improvements to the newly implemented online registration system. 

6. How has the function evolved during the 5-year cycle?  How have the reasons for the service changed over time?
In the past, The Continuing Education and Workforce Development (CEWD) division has consisted of four distinct departments: Continuing Education (CE), the Center for Workforce & Economic Development (CWED), the Collin Small Business Development Center (Collin SBDC) and the Collin County Law Enforcement Academy (CCLEA).  The current departments include Corporate College, Continuing Education, Center for Workforce and Economic Development, Small Business Development Center, Business & Community Outreach, and Seniors Active in Learning (SAIL).  The Division has also changed leadership, creating a Vice President of Workforce & Economic Development; eliminating the AVP position; and creating/merging several new roles, including Executive Director, Corporate College; Director, Workforce & Professional Development; Executive Assistant, Vice President of Workforce & Economic Development; Program Manager, Seniors Active in Learning/Encore Careers, and Manager, Workforce & Professional Programs. The Senior Vice President of Workforce & Student & Enrollment Services is currently conducting an organizational scan and will be making recommendations and departmental adjustments accordingly to maximize performance. The departments serve different and similar segments of the Collin County community, which has grown exponentially over the last decade, with a projected 100 new residents moving in to the area daily.

As new industries grow and others show decline, our function is constantly changing to meet the workforce needs. The local economy has also experienced an influx of new businesses, potentially creating a demand for skills and new skill sets. Thus, the need for training that did not previously exist. Continual environmental scans which include regular review of reports such as the Targeted Occupations List and JobsEQ as well as contacting area employers and feedback from Advisory Board members assist CE in determining how to best meet these needs. Additionally, these functions have broadened over the last five years to include more classes targeting younger audiences (Teen Programs) as well as expanded senior (55+) participants (Seniors Active in Learning or SAIL Program.) The local demographic changes as well as a need to capture a new audience in the midst of low unemployment and our mission to serve our community has allowed us to broaden our scope of those served. Vision 2020’s goal of more than doubling the number of companies served through customized corporate training by 2020 has resulted in an increased amount of community outreach and networking activities to inform area businesses of what we are able to offer to enhance the skills of their workforce. The overall function of the department has not changed, although the areas of service have changed.  

7. What would happen if the Unit no longer provided these services and/or the services were outsourced?
If the services ended or were outsourced, the community would lose access to robust and cost-affordable education, professional development, workforce training certification programs, and life-long learning opportunities.  The college’s credibility as a contribution to the community would be diminished.  This department could no longer serve as a pathway to the academic credit programs or as a feeder to corporate, business, and community organization employment.  Due to the culture of the workforce demands in this community, the community would be in danger of losing its workforce or be subject to a less educated and/or skilled workforce.  There would no longer be a bridge to gap of socioeconomic difference, culture difference, or the challenge of earning potential.

Potentially two consequences could result from no longer providing these services.  It could contribute to a decrease in a skilled workforce, thus having a detrimental impact on the overall economy and its appeal to future business considering moving to the area.  Outsourcing could increase the cost of training for individuals, potentially to an unaffordable level.
The learning community would suffer the loss of low cost, quality continuing education and allow for more, higher-cost, for-profit training entities to move into the service area. Should Corporate College cease to exist, businesses in the community would be forced to find other providers for their training needs, most of whom cost more than the services provided by the Corporate College. Additionally, the county would suffer from an intellectual property perspective, as we would appear to have a dearth of subject-matter experts in Collin County. Subsequently, Collin County businesses would have to travel elsewhere for all their skills education. Already, a host of for-profit private training companies are on the ground trying to gain market share. The Corporate College, however, has distinguished itself as the go-to source for training and development.  

The Corporate College also produces revenue for the institution, averaging about $60,000 in training revenue annually. According to Training Magazine (2016), the national average of monies expended per employee for training, across all company size designations, is $976, with an average allotment of 53.8 hours dedicated to training per year. 

During strong enrollment periods, Continuing Education courses also generate revenue through TPEG, tuition, and state reimbursement. The revenue generated from CE course programming and the Corporate College is generally over $200,000 annually. In 2017, with additional instructional and administrative costs, the Unit took a downward turn in revenue generation, with an end of year cost deficit. The Unit, under the leadership of the Senior Vice President of Workforce & Student and Enrollment Services, is conducting an internal audit to review course fee structures, manage cost centers, and provide a more distributed approach to cost center management and budgeting. These changes will include a budget development process based on zero based budget. Zero based budgeting is defined as a method of budgeting in which all expenses must be justified for each new period. Zero-based budgeting starts from a "zero base," and every function within an organization is analyzed for its needs and costs. 

B. Benchmarking:  Review two or three comparable colleges for the way they accomplish these services.  Discuss what was  learned and what new ideas for service improvement were gained.

The Division participates annually in the National Community College Benchmarking Project, in collaboration with the College’s IRO leadership. The findings allow us to benchmark our performance, specifically related to contract training, business engagement, and growth trends. The VP of Workforce & Economic Development also conducted an informal survey with selected community college contract training units to assess and monitor the industry’s pulse on business development, revenue goals, types of training, marketing, and other areas. The findings revealed that the Corporate College has some room to grow and evolve. Executive leadership, including the District President, the Senior Vice President of Workforce & Student & Enrollment Services, and the Vice President of Workforce & Economic Development visited a state-leader in contract training, San Jacinto, for guidance on an innovative revenue-leading cost center model with plans to work in collaboration with Collin’s CFO and representatives from the Division to implement a new revenue over expenses model with greater accountability and transparency. The Corporate College models industry leaders Cuyahoga Community College (Tri-C); Johnson County Community College, Alamo College and Maricopa Community College for best practices and emerging trends.

