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COLLEGE MISSION STATEMENT 
 
 
Delaware Technical & Community College is a statewide multi-campus community college 
committed to providing open admission, postsecondary education at the associate degree level. 
The College offers comprehensive educational opportunities including career, general, 
developmental and transfer education, lifelong learning, workforce education and training, and 
community services. 
 
The College believes in the practical value of higher education as a means of economic and 
personal advancement. The College respects and cares for students as individuals and as 
members of diverse groups, and supports their aspirations for a better life. 
 
GOALS 
 
The College will achieve its mission through these goals: 
 
1. Academic programs will prepare students for successful employment upon completion and 

transfer to a senior institution. 
 

2. Developmental education will prepare students in math and English to be successful in entry 
level college program courses and occupational skills training. 
 

3. Occupational skills training will prepare students with basic job skills to enter the labor 
market and to continue their education through degree programs. 
 

4. Continuing professional development programs for business and the professional 
community will support a competitive workforce by providing education and training to 
advance career skills, and earn/retain certifications. 
 

5. Programs, activities, and services will maximize the benefits of diversity by teaching 
students to understand multiple perspectives and effectively function in diverse groups. 
 

6. Community services and programs will provide personal enrichment opportunities and 
promote lifelong learning. 
 

7. Administrative and educational support services will provide an environment conducive to 
student learning. 
 

8. College and partnership resources will be obtained and utilized to advance the College 
Mission and Goals. 

 
 
 
 
 
 
 
Revised and approved, June 2004 
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COLLEGE VISION STATEMENT 
 
 
Delaware Technical & Community College will be: 
 
1. An institution that is nationally recognized for its educational excellence and its commitment 

to learning. 
 

2. A learning organization focused on continual improvement based on the assessment of 
student learning and services. 
 

3. A caring, supportive learning community where principles of equality and respect are 
modeled and demonstrated. 
 

4. The first choice of students seeking a quality education that is accessible and affordable. 
 

5. An educational leader in the fields of biotechnology, allied health, financial services, and 
entrepreneurship. 
 

6. A leading partner in state, national, and international initiatives which enhance educational 
opportunities and improve the economic viability of Delaware. 



Terry Campus Mission  Statement   
 
 

 
FY 05 Achievement Report – Terry Campus 3  

TERRY CAMPUS MISSION STATEMENT 
 
 
 
The Terry Campus is the centrally located campus of Delaware Technical & Community 
College, serving Kent County and surrounding communities. The Campus adheres to the 
Mission of the College and is committed to recognizing and meeting the needs of its diverse 
community by providing educational opportunities in current and emerging technologies, in 
career development, and in workplace training partnerships. Programs and practices will adhere 
to guidelines established in existing diversity plans. The Campus is committed to preparing its 
students for employment and/or for transfer to another educational institution. Technological 
trends are monitored for curricula development to enhance the employability of students and to 
promote economic growth in Delaware and beyond.   
 
GOALS 

 
1: Encourage and promote faculty and staff development in both non-credit and credit courses 

and provide recognition as they progress. (SST 6.6, C) 
 
2:    Review current staffing levels and hours of operation in day and evening support areas to 

determine the most effective use of staff hours. 
 
3: Encourage faculty and staff to participate in the new College League for Innovation 

Program. 
 
4: Enhance online services available to students/potential students. (MST 1.2, T, C) 
 
5: Determine student interest in cultural, recreational, and athletic activities. (SST 1.5,  

MST 1.1, T) 
 
6: Utilize SLOA/ESOA assessment results for improvement. (SST 5.3, MST 5.2, C) 
 
7: Develop methods to encourage and sustain innovation. 
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ADMINISTRATIVE SERVICES DIVISION 
 
 
MISSION 
 
The Administrative Services Division provides all facility and grounds services necessary to 
ensure a safe, comfortable, and pleasant building environment. The division strives to achieve 
the most conducive atmosphere for academic and community activities. 
 
 
Foster Learning 
 
Goal 1  SG1.8  Provide the facilities and equipment necessary to support a 

learning-centered, innovative college community. 
 
 Objective 1:  Develop a structured format for Public Safety Officer Training (SST7.3). 
 
 Complete:  Each campus Chief of Public Safety was responsible to write five training 

syllabi. Collegewide training was held on December 13-16, 2005; January 7 and 
21, 2005; March 11, 2005, and March 18, 2005 (makeup day). 

 
 Objective 2:  Develop a Public Safety web page (SST7.5). 
 
 Complete: The Terry Campus Chief of Public Safety worked with Cade Gibson to 

develop a collegewide Public Safety Web Page. The photographs are currently 
being updated. The Administrative Services web page is officially completed: 
www.dtcc.edu/terry/admin. The web page displays links for the collegewide 
Public Safety web page and the new work order database with instructions.  
Note: both of these pages need to be linked to the campus home page. 

 
 Objective 3:  Pursue the review of and budget request for the WATCH-MAN Patrol 

System. 
 
 Complete:  The Wilmington Campus is currently using their system; therefore, the 

Terry Campus will obtain information regarding PROX ID and quotes. This item 
has been requested in the FY 06 campus budget. 

 
 Objective 4:  In accordance with Middle States evaluation team recommendations, 

evaluate all safety and security recommendations made by the International 
Association of Campus Law Enforcement Administrators (IACLEA) and 
implement them as appropriate (SST7.4, MST7.2). 

 
 Ongoing:  This is an ongoing monthly report. As of January 2005 there were 97 

objectives, and 92 have been completed. Additionally, there are five remaining 
objectives that are in progress with the campus Chief of Public Safety 
Committee. 

 



Administrative Services Division     
 

 
FY 05 Achievement Report – Terry Campus 6  

 Objective 5:  Complete Tracer Energy Management System Training. 
 
 Complete:  The installation is 100% complete. Training was completed on 

February 14, 2005. 
 
 Objective 6:  Investigate and recommend a computerized work order system that 

allows the campus community to provide customer service feedback (SST7.2). 
 
 Complete:  The Computer Services Department developed an in-house work order 

database. The Administrative Services web page displays links for the new 
work order database with instructions. An announcement was posted on EDGE 
regarding the web page and database. We continue to make changes in the 
database as we go along, but this database does not meet all our needs. The 
other campuses have purchased School Dude, which is software that enables 
Administrative Services to track equipment replacement schedules, energy 
conservation, work orders, budget balances, etc. The in-house database does 
not have these features and is not operating at the capacity we need. Based  
on the recommendations of the Stanton/Wilmington and Owens campuses, 
funding to purchase this software was requested in the FY 06 campus budget. 

 
 Objective 7:  Develop the Systematic Preventative Maintenance Program to include 

equipment and database. 
 
 Complete:  After review, the Administrative Services Division has decided to purchase 

School Dude with the preventative maintenance module. Funding for this item 
was requested in the FY 06 campus budget. 

 
 Objective 8:  Complete Terry Campus restroom renovation (contingent on funding). 
 
 Ongoing:  The Terry Campus Building Committee has finalized partition color selection 

and partitions will be ordered in early July. 
 
 Objective 9:  Develop a formal grounds equipment replacement schedule to include 

criteria such as repair costs, age, hours of operation, etc. 
 
 Complete:  The Landscape/Horticultural Supervisor and the Administrative Assistant 

developed a computerized database for grounds equipment. All data has been 
input and current information is added daily. Consideration is being given to 
sharing the program as “read only.” 

 
 Objective 10:  Develop and implement an annual calendar for the Grounds Department 

to include all tasks performed. 
 
 Complete:  The Landscape/Horticultural Supervisor drafted a calendar and met with 

the Director of Administrative Services for review and input. The Administrative 
Assistant developed the layout and entered the information on the computer. 
The calendar is displayed in the Butler building, and will be updated as needed. 
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 Objective 11:  Develop a landscape planning calendar to identify new landscape areas 
and repair/replacement schedule for existing areas. 

