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ADMINISTRATIVE UNIT REVIEW 2010 

	1. Name of Unit:
	Continuing Education and Workforce

	
	

	2. Employees in Unit and their Titles:
	Catherine Torres – Director

	
	Lynanne  Mailloux – Assistant (full time)

	
	

	3. Please identify the purpose or role of your Unit. Indicate any changes/growth/downsizing that may have occurred in your Unit over the past year.

	The Continuing Education and Workforce unit promotes lifelong learning by extending the resources of Florida Keys Community College.  Self-supporting programs will build on the strengths and expertise of Florida Keys Community College faculty, adjunct staff and community subject matter specialists. The office of Continuing Education and Workforce develops and offer non-credit continuing education course offerings that are responsive to the professional/career development and personal enrichment needs of individuals as well as business and industry.

March of 2010 part-time assistant left department to gain full-time status in another unit of college.  The office of Continuing Education and Workforce was approved to regain a full-time assistant.  On June 1, 2010, full-time assistant was hired.  This unit has additional responsibilities than non-credit courses such as administering workforce testing and pre-admission exams for Criminal Justice Academies and Nursing.  This unit also oversees the Aquatics-pool unit.  The unit is responsible for registering students for non-credit courses and does not have the capability for students to register online.

	

	4. Explain to what extent your Unit supports other programs and/or units at this institution. Please include student and/or staff demographics relevant to your Unit and its purpose.

	The Continuing Education and Workforce unit helps various other units of FKCC by providing test administrations of exams for pre-admission to their programs.  This unit also administers certifications for students who successfully complete the units programs.

· Institute of Criminal Justice – administer the Criminal Justice Basic Abilities Test (CJBAT) for prospective recruits of the Basic Law Enforcement and Correctional Officer Academies.  This test is required by the Florida Department of Law Enforcement (FDLE).  An individual who is interested in pursuing a certification as a law enforcement or correctional officer in the state of Florida must successfully pass this exam in order to apply for an academy.

· Allied Health – administer the Test of Essential Academic Skills (TEAS) for all prospective nursing students.  The pre-nursing student is required to successfully pass this exam as one of the requirements to apply to the nursing program.

· Student Services – administer the Levels of English Proficiency (LOEP) to non-native students who are interested in pursuing a degree but have difficulty with the English language.  Based on their scores, the student will know if they need to take non-credit ESL courses to improve their English or pursue the credit EAP course(s) to obtain knowledge and reach the level to enroll in college level English courses.

· Allied Health – administer the National Registry Emergency Medical Technician certification exam (NREMT) for students who have successfully completed the Certificate in Emergency Medical Technician to become nationally certified as an EMT.

· Educational Preparation Institute – administer the Florida Teacher Certification Exam (FTCE) and Florida Educational Leadership Exam (FELE) for successful completers of the EPI program to become a Florida state certified teacher.

· Enrollment Services – Register all non-credit students for courses.

· Allied Health – Administer both the Behavioral Health Tech and Florida Specific certifications for addiction professionals.

	

	5. Please list any innovations, new projects, or local and/or state-wide efforts to improve your Unit over this past year. Indicate whether the efforts were included in your annual plan. If these were not part of your annual plan, explain how they came to be priorities and what the outcomes were.

	In May of 2010, established a Workforce Advisory Committee to create and manage partnerships and strategic alliances with local organizations to design and encompass a full range of training and educational programs, respond to local and state market needs and contribute to the economic, educational and community development of Monroe County. 

The unit received approval to become a certified test site for Prometric in October of 2010.  By receiving this approval, the unit will be able to accommodate the community needs for various certification exams.



	6. Explain your satisfaction with your assessment of your 09-10 plan and the impact that your efforts had toward achieving your objectives and outcomes – and ultimately the mission of the institution.  

	The unit objectives were met and are continually assessed on a monthly basis so that the unit achieves or exceeds the expected outcomes established for the 2010 plan.  The unit’s named changed to the Office of Continuing Education and Workforce.  A new position of Executive Director of Workforce Development was created whose responsibility is to assess, design and develop the training needs of the community. 

Along with the responsibilities of creating non-credit recreation and leisure, lifelong learning and workforce courses and reaching out to the community to accommodate the needs of the organizations, the unit is also responsible for administering workforce testing and the Aquatics (pool) unit report directly to the Director of Continuing Education and Workforce.

The assessment results were satisfactory and objectives were achieved.



	7. Identify the sufficiency of the physical, financial and personnel resources available to support your unit this past year. 

	This unit operated for over a year with a full-time director and a part-time assistant.  As of June 2010, it is currently operating with a full-time director and a full-time assistant.  With this in mind, it has been achievable to reach out to the community and connect with businesses to gain awareness of what the college can offer with regards to individual or customized training needs for their employees and/or organization and create more offerings.
 
Our unit installed a camera system mounted in room A123 to have constant viewing of the room when we are testing and be in compliance with the contracts of our testing clients.  Otherwise, we would have to have a proctor stationed in the testing room while the testers are testing.



	8. After reflecting on the purpose of your Unit, people served, and the achievements made over the past year, please identify anticipated future changes and resource needs (personnel, equipment, space, workloads, etc.) that you would like to include in this year’s (2010-2011) or next year’s (2011-2012) annual plan to promote continued growth. 

	Creation of a Testing Department at FKCC would be extremely beneficial for the college.  Currently our unit administers workforce certification exams, Criminal Justice Basic Abilities Test (CJBAT) and Testing of Essential Academic Skills (TEAS) nursing entrance exam and distance learning exams a few times a month based on room availability.  This room is shared with the Advising Department who administers the college placement tests and CLEP exams.  There should be a designated quiet testing room allocated to the Testing Department and ALL exams would be given by one department.  By creating a Testing department, availability for administering exams would be open all day which would increase revenue for the college and accommodate the college and community needs.

It would also be beneficial if the unit could obtain a surplus of laptops (approximately 10) which would be utilized to accommodate the organizations training needs and conduct the training within their facility.






	9. This Unit’s operations are:

	
	
	
	

	
	Strong
	Please explain:
	

	

	X
	Moderate
	Please explain:
	Would like to create testing centers throughout the keys.

	

	
	Weak
	Please explain:
	



	10. Please indicate your overall recommendation for this program:

	X
	Continue with current operating plans
	Please explain:
	

	

	
	Incorporate new objectives/outcomes into current 2010-2011 plan
	Please explain:
	

	

	
	Include identified future needs in the spring planning for 2011-2012
	Please 
explain:
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