Continuing Education has been monitoring statewide and local enrollment trends. Traditionally, when unemployment is low, workforce training does not experience growth. Based on the Collin County unemployment rate of 3%, enrollment has experienced decreases and/or slow growth. Peer community colleges in Texas, which as a state has experienced tremendous job development, has shown most Continuing Education enrollments decreasing, including a reported 8% enrollment drop by our peers at Richland College. Comparisons of course offerings, course costs, scheduling of courses, and other variables occurs regularly by each program manager, who is asked to review four nearby community colleges and two national leaders to provide insights in to best practices. Regarding the catalog courses, Richland College has gone to a once per year catalog which does not include a schedule, just the course offerings. The resulting impact will take time for them to fully evaluate. Collin has made improvements to its course schedule, which is still printed and mailed three times yearly. While this is a major cost to the division’s budget, the resulting enrollments still support the use and distribution of a printed schedule, though our long-term plan is to transition to an entirely paperless course search and registration process. The Department also met with the Executive Dean and Associate Dean, Workforce Development & Community Education, Eastfield College to look at their CE course programming, their enrollment, opportunities and challenges back in November 2017. We also looked in particular at the new Registration system at Johnson County Community College via emails to exchange ideas. As they are running on Banner and have their own separate CE registration system which is newly implemented. 
	 
	The Center for Workforce & Economic Development regularly attends conferences hosted by the Texas Workforce Commission and receives data about our Workforce board region, where we currently rank second to NCTC in SDF grant awards. 

4.  HOW DO WE IMPACT STUDENT OUTCOMES?
Make a case with evidence to show effects of the service unit on student outcomes.
· How does the service unit influence the student experience?
	Prepare students for the responsibilities and skill sets of their chosen career training.  We offer industry-specific workforce development training programs to help students enter the workforce, re-career and upgrade their current skill sets. Industry experts offer timely, accurate insights into current opportunities and challenges. We organize events that support student experience including Cookies and Conversations, Chips and Chatter, Non Profit Meet Ups, Open House, Celebration of Cultures among other events. We recently opened a Career Center at CYC to assist students entering the workforce with resume writing, job fairs, career development workshops and professional development. 
· How does the service unit influence the student environment and/or safety?
Providing a secure structure, organized classrooms and on-site patrolled protection.  A positive atmosphere is provided to secure a better learning experience for the students.
· In what way does the service unit influence student retention, persistence, and/or completion?
	Course affordability, convenient scheduling, community accessibility, clear communications and efficient student services.
· Analyze the evidence you provide.  What does it show about the Service Unit?
90 percent attendance is required for completion. Therefore, we keep accurate attendance sheets and/or class rosters to show that our retention rate across multiple certificate series and various categories is effective. We are hoping to implement electronic attendance reporting and roster submission to improve accuracy as well efficiency. Further, we are also planning to implement the Banner degree audit tool to encourage students to pursue certificates rather than individual courses. 

Section II.  Are We Doing Things Right?
5. How effectively do we communicate and how do we know?

How do we communicate?
We communicate in several ways, including:
a. Our class schedule, printed and distributed via U.S. Postal mail, three times a year: Fall, Spring & Summer. We have been conducting zip code analysis, in partnership with IRO, and reduced costs and mail outs by replacing the printed schedule with glossy, call to action post cards in low performing zip codes. Here is a snapshot of our Spring 2018 schedule: 

Spring ’18  
Total number of printed schedules:  253,000 to 11 zip codes and campuses
Total number mailed:  241,000 (Includes 2,500 students in the three post card zip codes and 2,000 who live outside the 14 zip codes where we mail.)
Total number of CE bulk mailed postcards:  47,000 to 3 zip codes  

Through collaboration with the Public Relations Unit, we have converted to a full color front and back cover. We have also begun to include information on other workforce related programs. The schedule includes related employment data to help promote registration and study in particular career fields, such as average salary and project job growth in the DFW area.  

Our goal is to go paperless by 2020 to cut costs and preserve both internal and external resources. We do currently promote online use of this publication. 

b. Workforce Open Houses, featuring our career training programs, local employers, and various college partners. Over the last two years, we have held four open houses, averaging 75 students and community members at each event. The Open Houses are typically held in the Fall (August) and Spring (January) to promote enrollment and awareness.

c. Informational Sessions: Program Managers schedule information sessions, featuring seasoned instructors who have developed the curriculum, to provide community members with information about the career pathways, expectations, and opportunities. Annually, approximately 35 information sessions are held with an average attendance of seven students. We are looking at creating videos and live webinars to increase attendance and provide greater access.

d. Press Releases: We have submitted several events and/or press releases, which were picked up by local media as well as being featured on the Collin College main website. Stories included coverage of our Truck Driving program; Skills Development Fund grant check signings; English as a Second Language SOAR Awards; and the Capital One Workforce Readiness Boot Camps. Coverage ranged from magazines (Wylie Chamber publication); newspapers (McKinney Courier Gazette; Community Impact Frisco, McKinney, and Plano); and several social media shares and shout outs from our community partners.

e. Community Networking and Events: The Division participates in several relevant Chamber, Economic Development, Workforce & Outreach/networking events. On average, team members attend approximately 5 events per month, for a minimum of sixty overall events annually. Follow-up with contacts is encouraged and a communication plan is developed.

f. Community Presentations: On average, the Division is invited to present at two events a month, highlighting various programs, including our Skills Development Fund grant training and our overall workforce and career training. 

g. One on One Meetings: Team members are given individual targets for numbers of companies and community partners to meet with each month. The goal is to collectively attain 10 meetings per month, for a total of 120 meetings annually. Monthly reports for the department monitor and report on progress toward this goal. 

h. Social media: We have launched several new Facebook pages, including dedicated pages for the Collin Corporate College, Collin Continuing Education, Collin Small Business Development Center, and Seniors Active in Learning. Over the last year, we have increased the number of likes and daily engagement on all of our pages by an average of 50 new likes. We have also collaborated with the Collin Public Relations Social Media Coordinator for training on successful social media outreach and campaigns. 

i. College Marketing Initiatives: The College has provided coverage of several events, including SDF Grant Check Signings, features in the Connection newsletter mailed county-wide, and creation of promotional videos to inform the community visually of our products and services, including Corporate College and Continuing Education informational videos.

j. Emails: Continuing Education, SAIL, SBDC, and the Corporate College each have their own respective email outreach lists, where clients/students have consented to receive email updates from the area. A communications plan is in place to provide monthly e-newsletters via constant contact. The Corporate College e-newsletters, for example, are sent to a database of approximately 350 company contacts and includes updates on upcoming open enrollment offerings, special events, return on investment of corporate training, and highlights of our corporate trainers.