 
 Complete:  The Landscape/Horticultural Supervisor made a landscape transparency 

overlay for the entire campus layout and will make landscaping comments, for 
example: R = replacement, N = new, etc. Comments will be changed according 
to budget requests. Note:  Terry Campus received a tree grant from Delaware 
Department of Transportation. The trees will be planted in fall 2005. 

 
 Objective 12:  In accordance with Middle States evaluation team recommendations, 

continue to identify and implement a continuous improvement process for 
custodial services.  Complete audit of Custodial Department operations to 
establish baseline of current services (SST7.1, MST 7.1). 

 
 Complete: The Director of Administrative Services and the Custodial Supervisor 

developed the Quality Assurance – Process Improvement Form. Each building 
is being audited on a monthly basis. 

  
 Objective 13:  Complete review of set-up impact on night shift custodial duties. 
 
 Complete:  The Director of Administrative Services tracks setups (time in and time out) 

from Custodial Setup Requests. On March 14, 2005, the Director met with the 
Business Manager, Director of CCP, and the Acting Assistant Campus Director 
to discuss options. The Director submitted a memo to the Acting Assistant 
Campus Director outlining three alternatives (two temporary part-time [TPT] 
positions, outreach programs, temporary agencies). Two TPT positions were 
requested in the FY 06 campus budget. Note:  Currently, there is one vacant 
TPT custodian position. 

  
 Objective 14:  Improve inventory control specifically in the Computer Services and 

Technology area. 
 
 Complete:  Requirements have changed regarding inventory. The current stipulation is 

that anything valued at over $5,000 should be inventoried; however, Delaware 
Tech inventories anything valued at $1,000 and over. The Computer Services 
Department manages the campus computer inventory. 

 
 Objective 15:  Complete Mail Room relocation to the Education & Technology Building. 
 
 In process:  Preliminary drawings have been received, and the Director met with 

supervisors and made revisions, which were forwarded to Moonlight 
Architecture. The new area will include a Shipping/Receiving area, Director’s 
office, Administrative Assistant’s office, Conference Room, Plan/Map Room, 
and two additional offices. The relocation will take place approximately  
January 2006. 

 
 Objective 16:  Continue to work with the Planning and Renovation Committee in the 

design and construction of the Education & Technology Building. 
 
 In process:  See Objective 15 above. French & Ryan are no longer involved with the 

project; the new architect is Moonlight Architecture. Construction will begin 
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approximately August 2005 and end approximately January 2006. In addition, 
Terry Campus has established a Campus Building Committee to be 
responsible for the following: 

♦ Develop and recommend interior finish standards such as paint, trim 
color, carpet, and flooring selections. 

♦ Develop a plan to coordinate furnishings in all buildings. 
♦ Review furniture manufacturers and recommend standards of quality for 

future purchases. 
♦ Review and recommend approval/disapproval for renovation projects 

submitted by deans and directors. 
♦ Target areas on campus for renovations and develop a priority list. 
♦ Review and recommend grounds beautification projects. 
♦ Develop position regarding distributing information (i.e., post flyers 

around campus). 
 
Promote Organizational Synergy 
 
Goal 2  SG5.4  Recognize and reward knowledge and skill development by all 

employees. 
 
 Objective 17:  Continue to provide release time for staff development in both non-credit 

and credit courses and provide recognition as they progress. 
 
 Ongoing:  During spring 2005 semester, three staff members registered for day 

courses, seven registered for night courses, and one registered for an online 
course. The Director continues to encourage professional development. 

 
Goal 3  Support collegewide and campus planning and assessment processes. 
 
 Objective 18:  Provide input for the collegewide and campus Planning Councils to aid 

in the development of a new collegewide Strategic Plan and campus plan. 
 
 Ongoing:  The Director is involved with the collegewide Planning Council and Terry 

Campus Planning Committee. 
 
 Objective 19:  Work with college/campus constituents to facilitate the implementation 

of Educational Support Outcomes Assessment (ESOA). 
 
 Ongoing:  The Director of Administrative Services and the Chief of Public Safety serve 

on the campus ESOA Committee. 
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ASSISTANT TO THE CAMPUS DIRECTOR 
 
 
MISSION 
 
The Assistant to the Campus Director is responsible for the areas of Marketing, Planning, 
Distance Learning, Information Support Services, Institutional Advancement, Alumni, Copy 
Center, and Main Receptionist on campus. The Assistant to the Campus Director serves on the 
collegewide committees that pertain to the areas below. 
 

Planning strives to increase campus effectiveness through planning, continuous  
self-study, institutional research, constituency involvement, and resource allocation.  
This component is responsible for seeing that the standards set by the Commission on 
Higher Education in the “Characteristics of Excellence in Higher Education Standards 
for Accreditation” are enacted and that the campus is in compliance. 
 
Distance Learning provides satellite, video, cable, and computer services to enhance 
the quality of instructional delivery systems. Furthermore, the division provides 
contractual communication services to the community-at-large. This component 
provides an alternative method for the delivery of education and training, enabling 
students to access campus courses and courses from other Delaware Tech 
campuses.   
 
Institutional Advancement seeks alternative public and private sources of support and 
works to build a tradition of alumni commitment. This component demonstrates to the 
community the extent to which Delaware Tech programs and services directly impact 
the quality of life in the community and merit their continuous support. 
 
Marketing communicates accurate information about the programs and services of the 
campus to a wide variety of external audiences through personal and community 
outreach, public relations, telemarketing, and print and electronic media. Through a 
coordinated marketing approach, this component strives to enhance the College’s 
image, support recruitment and enrollment goals, and provide marketing support for 
campus processes and procedures.   
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Goal 1  Continue to coordinate the campus planning process based on the collegewide 
Strategic Plan and annual campus and collegewide agendas. 

 
 Objective 1:  Implement 2002 Self-Study and 2003 Middle States Evaluation Team 

recommendations. 
 
 Complete:  A monitoring process has been implemented to track recommendations in 

campus planning documents. This will enable us to determine the status and 
actions taken for each recommendation, as well as identify recommendations 
still to be addressed. 

 
 Objective 2:  Work with members of the campus/collegewide Planning Councils to 

implement the strategic planning process.   
 
 Complete:  The strategic planning process has been initiated. New strategic directions 

have been approved by the Board of Trustees for implementation in the FY 07 
planning process. 

 
 Objective 3:  Campus constituents will participate in collegewide groups to define the 

new college and campus strategic directions by conducting an Environmental 
Scan and SWOT (Strengths, Weaknesses, Opportunities, and Threats). 

 
 Complete:  Scans and SWOTs were completed and the data collected was used in 

developing the new college strategic directions. 
 
 Objective 4:  Work with members of the campus/collegewide Planning Councils to 

implement the new collegewide planning process (SST8.3, MST8.2). 
 
 Ongoing:  The expanded campus Planning Council has taken a more active role in the 

campus planning process. The process has been refined and campus deans 
and directors are using it within their departments and divisions. Campus 
Planning Council members have a clearer understanding of the planning 
process and are ready to implement the new strategic directions. 

 
 Objective 5:  Work with members of the campus Planning Council to steer the process 

of campus mission and vision statement review in order to update the campus 
and divisional mission and vision statements to reflect the campus and the 
community, as well as the new college vision and mission statements (SST8.4). 

 
 Ongoing:  With the collegewide process completed and approved, the new strategic 

directions and the college vision and mission statements will be used during 
the coming year to complete this objective. 

 
 Objective 6:  Provide a workshop for campus Planning Council members to share the 

new collegewide planning process and how it complements the new campus 
planning process (SST8.2). 

 
 Incomplete:  This goal will be carried over to FY 06. 
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 Objective 7:  Provide additional workshops and training sessions as needed for 
campus Planning Council members to understand and implement the new 
campus planning process and outcomes assessment model (SST8.2). 

 
 Complete and ongoing. The new planning process is in place. A tracking database has 

been established and user training is in process. 
 
 Objective 8:  Work with college/campus constituents to facilitate the implementation of 

Educational Support Outcomes Assessment (ESOA). 
 
 Complete:  The campus SLOA/ESOA Coordinator did an outstanding job working with 

faculty and staff to implement campus assessments. 
 
 Objective 9:  Continue to work with counterparts to implement collegewide Marketing 

and Institutional Advancement plans for 2005. 
 
 Complete:  Even though collegewide Marketing had a new collegewide coordinator  

this past year, goals for 2005 were successfully completed. The collegewide 
coordinator for Institutional Advancement resigned and a replacement has not 
been hired. Institutional advancement goals for 2005 were not completed. The 
collegewide Institutional Advancement Committee has reviewed the plan and 
set goals for 2006 with more emphasis on campus initiatives. 

 
Target Markets 
 
Goal 2  SG3.1  Use career cluster trend information and analysis to prioritize, develop, 

and implement timely education/training solutions which respond to learner 
needs and opportunities. 

 
 Objective 10:  Continue meeting with the Course Schedule Planning Committee to 

review recommendations and expressed needs of Course Schedule users 
provided by technology advisory boards and through solicitation of input from 
students and potential students (SST1.2).  

  
 Ongoing:   

♦ Ad blocks promoting new and emerging programs have been incorporated 
within the credit course listings. These ad blocks serve to break up the 
pages for greater ease in reading.  

♦ The cover has been upgraded to higher grade gloss white and inside pages 
to white stock to enhance the appearance of the publication and increase 
pick-up appeal.  

♦ An effort has been made to use additional photos of more traditional aged 
students. This is representative of the real increase in this population at the 
campus level. 
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 Objective 11:  Review collegewide marketing goals and objectives and determine new 
ways to implement these goals into campus advertising and promotion of 
technology areas that support the collegewide branding initiative.  

 
 Ongoing: 

♦ Advertising formats adhere to the established collegewide format. 
♦ The campus coordinates advertising campaign schedules to enhance 

statewide coverage and better utilize budgeted monies. 
♦ Campus fliers, posters, and brochures use elements that support the brand 

and create an image of the one college concept. 
♦ New technologies are promoted with coordinated effort statewide; e.g., the 

back of the Course Schedule at all campuses. 
 
 Objective 12:  The Campus Web Committee will meet regularly to maintain and 

improve web presence and enhance all online services available to students.  
 
 Ongoing: 

♦ Changes were made to the campus home page to improve navigation as 
determined by student observations while performing specific navigational 
tasks (non-credit and credit students were included in the observation 
process). 

♦ New quick links have been included on the home page to direct visitors to 
specific areas of the web site where more emphasis is desired. 

♦ A new page that lists job site URLs is now available to students and 
potential students to visit external web sites with current job openings. 

 
 Objective 13:  The Campus Web Committee will identify new ways to use the web for 

recruitment of target markets and general promotion initiatives that support the 
college brand. 

 
 Ongoing:   

♦ New web pages have been created as promotional tools for specific 
campus programs/events; e.g., Week of the Young Child Conference, 
Entrepreneurship Conference, and Serving Students with disAbilities 
Conference. 

♦ The news and events link of the home page has been enhanced with 
photos and graphics. Activities/events for faculty, staff, students, and the 
community are included. 

♦ A new scholarship page lists all available scholarships, allows viewing of 
video testimonials from scholarship recipients, and includes a printable 
online application form. The Scholarship Book and the newly created 
scholarship CD promote the web address to this new page. 
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Goal 3  SG3.2  Strengthen recruitment through the development of a plan for multiple 
contacts between the college and children, youth, and adults that highlights 
career exploration and other appropriate services. 

 
 Objective 14:  Use the newly developed radio spot that targets four-year college 

students to take transfer credits with Delaware Tech while on summer break.   
 
 Complete:  This spot ran on all stations typically used for semester recruitment 

campaigns during the Easter break in April and will be scheduled again. 
 
 Objective 15:  Support the collegewide marketing effort to create a specific web page 

that targets high school students who want to transfer credits or take the first 
two years of study near home. 

 
 In process:   

♦ We are working to develop articles about recent high school graduates who 
have come to Terry Campus and have been successful and/or received 
scholarships, etc. These articles will be provided to the collegewide web 
committee for inclusion on the web page. 

♦ Live action video testimonials of scholarship recipients will be provided on  
a CD to recent high school graduates who are considering attending Terry 
Campus. 

♦ Web page designer time will be provided as a resource. 
 
 Objective 16:  Implement campus appropriate activities/communications to strengthen 

relationships with various age groups in the community. 
 
 Ongoing: 

♦ Participated in several external conferences and trade shows to 
disseminate information; e.g., 55+ Expo, Central Delaware College Fair, 
Kent General Women’s Health Summit, Lake Forest Elementary Health 
Fair, and BIE Job Fair. 

♦ Created promotional communication via printed pieces, the web, and  
a booth for on-campus conferences; e.g., Week of the Young Child 
Conference, Serving Students with disAbilities Conference, 
Entrepreneurship Conference, and DELMATYC Conference. 

♦ Provided promotional items and created handouts for on-campus tours by 
outside groups; e.g., Tae Kwan Do youth, high school youth from NYC, 
foreign youth groups, and Steppin’ Seniors from the Modern Maturity 
Center. 

 
 Objective 17:  Participate with the Enrollment Management Committee to implement 

and evaluate effectiveness of Admissions Office procedures for collecting and 
capturing inquiry data for follow-up communications with potential students 
utilizing the Banner Recruitment Module (SST1.3). 

 
 In process:   

♦ A procedural guide is being developed for suggested steps to take upon 
receipt of inquiries, including types of follow-up communication and 
timelines. 
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♦ Participate as a member of a collegewide recruitment group through the 
collegewide Marketing Committee. 

♦ Encourage use of an NCR inquiry form by all persons receiving inquiries, 
either in person or via phone. 

 
 Objective 18:  Target the high school and young adult market segment by continuing to 

focus television advertising buys on proven demographically appropriate 
networks (The WB, MTV, VH1, and Fox). 

 
 Ongoing:  A larger portion of the broadcast advertising budget was allocated to these 

networks during the past year, and an increase has been requested for the 
upcoming budget year. 

 
 Objective 19:  In an effort to reach a younger market segment, continue on-screen 

movie theater advertising with the Dover Mall Carmike Cinema. 
 
 Ongoing:  A refreshed ad was developed using young and ethnically diverse 

photography, and including all contact information and the web address.  
 
 Objective 20:  Research new ways to communicate with high school and middle school 

markets.  
 
 Ongoing:   

♦ Counselor visits to high schools were supported and encouraged by the 
Marketing Department through literature and promotional items for high 
school counselors, as well as their students; e.g., provided padfolios and 
maglights emblazoned with the Delaware Tech logo and web address as 
high school counselor gifts during Community College Month. 

♦ The Marketing Department mailed congratulatory post cards to high school 
graduates inviting them to consider Delaware Tech as their college choice. 

♦ The Marketing Department explored avenues to communicate with the 
middle school market segment. 

♦ The Audiovisual and Media Services Department expanded broadcast 
television programming to include over 200 students from 25 middle 
schools in Kent and Sussex counties who participated in the QuizMaster 
television program. 

♦ The Audiovisual and Media Services Department produced the Academic 
Challenge program for Comcast, a competition for high school students. 

♦ The HTV web site has attracted inquiries from school systems across the 
country. 
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Goal 4  SG3.3  Develop processes to define markets of prospective students  
for enrollment in education and training programs and identify the appropriate 
marketing strategies. 

 
 Objective 21:  Work with the Enrollment Management Committee to track responses to 

inquiries from potential students using reports provided by the Admissions 
Office, generated by the Banner Recruitment Module (SST1.3). 

 
 In process: 

♦ A procedural guide is being developed for suggested steps to take upon 
receipt of inquiries, including types of follow-up communication and 
timelines. 

♦ Participate as a member of a collegewide recruitment group through the 
collegewide Marketing Committee. 

♦ Encourage use of an NCR inquiry form by all persons receiving inquiries, 
either in person or via phone. 

 
 Objective 22:  Provide access to general information by developing a prominent link 

from the campus home page to the new collegewide prospective student web 
page. 