Here is a snapshot of our business development client relationship management growth since 2013, as denoted by the number of companies added; number of contacts added; and number of emails sent to our corporate partners. The trend is a dramatic increase of individualized and informational/outreach and targeted emails, inspired by study of peer institution communication and outreach, as well as current literature provided by several national contract organizations, including Association of Training and Development. 















	
	# Companies added to ACT
	# Contacts added to ACT
	# Emails sent through Constant Contact
	# Email Campaigns sent through Constant Contact

	2013
	16
	117
	1,283
	1

	2104
	23
	138
	1,566
	1

	2015
	7
	130
	1,197
	1

	2016
	49
	213
	11,103
	9

	2017
	529
	970
	19,683
	10

	Total
	624
	1,568
	34,832
	22



			
Our CE newsletter is sent up to 15 times per year and is an opt in communication for external constituents and is also sent to all currently registered Continuing Education students. Currently, 13,712 contacts have opted in plus 13,735 current/recent students receive the newsletter, featuring highlighted courses and career information, via their CougarMail account. 

k. College sponsored workshops and events: Often, the Unit is invited to participate in events on campus. Examples include: 	Workforce and Career Exploration Fair at Preston Ridge (Workforce & Economic Development)
Job Fairs including Toyota (partnership with Texas Workforce Solutions)
Hosted HR Luncheon (Corporate College)
Hosted Luncheons for area Chamber of Commerce (Workforce & Economic Development)
Hosted Networking for Non Profit Organizations (CE)
Organized Small Business Summit (CE/CWED)
Organized Social Media Carnival Workshop (SBDC)
Organized High School Youth Summit (CE)
Plano Chamber Success in Business Luncheon (Corporate College)
Ask the experts sessions (Career Center)

8. How do we know if it is effective?
We monitor our success and effectiveness in several ways. For example, we track the attendees at Information Sessions and Workforce Open Houses to see if they register. We also send post-event surveys to assess satisfaction and to inform future planning. We also monitor success by resulting corporate training contracts, new partnerships, requests for meetings/more information, and grant training applications. 

9. How can we improve?
Improve our CE website. Ability to easily “shop” and “purchase” courses. Ability to see Reviews. Some good websites we have looked at include Johnson County Community College www.jccc.edu; Bellevue Community College; San Jacinto Community College; Cuyahoga County Community College www.tri-c.edu

Improve our online registration system. For prospective students wanting to register for a one-day class, they may be discouraged from registering. They have trouble finding the course, the correct term.  
Marketing: With additional resources, we will have a greater opportunity to expand our marketing/promotional campaigns including billboards, radio, TV, movie trailers, local print media, and special events.

Increased inter-campus support and collaboration. As we are charged with expanding all our programs to various Collin College campuses, we will need better communication and support including ability to reserve classroom space and labs.

	Increased outreach to existing students in order to expand their educational opportunities. 
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The Division is working in concert with the College’s Chief Public Relations Officer and the Executive Director of Institutional Research Office (IRO) to review all collateral, conduct focus groups, and create a new solidified advertising/marketing campaign. Presently, the focus is on emphasizing the career skills training benefits of Continuing Education. The Division has also elected to join the College’s overall website and web management to provide greater support and a more dynamic, yet unified look, feel and style, representative of the College’s brand while also appealing to the sophistication of business and industry partners. All collateral and websites are reviewed on a quarterly basis to maintain accuracy and provide updates. 
Primary self-study questions were adopted from “Structuring the Six Self Study Questions”, Michigan State University, 2008.                                                            17


B.  Provide unit website URLs.   If no website is available, describe plans for creation of website or explain the absence.
	Continuing Education:					www.collin.edu/ce
	SAIL:								http://www.collin.edu/sail/
	Corporate College:						http://www.collin.edu/corporatecollege/
	Small Business Development Center:				http://collinsbdc.com/
Center for Workforce & Economic Development:		http://www.collin.edu/cwed/index.html

C. Describe the process used to keep all literature and electronic sites updated.
Unit Literature Review Table
	Title
	Type (i.e. URLs, brochures, handouts, etc.)
	Date of Last Review/Update
	
	Responsible Party

	
Continuing Education Schedule
	The CE Schedule is published, printed and distributed three times a year to over 240,000 Collin County homes: Fall, Winter/Spring, & Summer.
Current edition is available here:
www.collin.edu/ce/pdf/Collin-CE-Schedule-Spring-18.pdf

	This document is updated regularly and requires cross-departmental collaboration, as well as engagement with our Public Relations Department. 
	 Current
 Accurate
 Relevant
 Available
	Lead: Coordinator, Marketing & Public Relations Continuing Education 
Director, Continuing Education
Director, CE Healthcare 

	Corporate College brochure
	This brochure is distributed to companies interested in corporate training and education.
See attachment Corporate College brochure.
	August 2017
	 Current
 Accurate
 Relevant
 Available
	Lead: Executive Director, Corporate College

	Skills for Small Business/Grant Training Flyer
	This flyer is distributed to company representatives interested in applying for grant training.
See attachment CWED flyer.
	November 2017
	 Current
 Accurate
 Relevant
 Available
	Lead: Director, Center for Workforce & Economic Development

	Seniors Active in Learning Schedule
	This schedule is produced every semester to inform the SAIL members of current course offerings and assist with registration. It is distributed via print/walk-in and emailed to all current members.
The schedule has recently been improved through collaboration with the Collin PR Department and using feedback from the SAIL members.
The current schedule is available here: http://www.collin.edu/sail/pdfs/SAIL-Spring-18-Schedule.pdf
	December 2017
	 Current
 Accurate
 Relevant
 Available
	Program Manager, Seniors Active in Learning/Encore Careers

	Small Business Development Center Economic Impact
	This brochure explains the benefits of the SBDC’s services to our area economic well-being.
See attachment: SBDC
	November 2017
	 Current
 Accurate
 Relevant
 Available
	Director, Small Business Development Center



6. HOW WELL ARE WE LEVERAGING PARTNERSHIP RESOURCES AND BUILDING RELATIONSHIPS, AND HOW DO WE KNOW?
Partnership Resources:  List any business, industry, government, college, university, community, and/or consultant partnerships, including internal Collin departments, to advance the service unit outcomes.  If a formal agreement is involved, indicate its duration.	