 
 Complete:  A prominent quick link to the new collegewide prospective student web 

page is now available on the campus home page. 
 
Goal 5  SG3.4  Utilize the Internet to market the College’s image, products, and 

services. 
 
 Objective 23:  The Terry Campus Web Committee will provide a prominent link on  

the campus home page to the high school web page when it is completed by 
collegewide marketing, with focus on logical and easy to remember web 
addresses that can be promoted through all other media.  

 
 In process:  Easy to remember web addresses are now being used routinely for better 

promotional opportunities. 
.   
 Objective 24:  With collaboration between the Marketing Department and the Resource 

Development Officer, develop Institutional Advancement (IA) website content 
aimed at internal and external audiences, to include IA department web pages, 
internal forms and policy, web links to funding search engines, and the option 
to donate to the DTCC Foundation online. 

 
 Incomplete:  This objective has not been met due to the resignation of the Resource 

Development Officer. This vacancy has not yet been filled. 
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Goal 6  SG3.5  Dedicate the resources necessary to build the capacity and structure of 
college marketing. 

 
 Objective 25:  Increase participation in the number of career fairs, trade shows, and 

education/technology events, directed to specific market segments, i.e., 55+ 
Expo (seniors and retirees), BIE Job Fair (unemployed and underemployed), 
and Central Delaware Education Fair (high school students).   

 
 Ongoing: 

♦ Participated in several external conferences and trade shows to 
disseminate information, e.g., 55+ Expo, Central Delaware College Fair, 
Kent General Women’s Health Summit, Lake Forest Elementary Health 
Fair, and BIE Job Fair. 

♦ Created promotional communication via printed pieces, the web, and  
a booth for on-campus conferences, e.g., Week of the Young Child 
Conference, Serving Students with disAbilities Conference, 
Entrepreneurship Conference, and DELMATYC Conference. 

♦ Provided promotional items and created handouts for on-campus tours by 
outside groups, e.g., Tae Kwan Do youth, high school youth from NYC, 
foreign youth groups, and Steppin’ Seniors from the Modern Maturity 
Center. 

 
Infuse Technology 
 
Goal 7  SG4.1  Expand course delivery methods through multiple electronic media. 
 
 Objective 26:  A new technology DVD-Rom duplicator system will be put online in 

2005, allowing twice the amount of course material on each DVD-Rom than is 
currently possible. 

 
 Complete:  The Audiovisual and Media Services Department now has two DVD-Rom 

duplication stations and capability to provide all telecourses on DVD-Rom as 
required in partnership with the Terry Campus Bookstore. All telecourses 
broadcast beginning in the fall 2005 will be from DVD source material, 
improving quality and reliability. 

 
 Objective 27:  The Audiovisual and Media Services Department will produce a 

minimum of 25% of all telecourse program duplication on DVD-Rom media in 
2005, providing course materials in both digital video and DVD-Rom formats.  

 
 Complete:  Audiovisual and Media Services Department will produce a minimum of 

50% of all telecourse material on DVD-Rom in 2006. 
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Goal 8  SG4.2  Increase student access by expanding electronic communication in 
onsite courses and increasing the number of Internet-based college offerings in 
education and training. 

 
 Objective 28:  Coordinate with collegewide information technology (IT) personnel to 

streamline the single sign-on solution to synchronize desktop user ID’s and 
passwords and to integrate other college systems with the new collegewide 
portal system. 

 
 Ongoing:  Through a collegewide technical services reorganization, a systems group 

has been established to coordinate implementation of collaborative groupware 
products and standards, including shared calendars, shared mail folders, 
internal instant messaging, content management, video conferencing, planning 
database, and work order system. 

 
Goal 9  SG4.3  Develop technology infrastructure to expand education and training 

opportunities beyond state boundaries. 
 
 Objective 29:  Work with collegewide IT staff on the expansion of collegewide 

infrastructure to enhance accessibility and support for current and future 
web-based course development and delivery.  

 
 Ongoing:  See objective 28 above.  
 
 Objective 30:  Work directly with the Dean of Instruction’s office to identify instructors 

and course development opportunities to increase the number of in-house 
courses being created in 2005. 

 
 Incomplete:  Contact was made with the Dean of Instruction; however, to date no 

instructors or course development opportunities have been identified. 
 
Goal 10  SG4.4  Maintain a high touch focus on high tech instructional development by 

providing virtual instructional support and virtual interactive student services. 
 
 Objective 31:  Continue Technical Services Department support of integration 

initiatives of technology into the distance learning facilities and the instructional 
environment (SST4.4, MST4.2). 

 
 Ongoing:  Infrastructure components have been upgraded in the Terry Campus DS3 

learning facility, including wireless instructor microphone components to ensure 
better integration with all college DS3 sites. This objective will continue to be 
addressed through a new collegewide coordination group that has been 
established to investigate, research, and recommend new and emerging 
technologies for enhancing distance learning and instructional delivery 
techniques. 

 



Assistant to the Campus Director    
 

 
FY 05 Achievement Report – Terry Campus 18  

 Objective 32:  Provide support mechanisms to instruction to facilitate technology 
integration in course delivery processes, e.g., television studio “B” will come 
online in 2005, providing a state-of-the-art video facility to instructors for 
producing course materials. 

 
 Complete:  Studio “B” is now fully integrated into the video editing control room, 

allowing instructors access to all digital production equipment in the creation  
of course materials. 

 
 Objective 33:  All new course material developed through the Audiovisual and Media 

Services Department will be designed to have the dual purpose of being easily 
adapted to a web-based online course.   

 
 Ongoing:  All new course material developed through the Audiovisual and Media 

Services Department is produced in component digital format, allowing easy 
adaptation to web-based delivery. 

 
 Objective 34:  Identify potential synergistic opportunities for increasing support of the 

Visual Communications Department by researching opportunities for students 
to gain hands-on experience by working in Delaware Tech-Comcast 
programming. 

 
 Ongoing:  The Audiovisual and Media Services Department is serving as a resource 

for summer 2005 internships for students from the Visual Communications 
program. In addition, two VSC evening courses in fall 2005 will be scheduled  
in the studio facility to allow students hands-on experience with broadcast 
video/editing equipment. 

 
Goal 11  SG4.5  Implement the new administrative software system tool to create an 

interactive college community that optimizes the effectiveness of transactions 
for students, the use of information by employees, and the efficiency of 
business practices. 

 
 Objective 35:  Continue to coordinate with collegewide technology personnel to 

establish unified support practices to enhance the effectiveness of Blackboard 
and the portal systems. 

 
 Ongoing:  A collegewide group has been established to initiate new security practices, 

including the elimination of social security numbers as the primary identifier for 
students. In addition, improved security practices are being investigated to 
include stronger password policies and installation of network device security 
access controls. 

 
Goal 12  Continue to obtain the most technical, state-of-the-art equipment to support 

current and future technology initiatives. 
 
 Objective 36:  Continue to coordinate with Administrative Services during the 

renovation of the Education & Technology Building to ensure technology 
requirements are met. 

 
 Ongoing:  See objective 31. 
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 Objective 37:  Work closely with the Director of Administrative Services and the Chief 

Public Safety Officer to provide technology solutions where appropriate to meet 
new safety initiatives. 

 
 Ongoing:  Support of the Administrative Services Division will continue to ensure that 

their technological initiatives remain consistent with federal, state, and college 
policies.  

 
Promote Organizational Synergy 
 
Goal 13  SG5.1  Develop methods to encourage and sustain innovation. 
 
 Objective 38:  Provide opportunities and encourage technical staff participation in 

professional enrichment and development programs (technical conferences, 
training seminars, and certification programs) in order to remain current in 
evolving technology (SST6.6). 

 
 Ongoing. 
 
Goal 14  SG5.2  Improve methods and processes across the institution and benchmark 

practices with other similar institutions. 
 
 Objective 39:  Increase internal access to Institutional Advancement functions and 

services through targeted news releases, TRC-sponsored luncheons, and 
other seminars. 

 
 Incomplete:  Both the college and campus Institutional Development positions are 

vacant at this time. 
 