Partnership Resources
	Partner/Organization
	Description
	Formal Agreement Duration, if any
	Briefly explain the Partnership’s Value to Service Unit

	Capital One
	Recipients of three workforce grants, totaling nearly $300,000. Participation in a national workforce convening and cohort.
	Annual renewal/application for 3 to 5 years.
	This grant partnership contributes to our contact hour funding through creation of workforce training pathways and programming. It also affords us the opportunity to invest in various workforce training and credentialing discovery while mitigating the college’s financial risk. 

	Texas Workforce Commission
	Recipients of nearly $1 million in Skills Development Fund grant training annually.
Approved for WIOA (Workforce Investment & Opportunity Act) tuition support of specific workforce training programs that align with the targeted occupation list.
	Total grant funding designated annually. Grants awarded on a company by company basis.
WIOA programs must be approved and recertified annually. 
	This partnership is invaluable. Annually, we glean grant funded training for our employer partners that contributes to our contact hour funding. Further, WIOA funded training contributes to our tuition revenue and our contact hour funding. 





7. ARE WE HIRING QUALIFIED STAFF, AND SUPPORTING THEM WELL WITH PROFESSIONAL DEVELOPMENT, AND HOW DO WE KNOW?
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Make a case with evidence that staff are qualified, keep current, and fulfill roles that advance the service unit and the college.  List service unit employees (full-time and part-time), their roles, credentials, and known professional development activity in the last four years.
Primary Self Study Questions were adapted from Academic Program Review “Structuring the Six Self Study Questions,“ Michigan State University, 2008.                               39


As shown in the addendum, our Unit prides itself on hiring individuals who are committed practitioners of continuing education and professional development. In addition to our full-time and part-time staff captured in the addendum, we have provided our instructional staff with annual orientations for the first time in several decades to provide our instructors with standards of excellence, exposure to the College’s vision, and a spirit of support and collaboration.
Employee Resources
	Employee Name
	Role in Unit
	Credentials
	Professional Development since Last Program Review**

	See Addendum ___
	
	
	

	
	
	
	

	
	
	
	


**For convenience, if providing a listing of professional development activities, this list may be included in this document as an addendum.



8. DO WE SUPPORT THE SERVICE UNIT WELL WITH FACILITIES, EQUIPMENT, AND THEIR MAINTENANCE AND REPLACEMENT,
AND HOW DO WE KNOW?
Make a case with evidence that current deficiencies or potential deficiencies related to service unit facilities, equipment, maintenance, replacement, plans, or budgets pose important barriers to the service unit or student success.  As part of your response, complete the resource tables, below, to support your narrative.

Requested points to address, but not limited to:
· The useful life of structures and equipment, 
· Special structural requirements, and 
· Anticipated technology changes impacting equipment sooner than usual.
· If you plan to include new or renovated facilities or replacement of equipment in your service unit improvement plan, be sure to justify the need in this section with qualitative and/or quantitative data evidence of the need. 
· Analyze the evidence provided.  What does it show about the Service Unit?
· Facilities Resources
	Room/Office Location and Designation
	Description
(i.e. Special Characteristics)
	Meets Needs (Y or N):
Current          For Next 5 Years
	Describe additional needs for any “N” answer

	ARO 101
	3 Private Offices
2 Cashier Workstations
5 Registration Workstations
	         Y
	          N
	As enrollment grows, we need more registration workstations and a more welcoming space. 

	CE Suite 104
	5 Private Offices
5 Admin Workstations
	N
	N
	We need more space for all Program Managers to be in the same area. 

As we expand programs and student services, we will need additional office space. 

The reception area should be improved with a seating area, which we currently do not have space for. 

	Career Center 113
	4 Workstations
	Y
	N
	As students learn about our Career Center, we’ll need more space to accommodate them. 

	SBDC Suite 114
	5 Private Offices
1 Admin Workstation
	Y
	N
	Expected to grow by 2 Business Advisors; each need a private office. 

	Swing Office/Career Center Meeting Place 115
	
	Y
	Y
	

	SAIL 116
	1 Private Office
1 Admin Workstation
	Y
	Y
	

	Classroom 118
	
	Y
	Y
	

	Classroom 120
	
	Y
	Y
	

	Classroom 122
	
	Y
	Y
	

	Classroom 124
	
	Y
	Y
	

	Computer Lab 202
	
	Y
	N
	With constant upgrades in technology, we  will need upgraded software and hardware

	Computer Lab 204
	12 PC/6 Mac
	Y
	N
	With constant upgrades in technology, we  will need upgraded software and hardware

	Computer Lab 206
	12 PC/6 Mac
	Y
	N
	With constant upgrades in technology, we  will need upgraded software and hardware

	Computer Lab 208
	
	Y
	N
	With constant upgrades in technology, we  will need upgraded software and hardware

	Classroom 209
	
	Y
	Y
	

	Classroom 212
	
	Y
	Y
	

	Classroom 214
	
	Y
	Y
	

	Classroom 215
	
	Y
	Y
	

	Open Computer Lab 216
	
	Y
	Y
	

	Program Assistant/Instructor Office 216A
	Instructor files, folders, and copy work pick up
	Y
	N
	As we get more instructors, we need more space for their materials.