 Objective 40:  Streamline the Institutional Advancement concept development process. 
 
 Incomplete:  Both the college and campus Institutional Development positions are 

vacant at this time. 
 
 Objective 41:  Develop and implement Institutional Advancement policy and protocol in 

conjunction with the Collegewide Institutional Advancement Committee. 
 
 Incomplete:  Both the college and campus Institutional Development positions are 

vacant at this time. 
 
Strengthen Fiscal Vitality 
 
Goal 15  SG6.1  Maintain, develop, and strengthen relationships with state government 

and the business community.  Dedicate the resources necessary to enhance, 
support, and expand the college’s institutional advancement efforts. 

 
 Objective 42:  Research and track additional funding opportunities.   
 
 Incomplete:  The Resource Development Officer position is vacant. 
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Goal 16  Plan and carry out a variety of programs and events through the Alumni 

Coordinator in order to obtain and maintain alumni involvement. 
 
 Objective 43:  Continue to identify ways to make alumni activities self-supporting. 
 
 Complete:  The 2005 phone-a-thon generated over $9,800. This amount far exceeds 

the $800 raised in 2004 via response to a general appeal letter. 
 
 Objective 44:  Resume and coordinate the alumni phone-a-thon. 
 
 Complete:  The 2005 phone-a-thon broke all records and generated over $9,800 

through pledges. An additional several thousand dollars could be generated by 
mailing solicitation letters to alumni who were not contacted during the phone-
a-thon. 

 
 Objective 45:  Develop strategies to improve regular communication between the 

Alumni Coordinator, officers, Alumni Advisory Board, membership, and alumni 
and to encourage alumni participation in the Terry Campus Alumni Association. 

 
 Ongoing:  The Alumni Coordinator is striving to improve communication with the 

Alumni Advisory Board through personal phone calls, notes, emails, and  
regular distribution of the Campus Currents newsletter. 

 
 Objective 46:  Continue to solicit active membership in the Alumni Association on a 

regular basis. 
 
 Ongoing:  Newsletters have been distributed to promote the Alumni Association, and 

the Alumni Advisory Board continues to recruit members. 
 
 Objective 47:  Continue to maintain and improve the alumni and friends database to 

allow easy access and updates by the Alumni Coordinator, and to provide a 
means for conducting the phone-a-thon. 

 
 Ongoing:  The database is a valuable tool for the Alumni Coordinator. To utilize its full 

potential, the database needs to be refined and maintained on a regular basis, 
including the download of new graduates each May. It is imperative to have a 
properly functioning database for conducting the annual phone-a-thon. At  
this time, the database is not functioning to its full potential; programming 
assistance has been requested to avoid errors and embarrassing situations. 
Once the database is functioning properly, it could be shared with other 
campuses. 

 
 Objective 48:  Strengthen and maintain the alumni website. 
 
 Ongoing:  Maintenance of the alumni website continues on a regular basis.  

Suggestions for improvement are welcome and are integrated through the 
Campus Web Committee. 
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 Objective 49:  Work with the Terry Campus Development Council. 
 
 Complete and Ongoing: The Terry Campus Development Council was active last year, 

but did not reach the anticipated level of participation. Membership and 
expectations of members should be reviewed and a new structure addressed. 

 
 Objective 50:  Plan, coordinate, and implement the first Terry Campus fundraising gala 

to expand scholarship opportunities and provide for unmet needs of students. 
 
 Complete:  The first Gourmet Gala was a huge success, netting over $89,000 for 

unmet student needs. 
 

Additional Achievements 
 

♦ The Audiovisual and Media Services Department has worked with department 
chairpersons to determine instruction rooms requiring permanent LCD projector 
installations and is working to complete installations by December 2005. 

♦ The Audiovisual and Media Services Department has increased daily delivery of 
audiovisual equipment by more than 25% in direct response to increased usage of 
ETB facilities by external CTC clients. We expect this growth to continue at the 
same rate through 2006 as more clients are introduced. 
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BUSINESS SERVICES DIVISION 
 
 
MISSION 
 
The Business Services Division provides financial accounting records, financial aid, and 
auxiliary services to assist students in obtaining their educational goals with honest, accurate, 
efficient, and courteous service.  The division strives to comply with College, State, and Federal 
regulations at all times and to maintain the financial integrity and stability of the College. 
 
 
Put Students First 
 
Goal 1  SG2.2  Foster student effectiveness in managing relationships by integrating 

competencies from the emotional dimension of intelligence in education, 
training, and services to students. 

 
 Objective 1:  Conduct a series of focus groups with students to strengthen the 

relationship between the Financial Aid Office and students.  
 
 Incomplete:  Staffing shortages experienced in the Financial Aid Office during FY 05 

necessitated the postponement of the student focus group sessions. It is 
anticipated that this objective will be fulfilled in FY 06. 

 
Goal 2  SG2.3  Improve student retention through a coordinated program of support 

and academic services. 
 
 Objective 2:  Provide campus-wide promotion of scholarships available to students  

and raise awareness of currently enrolled students about the importance of 
applying early for financial aid. 

 
 Complete:  The Terry Campus Financial Aid Office web page was brought online with 

links to the Terry Campus Scholarship Booklet, the Terry Campus Scholarship 
Application, relevant financial aid information, and scholarship opportunities. 
Additionally, through the joint efforts of the Financial Aid Officer and members 
of the Admissions, Audiovisual and Media Services, and Marketing staffs, a CD 
was created to promote admissions, financial aid, and scholarships. The CD 
contains video testimonials from previous scholarship recipients and links to 
numerous campus web pages. 

 
 Objective 3:  Expand financial aid funding in order to assist a diverse and increasing 

student population.  
 
 Complete:  FY 05 state funding for Delaware Aid to Needy Students (DANS) increased 

by $12,000, or 8.2% over the amount appropriated for FY 04. FY 05 campus 
funding for DANS increased to $44,000, a 100% increase over the FY 04 level. 
Federal funding for Pell Grants increased 14% in FY 05 over the FY 04 funding 
level. 
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Infuse Technology 
 
Goal 3  SG4.5  Implement the new administrative software system tool to create an 

interactive college community that optimizes the effectiveness of transactions 
for students, the use of information by employees, and the efficiency of 
business practices. 

 
 Objective 4:  Continue to successfully utilize the administrative software system with 

enhancements to existing Banner functions and implementation of new 
functions. 

 
 Complete:  Keypads were installed at the service counters of the Business Office, 

Financial Aid Office, and Student Services area to allow students to personally 
enter their identification numbers. This initiative addressed student privacy 
issues and greatly reduced the risk of identity theft. Through Banner, a 
Semester Waiver Report can now be generated, which has improved 
managerial oversight of the tuition/fee waiver process. This report summarizes 
all tuition/fee waivers or exemptions posted to student accounts for a given 
semester. Data can be sorted by type of waiver/exemption, which provides 
valuable information for analyses and comparisons to our sister campuses. 

 
 Objective 5:  Continue to upgrade Business Office and Financial Aid Office computer 

equipment and related software to satisfy technical standards required by the 
Banner System and the U.S. Department of Education. 

 
 Ongoing:  Two new computers were purchased for the Financial Aid Office to meet  

the revised minimum specifications needed to process federal financial aid 
information through the U.S. Department of Education computer systems. The 
deadline for compliance with this new computer standard is July 2005. These 
upgraded computer specifications should provide Financial Aid Office staff with 
adequate technical capabilities for any future upgrades to the Banner system. 
In an area related to this objective and the strategic goal “Infuse Technology,” 
three computers with Internet access were installed in the waiting area of the 
Financial Aid Office enabling students to apply online for financial aid and 
scholarships, and to complete online student loan entrance and exit 
counseling. Staff assistance is available if needed. 

 
 Objective 6:  Provide sufficient and relevant Banner training to staff to maintain 

knowledge at optimally effective level. 
 