	Computer Lab 218
	
	Y
	N
	With constant upgrades in technology, we  will need upgraded software and hardware

	Computer Lab 222
	
	Y
	N
	With constant upgrades in technology, we  will need upgraded software and hardware

	Classroom 223
	
	Y
	Y
	

	Computer Lab 224
	
	Y
	N
	With constant upgrades in technology, we  will need upgraded software and hardware

	Computer Lab 226
	
	Y
	N
	With constant upgrades in technology, we  will need upgraded software and hardware

	Classroom 228
	
	Y
	Y
	

	Classroom 229
	
	Y
	Y
	

	Computer Lab 302
	
	Y
	N


	With constant upgrades in technology, we  will need upgraded software and hardware

	Classroom 304
	
	Y
	Y
	

	Classroom 306
	
	Y
	Y
	

	Hospital Lab 311
	
	
	
	

	Radiology Suite 311B
	
	
	
	

	Classroom 316
	
	Y
	Y
	

	Classroom 318
	
	Y
	Y
	

	Classroom 320
	
	Y
	Y
	

	Computer Lab 322
	
	Y
	N
	With constant upgrades in technology, we  will need upgraded software and hardware

	Classroom 324
	
	Y
	Y
	

	Classroom 326
	
	Y
	Y
	

	Computer Lab 328
	
	Y
	N
	With constant upgrades in technology, we  will need upgraded software and hardware

	Classroom 329
	
	Y
	Y
	

	Computer Lab 330

	
	Y
	N
	With constant upgrades in technology, we  will need upgraded software and hardware

	Photography Lab (no computers) 333
	
	Y
	Y
	

	Art Room 336
	
	Y
	Y
	

	Art Room 337
	
	Y
	Y
	

	Classroom 402
	
	Y
	Y
	

	Classroom 404
	
	Y
	Y
	

	Classroom 406
	
	Y
	Y
	

	Classroom 411
	
	Y
	Y
	

	Conference Room 413
	
	Y
	Y
	

	Suite 420
	9 Private Offices
3 Admin Workspaces
	Y
	N
	Additional office resources for part time support

	Classroom 422
	
	Y
	Y
	

	Classroom 424
	
	Y
	Y
	

	Classroom 426
	
	Y
	Y
	

	Classroom 428
	
	Y
	Y
	

	Corporate College Suite 430
	4 Private Offices
1 Admin Workspace
1 Conference Room
Newly renovated to meet the industry demands for training of our area businesses 
	N
	N
	We need state of the art training rooms. 

To offer competitive, high quality training to companies, we need dedicated rooms, space & technology for at least one or two training rooms. 


· Equipment ($5,000 or more)
	Current Equipment Item or Budget Amount
	Description
	Meets Needs (Y or N):
Current          For Next 5 Years
	For any “N”, justify needed equipment or budget change

	Classroom Media Podiums
	Desktop computers with projectors and audio or flat screen TV with Bluetooth wireless technology
	          N
	          N
	Many classrooms do not have podiums. Computers are placed on tables.

	Language Lab
	Interactive lab providing students with audio, digital, and computerized language study options with the latest in technology advancement.
	N
	N
	We do not have a language lab at this time. 

	Mac lab
	Dedicated Mac lab to allow for rapid growth in Mac/iOS Development
	N
	N
	We current do not have a dedicated Mac lab. 

	Computer Lab
	To allow for increase in courses requiring computers
	N
	N
	We need to add a computer lab to meet current and future needs in regards to courses that require computer usage.



· Financial Resources
	Source of Funds
(i.e. college budget, grant, etc.)
	Meets Needs (Y or N):
Current          For Next 5 Years
	For any “N”, explain why
	For any “N”, identify expected source of additional funds if needed

	Workforce grants: Skills Development Funds 
	Y
	N
	We are interested in attaining a workforce grant that will allow us to purchase major equipment and expand our workforce offerings. 
	Texas Workforce Commission JET grant (Job Employment Training)

	College Budget
	Y
	Y
	
	

	Innovation Challenge
	N
	Y
	
	May consider leveraging this internal funding source for identified needs to expand services and/or grow according to community demand.



With the continued use of Courtyard Center, there are limitations for growth. Our students and community have high expectations for access to cutting edge technology, state of the art facilities, and easily accessible buildings. At present, we do offer ease of access through convenient parking, but we appreciate the growing traffic patterns around our primary campus. Further, as other programs grow, including SAIL, so do our daily use metrics. Collaborating with other campuses to strategically schedule and launch CE Workforce programs to help with facilities is an ongoing tactic in play to assist in this area.
Section III.  Continuous Improvement Plan (CIP)
9. GIVEN OUR PRESENT STATUS, HOW DO WE INTEND TO CHANGE IN WAYS THAT HELP US ADVANCE?  
Service unit review at Collin College takes place within five-year cycles.  During the last (fifth) year of each cycle, the unit completes this instrument and submits its completed review to the Program Review Steering Committee.  There are two two-year CIP cycles within each five-year service unit review cycle.  As part of the fifth year service unit review, the unit should use the observations and data generated by this process along with data from other relevant assessment activities to develop the unit’s CIP and an action plan for the first two-year CIP cycle.  At the conclusion of the first two-year CIP cycle, data collected from the first cycle, plus any other relevant data that was collected in the interim, should be used to build on the accomplishments of the first two-year CIP cycle by developing another two-year action plan for the second CIP cycle to help the service unit accomplish the expected outcomes established in its CIP.

Our goals, in addition to those included in the Vision 2020 strategic plan, include increasing revenue while decreasing costs; increasing fundable contact hours; and diversifying revenue streams. We plan to achieve this by focusing on innovative strategies to increase enrollments, student services, student retention and diversity needs.  This includes an overall unit deep dive, led by our Senior Vice President, and resulting in a more streamlined approach to budget management, enrollment management, and a one-college approach to serving students. We are working towards creating more non-traditional programs that emphasize training according to targeted occupations and industry-specific skill sets. Our approach is data informed and enriched, leveraging current and future data trends and working in partnership with both our Collin Credit Workforce peers and our business and industry experts to insure we are offering the most relevant, timely, and competency based career training programs. 

10. HOW WILL WE EVALUATE OUR SUCCESS?  Complete the Continuous Improvement Plan (CIP) tables that follow.

Within the context of the information gleaned in this review process and any other relevant data, identify program priorities for the next two years, including at least one student learning outcome, and focus on these priorities to formulate your CIP.  You may also add short-term administrative, technological, assessment, resource or professional development outcomes as needed.