 Ongoing:  Business Office and Financial Aid Office staff participate in collegewide 

Banner training throughout the year to ensure uniformity of best practice 
standards. Cross-training was also provided by staff within the Business and 
Financial Aid offices to facilitate greater familiarity with the more specialized 
areas in Banner.  
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Goal 4  SG4.6  Integrate the college home page with the administrative software 
system and develop the website as a point of access for prospective students, 
current students, alumni, employees, and the community for the purpose of 
exchanging information and conducting transactions related to the college. 

 
 Objective 7:  Update the Bookstore web page to provide better service to the campus 

community. 
 
 Incomplete:  The Bookstore postponed the implementation of their new web page 

because the web page vendor was releasing a new software version that  
would have a more seamless look with the campus web site. This project is 
now moving forward again. 

 
 Objective 8:  Implement the web payment function of the Banner System to provide 

students with the convenience of online payment of tuition and fees. 
 
 Incomplete:  Web payment is expected to be available only for returning credit 

students during the fall 2005 semester. The college has chosen a vendor and 
has delayed implementation until after the next software upgrade to Banner, 
which is expected to occur in August 2005. 

 
 Promote Organizational Synergy 
 
Goal 5  SG5.2  Improve methods and processes across the institution and benchmark 

practices with other similar institutions. 
 
 Objective 9:  Define and measure performance to determine current levels of 

productivity in relation to other similar organizations. 
 
 Ongoing:  The Accounting Office compiled statistical data (see Business Services  

Data – FY 2005, listed at the end of this report) related to accounting document 
processing for comparison with other campuses and two-year institutions. As 
an ESOA assessment, the Financial Aid Office compiled statistical data to 
determine student utilization of the online federal financial aid application. The 
Business Office compiled statistical data for an ESOA assessment to gauge 
the timeliness of student billing for past due account balances. To review more 
measures of performance and productivity, see the Business Services 
Division’s statistical data listed on page 30.  

 
 Objective 10:  Modify current business practices in order to meet or exceed identified 

benchmarks. 
 
 Complete:  The Accounting Office and the Bookstore now have the same version of 

QuickBooks running on one computer drive. This modified business practice 
has eliminated duplication of data entry to and reconciliation of two QuickBooks 
systems running in parallel. Accounting and Bookstore staff have a direct link to 
the same source of financial information, thereby greatly increasing productivity 
and the accuracy of the Bookstore’s financial information. The Terry campus 
continues to expand utilization of the SuperCard for travel and small 
purchases. Of 91 SuperCard holders, 36 have purchasing capabilities. The 
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increased volume of SuperCard purchase transactions saves processing time 
in the Accounting Office and complies with the State’s directive to encourage 
use of the SuperCard for small purchases. In FY 05, the campus incurred over 
$650,000 in travel and purchase expenditures with the SuperCard.  

 
 Objective 11:  Modify the new point of sale software system in the Bookstore by adding 

enhancements in order to provide better customer service. 
 
 Complete:  The point of sale software system was upgraded this year to take 

advantage of new enhancements. Instead of using one modem as the sole 
conduit for processing credit card transactions, the store’s three cash registers 
can now process concurrent credit card transactions directly through the 
Internet. This new technology has saved time and enhanced customer  
service during the busiest sales periods. The FY 04 Bookstore audit report 
recommended that detailed accounts receivable records be maintained on the 
point of sale system instead of the QuickBooks accounting software system. 
This recommendation was implemented in FY 05 and has improved 
management and control of accounts receivable. 

 
Goal 6  SG5.6  Create new ways to empower college stakeholders and encourage their 

interaction for effective problem solving and improvement. 
 
 Objective 12:  Provide more information to the campus community regarding budgeting 

issues and decisions, and provide opportunities for feedback to improve the 
process (SST5.5, MST7.3). 

 
 Ongoing:  Three open forums were held on the FY 05 budget process and budget 

allocations. After a brief overview of the FY 05 campus budget, information was 
provided regarding the campus budget process and resource allocation 
decisions, followed by a question/answer period. FY 05 campus operation 
budget and capital budget information was also shared with faculty and staff 
during In-service activities. Furthermore, the campus budget hearing schedule 
was posted on EDGE and all budget hearings were open to the entire campus 
community. 

 
Goal 7  Provide students with support beyond classroom instruction. 
 
 Objective 13:  Remain competitive in an increasingly competitive marketplace using 

niche marketing, aggressive merchandising, and providing superior customer 
service in the Bookstore. 

 
 Complete:  Bookstore sales have exceeded FY 05 budget projections. This record 

level of sales, over $1.2 million, is the product of an aggressive merchandising 
program targeted at select markets. The entire Bookstore staff participated in 
off campus customer service training this year, held by a Bookstore at another 
college. In recognition of the superior customer service provided by the 
Bookstore team, they were awarded the Excellence in Service Award at the 
Collegewide Employee Recognition Event held in May 2005. 
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 Objective 14:  Continue to develop and implement a plan for a new or expanded 
Bookstore facility. 

 
 Complete:  The Bookstore created an additional 36 square feet of sales floor space by 

moving the store entrance and installing sliding glass doors. In addition, new 
sales counters were installed that more effectively utilize the existing floor 
space and store fixtures were rearranged to yield even more selling space. As 
a result of these changes, there is better traffic flow of customers in the store 
during busy sales periods. 

 
 Objective 15:  Work to obtain the additional human resources in the Bookstore needed 

to support growth of technology and training programs. 
 
 Complete:  In response to continual student population growth and daily operational 

needs, one of the Bookstore’s regular part-time Clerk positions was converted 
to regular full-time while the Bookstore’s regular full-time Account Technician 
position was converted to regular part-time. This restructuring should leave the 
Bookstore well-positioned to serve an ever increasing number of customers at 
the counter and provide textbooks and supplies to distance learning students in 
a timely manner. 

 
 Objective 16:  Provide financial aid training and information to faculty, staff, and 

administrators. 
 
 Complete:  In conjunction with the Dean of Instruction, the Financial Aid Officer 

provided information to full-time and adjunct faculty regarding the “Return to 
Title IV” federal financial aid process triggered by the unofficial withdrawal of 
financial aid students. Emphasis was conveyed to faculty about the importance 
of timely and accurate submission of attendance rosters and the financial 
impact on the student and the campus caused by the submission of inaccurate 
attendance rosters. 

 
 Objective 17:  Monitor compliance with Title IV federal financial aid regulations by 

reviewing and ensuring implementation and providing deans and directors with 
updates of changes affecting their divisions. 

 
 Complete:  Through the collegewide Business Managers’ Committee, the collegewide 

Financial Aid Officers’ Committee recommended a change to the Vice 
President for Finance as to the method under which the “Return to Title IV” 
calculations are made for unofficially withdrawn students with federal financial 
aid. This method would replace the current practice, which requires faculty to 
report a last date of attendance (LDA) for all unofficially withdrawn students. 
The recommendation would adopt the 50% point of the semester as the default 
LDA date for all financial aid students with unofficial withdrawals, therefore 
eliminating the need for faculty to report an LDA for unofficial withdrawals. 
KPMG, the CPA firm hired by the State Auditor’s Office to conduct the State’s 
FY 04 Federal Single Audit, made the same recommendation after auditing the 
Terry Campus FY 04 federal financial aid funds. The recommendation is now 
under review by the Vice President for Finance. 

 
 



Business Services Division    

 
FY 05 Achievement Report – Terry Campus 28  

Strengthen Fiscal Vitality 
 
Goal 8  SG6.6  Establish a process that monitors the college’s business practices for 

continual improvement and cost containment. 
 
 Objective 18:  Continue to work with the campus Budget Committee to evaluate 

funding requests and pursue opportunities for resource allocation 
improvements. 

 
 Ongoing:   

♦ Campus funds were allocated in FY 05 to support a pilot program for 
campus management of the cafeteria. With an increased base of revenue 
attributable to extended afternoon hours of operation and growing demand 
for on campus catering, the cafeteria has met its FY 05 revenue goal. In 
comparison to FY 04, when the cafeteria was managed by an outside 
vendor on a contractual basis, the campus has expended approximately the 
same amount to support the cafeteria while gaining greater control over 
every facet of daily operations.  

♦ For the first time, funds were allocated in the FY 05 campus budget for 
snow removal. By so doing, the other Grounds Department projects were 
not adversely impacted when snow removal expenditures were incurred.  

♦ Alternative sources of revenue were also sought in FY 05 to support 
campus programs. One prime example was the work of the college’s Allied 
Health Task Force (AHTF), which included the Business Manager as the 
Terry Campus representative. The AHTF issued a report that included 
recommendations outlining the college’s response to the shortage of Allied 
Health and Nursing graduates. Funding to cover the operating and capital 
costs associated with the recommendations was requested from the State’s 
Health Fund Advisory Committee and Community Redevelopment Fund. 

 
 Objective 19:  Work closely with fellow campus Business Managers to develop a 

budgetary process that is similar collegewide. 
 
 Ongoing:  The collegewide Business Managers’ Committee meets monthly with the 

Vice President for Finance for comprehensive discussions on campus and 
State budgeting. During FY 05, the Business Managers prepared detailed 
justification of the need for tuition and fee increases and provided this 
information to President’s Council and the Board of Trustees through the Vice 
President for Finance. Discussions also took place regarding the funding of the 
Chief Technology Officer’s technology replacement schedule given the 
financial resources currently available to the campuses. Several funds, 
including State MCI, will provide the financial support necessary to fund the 
replacement cycle while minimizing the impact on other campus budgetary 
lines. 
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 Objective 20:  Work with the other campus Business Managers and Bookstore 
Managers to improve Bookstore business practices and implement uniform 
collegewide practices. 

 
 Ongoing:   

♦ Audit findings and recommendations from the FY 04 Bookstore audit were 
used to improve Bookstore operations in FY 05. FY 04 Bookstore audit 
recommendations implemented during FY 05 included the implementation 
of QuickBooks to serve as a continuous general ledger and financial 
reporting system for Bookstore operations.  

♦ The Bookstore’s point of sale system now provides the source information 
for daily data entry into the general ledger system.  

♦ Another audit recommendation implemented this year related to the 
utilization of a new methodology for estimating a reserve for bad debt. 
Under the new methodology and in accordance with the college’s policy for 
calculating the allowance for bad debt, a reserve is calculated for accounts 
receivable aged more than one year, aged one to three years, and aged 
more than three years.  

♦ An audit recommendation was also made in the area of cash management, 
which concerned the use of funds in excess of operating needs. The 
Business Manager has met with local bank representatives about the most 
effective investment of these funds. The bank has made a proposal that is 
currently under review by the Business Manager. 

 
Goal 9  Participate in implementation of the new collegewide outcomes assessment 

model. 
 
 Objective 21:  Participate at the college and campus level in the implementation of 

Educational Support Outcomes Assessment (ESOA) initiatives (SST8.3, 
MST8.2). 

 
 Complete:  Assessments were conducted successfully in FY 05 for the Accounting and 

Budgeting, Bookstore, Cashier, and Financial Aid service units. The Business 
Manager participated in the Mission Goal Leadership Groups to determine 
assessments for the college’s mission goals 7 and 8. 
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Cash Adjustment (CA) 80                   
Cash Receipts (CR) 515                 
Encumbrance Adjustment (EA) 23                   
Expenditure Correction (EX) 90                   
Intergovernmental Voucher (IV) 617                 
Personal Reimbursement (PE) 65                   
Purchase Order (PO) 91                   
Purchase Order Modification (PM) 6                     
Payment Voucher (PV) 1,146              

657,359$        

Checking 
Account

# of Checks 
Processed

$ Amount of 
Checks

 # of Deposits 
Processed 

$ Amount of 
Deposits

Bookstore 377 1,088,559$     372 1,036,807$     
Financial Aid 2,133 2,789,314$     37 1,932,531$     
Internal Fund 1,104 396,329$        193 390,362$        
Petty Cash 703 51,720$          17 46,844$          
Tuition Refund 216 39,210$          6 39,704$          

Annual Sales 1,234,119$     
Textbook Sales 1,060,866$     
Sales Per Square Foot 1,083$            
Sales Discounts 9,558$            
# of Sales Transactions 29,789            

Aid Year

Financial Aid 
Tracking 
Letters

 Financial Aid 
Award Letters 

Student 
Financial Aid 
Applications

2001-2002 2,283 1,027 1,590
2002-2003 2,910 1,082 1,854
2003-2004 3,684 1,731 2,077
2004-2005 4,844 1,987 2,199

BUSINESS SERVICES DATA - FY 2005

Financial Aid Information: (thru 6/15/05)

Accounting Documents Processed:

PNC SuperCard Transactions Processed and Recoded

Campus Checking Account Activity: (thru 5/31/05)

Bookstore Financial Information: (thru 6/15/05)
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CORPORATE & COMMUNITY PROGRAMS 
 
 
MISSION 
 
The Corporate & Community Program Division provides a broad range of education and training 
geared to meet specific corporate, front line, and community needs.  The division serves its 
constituency through programs in four main areas:  Conferences & Seminars, Community & 
Continuing Education, Corporate & Contract Training, and Workforce Training.  Corporate & 
Community Programs is the outreach arm of the College, encompassing special projects not 
available through other instructional areas. 
 

The Conferences & Seminars Unit serves the community by arranging meetings and classes 
in the campus Corporate Training Center and other campus facilities.  This component 
works with the public and private sector to provide conference services, including event 
planning and delivery.  Many classes and seminars are conducted utilizing the College’s 
distance learning capabilities. 

 
The Community & Continuing Education Unit serves the public by providing short-term 
classes in 23 learning institutes which are Arts & Crafts, Basic Skills, Business & Sales, 
Career Enrichment, Community, Computer Technology, Culinary, Culture & International, 
Environment, Family & Home, Health & Medical, Real Estate, Manufacturing, Management, 
Personal Enrichment, Safety, Seniors, Sports & Fitness, Travel & Transportation, Women, 
Youth, and Technical/Mechanical.  Class offerings are based on needs and interests 
identified by county residents.  They are advertised in the Course Schedule of credit and 
non-credit courses, which is published three times a year.  Continuing Education programs 
are open to everyone and offer Continuing Education Units (CEUs) for professional 
development and career advancement. 

 
The Corporate & Contract Training Unit serves Kent County businesses through designing, 
developing, and delivering company-specific training.  This component works with individual 
companies to conduct needs assessments and propose training to fulfill the identified needs 
with the goal of increasing employee productivity.  Contract training also serves as a training 
provider for businesses whose training is funded by another agency, such as the Delaware 
Economic Development Office or the State Personnel Office.  Types of training include 
technical skills and professional development. 

 
The Workforce Training Unit serves Kent County’s unemployed and underemployed 
residents through developmental programs.  This component offers programs that are 
supported primarily by State and Federal funds.  Currently, the Departments of Education 
fund the Program for Educational Alternatives in Kent County (PEAK) and Upward Bound.  
The Department of Health and Social Services and the Department of Labor sponsor 
welfare-to-work initiatives, such as Delaware’s A Better Chance welfare reform programs, 
occupational skills and career exploration programs, and short-term training in a variety of 
clerical, healthcare, and manufacturing areas (JTPA and Blue Collar).  Assistance with 
continued education and job placement are provided. 
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Foster Learning 
 
Goal 1  SG1.1  Develop a greater variety of learning options and instructional delivery 

modes to actively engage an increasingly diverse student body. 
 
 Objective 1:  In partnership with World Instructor Training School, develop a training 

program that meets the needs of personal fitness trainers. 
 
 Complete:  The Personal Fitness Training Certificate Program was offered to six 

students in October. 
 
 Objective 2:  Offer after school enrichment classes to students in grades 2-6. 
 
 Ongoing:  In collaboration with the Department of Education, academic enrichment 

camps were offered. 
 
 Objective 3:  In collaboration with the Delaware Central Chamber of Commerce and 

The Dover Century Club, conduct four Student Leadership Conferences for 
high school students in the State of Delaware. 