We will evaluate our success based on progress toward goals as follows:
1. Contribution to our assigned areas in Vision 2020, Collin’s strategic plan: Priority 4: Key Performance Indicator 1 related to increasing the non-credit workforce fundable contact hours component of the college-wide goal of 2,400,000 cumulative. Contribute 504,000 workforce contact hours, in maintaining our leadership status of accounting for 63% of the total noncredit workforce contact hours. We will track each year’s target accordingly, monitoring growth and adjusting programming as needed. Key Performance Indicator 2: Achieve the designated target by providing contract training to 102 companies. Priority 5: Contribute to Key Performance Indicator 1, helping the College achieve its goal of receiving $6.5 million annually of external grants by earning $1.65 million in grant funding by 2020.
2. Increase of evaluation and assessment of our services through use of surveys and soliciting feedback more regularly and by using formal methods.


CIP Outcomes, Measures & Targets Table
	A. Expected Outcome(s)
Results expected in this program/department
	B. Measure(s)
Instrument(s)/process(es) used to measure results
	C. Target(s)
Level of success expected

	
Creation of clearly identified, recognized, and launched PLA pathways for: Logistics and Operations; Construction Management; and Human Resources Management.
	
1. Number of Collin-wide approved PLA pathways achieved.
2. Number of students utilizing these pathways.
	
Three approved PLA programs.
25 students completing CE programs and transitioning to credit with use of PLA program.

	
Creation of linked Continuing Education and credit course procedures and launch of pilot program.
	1. Number of linked CE/credit workforce courses. 
2. Enrollment.
	1. 25 active linked CE/credit workforce courses
2. Cost sharing model to benefit both credit and noncredit enrollment and coverage of instructional costs.


	Implementation of a revenue over expenses cost center with more distributed, localized and transparent cost center management processes. 
	1. Creation of more budget managers and formal cost/revenue management processes.
2. Creation and implementation of a new course cost/tuition/revenue model to empower revenue attainment.
	Provide the College with $1.5 million in revenue earned over the cost of operational expenses.

	Alignment of CE workforce programs and classes with area industry credential requirements and certifications. 
	1.Number  of CE certificates aligned with nationally recognized certification.
2. Tracking of post-completion certification attainment.
	1. Addition of 10 new course pathways toward industry recognized credential. 
2. Tracking of 100 students credential success on the first test attempt.

	
Contribute to the College’s achievement of Vision 2020 as follows:
4.Workforce Programs: Expand Career and Technical Programs and Training Offerings in Alignment with Regional Labor Market Demand, and Become the Customized Training Provider of Choice for Additional Employers

5.Grant & Foundation Revenue: Promote Innovation and Diversify Revenue Streams
	
1. Enrollment: Continuing Education Fundable Workforce Contact Hours 
2. Contract Training: Number of companies contracted with
3. Number and quantity of workforce training grants (SDF, public, and private)
	
1. Contribute 60% 
2. 102 companies by 2020
3. $2.5 million of workforce training grants



Implementation of the action plan laid out in the CIP Cycle 1 Table will begin during the next academic year.

CIP Cycle 1 Table
	 Outcomes
(From Outcomes, Measures & Targets Table)


Results expected in this program/department
	 Action Plan
(Review Cycle Year 5)
Based on analysis, identify action(s) to be taken to accomplish outcome.
	 Implement Action Plan
(Review Cycle Year 1)

Implement action plan and collect data.
	Results Summary
(Review Cycle Year 2)


Summarize collected data.
	Findings
(Review Cycle Year 2)

What does data say about outcome(s)?

	Increased Continuing Education contact hours.
	Enrollment management plan implementation
	
	
	

	Increased Corporate College company engagement.
	Business development plan implementation
	
	
	

	Increased workforce grant training awards.
	Apply to 3 external private workforce training grants.
	
	
	

	Increased linked courses.
	Implement college-wide partnership and policies to promote linked courses.
	
	
	

	Increased revenue.
	Implementation of unit wide budget process.
	
	
	

	
Increased CE Prior Learning Assessment pathways to credit workforce programs.
	Identification of 3 to 5 CE PLA pathways to credit workforce programs.
	
	
	






Development of a CIP Cycle 2 action plan in the following table will occur at the end of the CIP 1 Cycle and implementation will begin during the third year of the program review cycle.
CIP Cycle 2 Table
	 Outcomes
(May come from CIP Cycle 1 Table or from the Outcomes, Measures & Targets Table if it includes any expected outcomes that were not address during CIP Cycle 1)
Results expected in this program/department
	 Adapt Action Plan
(Review Cycle Year 2)
Based on analysis, identify new action(s) or adapt prior actions to accomplish outcome.
	Implement Action Plan
(Review Cycle Year 3)


Implement new or adapted action plan and collect data
	Results Summary
(Review cycle Year 4)



Summarize collected data.
	Findings
(Review Cycle Year 4)


What does data say about outcome?
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11.  HOW DO OUR IMPROVEMENT PLANS IMPACT THE BUDGET?
A.  What additional funding beyond the unit’s base budget is needed to implement your Continuous Improvement Plan? 
Briefly describe steps your department will take to secure these funds.

B. With these additional funds, please explain how funds will be used to improve student learning or other program outcomes. 
See possible examples below:
· 
· Increase and retain enrollment
· Increase completers
· Develop resources
· Update facilities
· Expand service opportunities
· Partner to increase post-graduation employment opportunities
· Increase transfers to related baccalaureate institutions
· Increase effectiveness and/or efficiency
· Improve student performance levels
· Expand or transform services
· Anything else?  Briefly describe.
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What happens next?  The Program Review Report Pathway

A. Following approval by the Steering Committee, 
· Program Review Reports will be evaluated by the Leadership Team 
· After Leadership Team Review, the reports will be posted on the intranet prior to Fall semester.
· At any point prior to Intranet posting, reports may be sent back for additional development by the department.

B. Unit responses to the Program Review Steering Committee recommendations received by August 1st will be posted with the Program Review Report.

C. Leadership Team members will work with program supervisors to incorporate Program Review findings into planning and activity changes during the next five years.




Addendum Employee Resources
	
	Employee Name
	Role in Unit
	Credentials
	Professional Development since Last Program Review**

	Jennifer Blalock 
	Vice President, Workforce & Economic Development
	B.A. Mercyhurst University
M.Ed., University of Southern Mississippi
Ed.D., Nova Southeastern University
	Council for Adult and Experiential Learning Certification in Career and Education Advising 
TACE (2016)

Texas Workforce Summit (2017)

ACT Workforce Summit (2017)

NISSET (2016)

AACC Workforce Development Institute (2016)

Director of First Impressions (2017)

National Policy Summit on "Changing the Debate: Pathways to Pipelines" (2017)

Capital One Workforce Cohort (2016/2017)

	Adam Pitluk
	Executive Director
Corporate College
	Bachelor of Journalism, University of Missouri-Columbia
Masters Journalism, Columbia University in the City of New York
Currently enrolled in Ph.D. program at University of Oklahoma
	

	Linda Wee
	Director
Workforce and Professional Development (CE)
	MBA – International Trade
	TACE Conference 2017
NCCET Conference 2017
Collin College: Supervisory Management courses, 2017
Online Learning Certification 2017
Leading and Motivating Effective Sales Teams 2017


	Natalie Greenwell
	Director
Workforce and Economic Development (CWED)
	B.F.A. - Print Making

Texas Teacher Certification - All Levels Art

CLARA
	Texas Workforce Commission Annual Conference  2015, 2017

Capital One Foundation Grant Convening 2016-2017

DFW Platinum Corridor Symposium 2016

Student Bridge Webinar – Video Offers the Best ROI 2016

AACC WDI Conference 2016

NCCET Conference 2016

SDF Workforce Summit 2017

NASCO Workforce Forum 2017

	Marta Frey
	Director
Small Business Development Center (SBDC)
	Bachelors, Texas A&M University
	Development Center Network Annual Conference

	Terry Hockenbrough
	Director
Business and Community Outreach
	Ph. D. Public Affairs, University of Texas at Dallas
Masters Public Affairs, University of Texas at Dallas
Masters Certification in Non-Profit Management, University of Texas at Dallas
B.A. Interdisciplinary Studies
Management Development Certification with HR Specialization, Collin College
	Myers Briggs Certification, MBTI (Upcoming - December 2017)

Global Career Development Facilitation (GCDF) / Center for Credentialing and Education (Pending - November 2017)

Career Development Facilitation (CDF) / National Career Development Association  (July 2017)

Professional Certification in Grant Writing,  Grant Management USA (May 2017)

Professional Certification in Grant Management,  Grant Management USA (February 2016)

Professional Certification in Outcomes Based Assessment,  Center for Non Profit Management, Dallas (Fall 2014)

	Samantha Dean
	Manager
Workforce and Professional Programs
	B.A. English
MBA
Graduate Certificate Sustainable Business
Currently enrolled in doctoral Public Policy and Political Economy
	TACE Regional November 2014
TACE State April 2015
TACE Regional December 2016
Career Pathways Workshop June 2017
Leadership Wylie 2016-2017
Collin College Supervisor Practicum 2015

	Teresa Danner
	Manager
Campus Career Center
	Bachelor of Applied Arts and Sciences
Global Career Development Facilitator Certified (GCDF)
Associate of Applied Science
	EMSI Data for Career Development Certification


	Sherry Scamardo
	Program Manager
Seniors Active In Learning (SAIL)
	B.A. Home Economics/Fashion Merchandising 
	Notary for State of Texas
Banner Training
Cougarmart Training
Disney Institute Customer Service 2016


	John Byers
	Program Manager
Continuing Education (CE)
	M.S. Electrical Engineering
M.S. Management Science
B.S., Electrical Engineering
	Working Connections Summer Teaching Cloud Storage and Data Management July 2017
LPI Linux Essentials July 2014
Intro to Windows Command Line and Power Shell December 2013

	Jeanne Johnson
	Program Manager
Continuing Education (CE)
	B.A. Psychology
	Intermediate Excel 2013 in a Day

Emsi Analyst

Emsi Career Coach

Conflict Management Workshop

TACE Conference 2015

TACE Conference 2016

TACE Conference 2017

Co-Presenter NCCT January 2017

Ellucian 9 Training


	James Merritt
	Program Manager
Continuing Education (CE)
	M.A. Professional Development
B.S. Secondary Education, Composite Social Sciences
Texas Teacher Certification
	Certified Zig Ziglar Trainer


	Alice Hoock
	Program Manager Assistant
Continuing Education (CE)
	A.A. Accounting
	Customer Service training, 2016 and 2017
Ellucian 9 Training

	Phyllis Martin 
	Program Manager Assistant
Continuing Education (CE) 
	JTPA Certification
	Workplace Answers: FERPA for Higher Education November 2014
Inaugural Director of First Impressions Conference, October 2015
Disney Quality Service 2016
Linkedin Basics April 2016
Linkedin Advanced April 2016
Policies Acceptance Online May 2016
I-9 Training May 2016, Collin College
Outlook 365 July 2016
Electronic I9 System Equifax Webinar January 2017
Windows 8 June 2014, Collin College
Customer Service training, 2016 and 2017 

	Betty Wilson 
	Program Manager Assistant 
Continuing Education (CE)
	2 years College
	Customer Service training, 2016 

	Geneva Hauglie 
	Program Assistant (Part time)
Continuing Education (CE)
	Bachelors Social Work
	Customer Service training, 2016 
“Students First, No Excuses” training, 2017

	Michelle Wilson 
	Registration Coordinator 
(ARO)
	High school diploma
	Customer Service training, 2016 
“Students First, No Excuses” training, 2017

	James D. Turner
	Admissions & Records Assistant (ARO)
	A.A.
	Customer Service training, 2016 
“Students First, No Excuses” training, 2017

	Cynthia Hosch
	Part-time Admissions & Records (ARO)
	High school
	Customer Service training, 2016 
“Students First, No Excuses” training, 2017

	Mailan Ordone 
	Part-time Admissions & Records (ARO)
	Some college work toward A.A. in Legal Secretary

	The Secretarial Seminar. 

The Organized Receptionist    

How To Deal With Employee 
Attitude Problems.     

The Take Charge Assistant.                                       

The Take Charge Secretary.                                       

Civil Service Rules & Regulations for Supervisors 

Customer Service training, 2016 

“Students First, No Excuses” training, 2017


	Terese Miller 
	Part-time Admissions & Records (ARO)
	High school
	Customer Service training, 2016 
“Students First, No Excuses” training, 2017

	Georgia Lai 
	Part-time Admissions & Records (ARO)
	Associates Degree in Web Design, Collin College
Fellow, Life Management Institude(FLMI) in 1989
Microsoft Certified Solution Expert(MCSE) and Microsoft Certified Solution Associate (MCSA)for Windows 2000
Bridging the Gap Medical Interpretation Certification in 2014
	Customer Service training, 2016 
“Students First, No Excuses” training, 2017

	Karen Gorman 
	Part-time Admissions & Records (ARO)
	B.B.A, Stephen F. Austin State University
Paralegal Certificate, Southern Methodist University
Administrative Assistant Certificate, Collin College
Accounting Clerk Certificate, Collin College
Medical Billing Certificate, Collin College
Medical Secretary Certificate, Collin College
Client Service Professional Certificate, H&R Block Tax Services
	Customer Service training, 2016 
“Students First, No Excuses” training, 2017

	Tafadzwa Chidzungu
	Part-time Admissions & Records (ARO)
	Community Development Diploma
Child Counselling Certificate
Certified Medical Assistant
Current student, Collin College
	Customer Service training, 2016 
“Students First, No Excuses” training, 2017

	Susan Moore
	Part-time Admissions & Records (ARO)
	B.S. Business, Texas Woman’s University
B.S. Fashion Merchandising
Texas Educator Certificate- Educational Aide I
	Notary Public
Customer Service training, 2016 
“Students First, No Excuses” training, 2017

	Laura Henry 
	Assistant Director
Workforce and Economic Development (CWED)
	B.Bsca.A. - Marketing
	Annual Texas Workforce Conferences – 2014, 2015, 2016

T.A.C.E. Conference 2017

Thompson Federal Grants Forum

	Susie Davisson 
	Program Manager
Workforce and Economic Development (CWED)
	B.A.-Eureka College (Education)

M.S.- Western Illinois University (Education)
	HI-Tech Exchange Conference (2015) as part of DOL Grant- Presenter (Topic-Job Development)

TAACCTT Conference (2015) DOL Grant

LinkedIn

	Stacey Hancock 
	Grants Assistant
Workforce and Economic Development (CWED)
	2 years of college
	Banner Training

CougarMart Training

LinkedIn Training

Purchasing Procedures Training
Disney Institute Customer Service 2016

Disney Institute Leadership Excellence 2017

	Marcae Lee
	Program Manager Assistant
Workforce and Economic Development (CWED)
	9 hours college credit
Microsoft Certifications
in Word, Excel, Access,
and PowerPoint
	Banner Training

FLAC Training

CougarMart Training

Disney Institute Customer Service 2016

	Genevieve Northup
	Corporate/ Workforce Training Specialist
Corporate College
	B.S. Public Relations, University of Texas at Austin
M.B.A. University of Maryland UNUC
	Overcoming Implicit Bias for Organizational Success

	Caroline Langton
	Coordinator, Client Services
Corporate College
	B.S. Public Affairs, University of Texas at Dallas
	Wordpress

	Haley Barfield 
	Executive Assistant to Vice President
	B.A. Communication, University of North Texas
	

	Darlisa Diltz
	Business Advisor
Small Business Development Center (SBDC)
	Bachelors of Science in Marketing Management
Masters of Science in Business (MBA)
Masters of Science in Information Technology
	Project Management (PMP)
Certification of Economic 

Development and Finance
Certification of Business Consulting

Certified Business Advisor

Certified Strategic Planning Professional

Certified Business Coach

	Alex Plotkin
	Business Advisor
Small Business Development Center (SBDC)
	Bachelors Business Administration
	American Small Business Development Center Training Conference 2014
American Small Business Development Center Training Conference 2015
American Small Business Development Center Training Conference 2016
American Small Business Development Center Training Conference 2017

	Stephen Shalosky
	Business Advisor
Small Business Development Center (SBDC)
	B.S., Business Administration, Management, University of Dayton (Ohio)
	ASDC Conference 2016
ASDC Conference 2017
Several CE courses with Lynda.com on various topics

	Keith Otto
	Business Advisor
Small Business Development Center (SBDC)
	Master of Science in Innovation and Entrepreneurship, University of Texas at Dallas
Master of Business Administration, University of Texas at Dallas
Bachelor of Business Administration, Finance & Banking, University of North Texas
	ASBDC Conference 2017

ASBDC Conference 2016

ASBDC Conference 2015

Becker CPA Review 2016-2017

Pursuing MS-Acct 2017

Course Study on MS-Acct
Taken All sections of CPA exam

	Betsy Colter
	Administrative Assistant
 Small Business Development Center (SBDC)
	B.S. Finance
	

	Lori (Shelly) Ostlund
	Program Assistant (Part Time)
Continuing Education (CE)
	High School Diploma
	

	Tarita Graham
	Program Assistant (Part Time)
Continuing Education (CE)
	Associates
	

	Sue Bailey 
	Program Assistant (Part Time)
Continuing Education (CE)
	High school diploma
	

	Norma McClellan 
	Program Assistant (Part Time)
Continuing Education (CE)
	Associate Degree in Applied Arts and Science

Bachelor Of Business Administration  

	Notary for the State Of Texas
Microsoft Excel Training

	Yabsera Ayalew 
	Program Assistant (Part Time)
Continuing Education (CE)
	A.A.
Currently enrolled in B.S. for Accounting program
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