 
 Complete:  In partnership with business and the high school Business Professionals of 

America, the Entrepreneurship Conference was presented for 450 attendees. 
 
 Objective 4:  In conjunction with the State Personnel Office, develop and deliver an 

orientation to online training (E-Learning 101) to State of Delaware employees. 
 
 Complete:  E-Learning 101 and Succeeding in Challenging Times were delivered to 25 

State of Delaware employees. 
 
 Objective 5:  The CareerOneStop Certificate Program will be constructed and 

delivered as a web-based class through BlackBoard. 
 
 Complete:  The CareerOneStop Program was developed and delivered as a  

web-based class using the BlackBoard platform. 
 
 Objective 6:  In partnership with the Department of Education, offer computer classes 

to High School Business Professionals of America students using the WHEELS 
mobile classroom. 

 
 Complete:  The Roads Scholar Program and So You Want to be an Entrepreneur 

classes were offered monthly. 
 
Goal 2  SG1.5  Incorporate learning outcome assessment methods within each career 

pathway. 
 
 Objective 7:  Include portfolio assessment in Core Curriculum Plus, an early childhood 

program, as part of the certification process. 
 
 In process:  This program is under development with the State of Delaware for 

Training for Early Care in Education (TECE I and TECE II) courses. 
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 Objective 8:  Include portfolio assessment in the Volunteer Management Certificate 
course. 

 
 In process:  This program is under development with the Delaware Association of 

Volunteer Administrators. 
 
 Objective 9:  Evaluate the effectiveness of the Ed Express programs for the U.S. 

Department of Education and the Dollar General Foundation (SST5.6, 
MST5.2). 

 
 Ongoing:  Evaluation is being conducted by Research for Better Schools and will be 

completed in September 2005. 
 
Goal 3  SG1.7  Support faculty as learning facilitators through well-planned 

professional development. 
 
 Objective 10:  Students finishing the Child Care Licensing Program and those finishing 

the AutoCAD Certificate Course will have the opportunity to transfer their CEUs 
to credits. 

 
 Incomplete:  Internal educational career pathways have not yet been established. 
 
 Objective 11:  Provide a minimum of two professional development workshops for 

Educational Training Specialists. 
 
 Complete:  Workshops were conducted in fiscal and operation management. 
 
 Objective 12:  Provide training in Delaware State Standards and academic needs of 

special needs students for PEAK staff. 
 
 Complete:  Two instructors attended classes in improving language arts standards. 
 
 Objective 13:  Provide at least two professional development opportunities for program 

instructors. 
 
 Complete:  Advanced computer enrichment courses were offered for instructors. 
 
 Objective 14:  Evaluate program offerings for the Employee Enrichment Program. 
 
 Complete:  In collaboration with Human Resources, employee needs were determined. 
 
 Objective 15:  Offer summer and winter in-service workshops with specialized learning 

opportunities for personnel. 
 
 Complete:  Department of Labor staff attended monthly workshops on contract 

performance requirements.   
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 Objective 16:  Incorporate individual professional development plans in annual 
performance evaluations (SST6.6). 

 
 Ongoing:  Individual professional development needs are being identified for each staff 

member. 
 
Goal 4  SG1.9  Create content and delivery methods to provide students with a 

multidisciplinary approach to evaluation of information, critical thinking, and 
creative problem solving. 

 
 Objective 17:  Use a multimedia approach for instruction in youth and occupational 

skills programs. 
 
 Complete:  A variety of new technology (i.e., Visible Human) was used to 

accommodate all learning styles in youth and occupational skills programs. 
 
 Objective 18:  Use blended classes (ACT) to deliver instructional services to corporate 

customers. 
 
 Complete:  Thirty individuals were enrolled in blended instruction with ACT online 

courses. 
 
Put Students First 
 
Goal 5  SG2.2  Foster student effectiveness in managing relationships by integrating 

competencies from the emotional dimension of intelligence in education, 
training, and services to students. 

 
 Objective 19:  Deliver comprehensive student advisement in soft skill areas. 
 
 Complete:  Occupational skills and youth students participated in weekly sessions, and 

the REACH Program was offered in collaboration with a corporate partner. 
 
 Objective 20:  Offer guidance in career pathway areas to secure and advance in the 

workplace. 
 
 Complete:  Weekly information sessions were conducted to explain office and health 

care career pathways. 
 
 Objective 21:  Use a behavior modification system to improve relationship 

management among PEAK students. 
 
 Complete:  More than 100 PEAK students participated in a behavior modification point 

system, Token Economy. 
 
 Objective 22:  Administer Myers-Briggs Type Indicator (MBTI) to occupational skills 

students to improve personal and workplace relationships. 
 
 Complete:  The MBTI was administered to 55 occupational skills students. 
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 Objective 23:  Deliver workshops to employees and students in the areas of Hate 
Crimes and Conflict Resolution. 

 
 Complete: Workshops were presented at In-service, staff seminars, and the Brown 

Bag series. 
 
Goal 6  SG2.3  Improve student retention through a coordinated program of support 

and academic services. 
 
 Objective 24:  Use direct marketing to attract former students. 
 
 Complete:  Email addresses from Course Schedule Registration Forms were utilized to 

connect with former students. 
 
 Objective 25:  To attract enrollment, on the last day of class instructors will give a 

preview of upcoming classes. 
 
 Ongoing:  Instructors routinely remind students of available classes at the next level. 
 
 Objective 26:  Develop a comprehensive strategy for the retention of students in the 

youth programs. 
 
 Complete:  A calendar of activities and a system for incentives were developed for 

students in youth programs. 
 
Target Markets 
 
Goal 7  SG3.1  Use career cluster trend information and analysis to prioritize, develop, 

and implement timely education/training solutions which respond to learner 
needs and opportunities. 

 
 Objective 27:  Faculty will have the opportunity to take the online CareerOneStop 

Training Course, which will help instructors locate wages and employment 
trends, occupational requirements, state labor market conditions, and employer 
contacts nationwide. 

 
 Complete:  Program managers and instructors participated in a six-hour 

CareerOneStop workshop. 
 
 Objective 28:  Evaluate the effectiveness of the new Retail Management and Skills 

Program in meeting business needs. 
 
 Complete:  Program students were hired by Happy Harry’s Discount Drugs, Wal-mart, 

and other businesses. 
 
 Objective 29:  Continue to provide excellent service to established customers and 

launch a marketing program to reach new business in the tri-state area. 
 
 Ongoing:  Repeat business indicated existing customer satisfaction, and a marketing 

program to reach new business is planned. 
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 Objective 30:  Conduct analyses that focus on the required skill levels, existing skills 
gaps, and workforce needs of area businesses. 

 
 Ongoing:  High-demand jobs identified by the Department of Labor and the Workforce 

Investment Board have been targeted. 
 
 Objective 31:  Develop two customized/flexible programs to address work groups and 

new initiatives that meet a specific company goal. 
 
 Complete:  Evening and/or weekend training programs were conducted for Procter & 

Gamble and Comcast using the mobile classroom. 
 
 Objective 32:  Develop demonstration tools for hands-on Industrial Electrical and 

Industrial Mechanical training. 
 
 Complete:  With an instructor-built tool, training sessions of Mechanical, Electrical, 

Laboratory Skills and NEC were offered. 
 
 Objective 33:  Explore opportunities and partnerships for training needs in Homeland 

Security. 
 
 Complete:  Relationships have been developed with DEMA, DELDOT, AACC, 

HSDEC, and the USHLS Office that have resulted in ongoing training 
opportunities and the planning of a Homeland Security Conference. 

 
Goal 8  SG3.2  Strengthen recruitment through the development of a plan for multiple 

contacts between the college and children, youth, and adults that highlights 
career exploration and other appropriate services. 

 
 Objective 34:  Academic summer camps will be available to students in middle and 

high school grades. 
 
 Complete:  Twenty-five academic summer camps have been developed and are being 

conducted with 450 students registered. 
 
 Objective 35:  Create a Fifty+ Advisory Board comprised of local community leaders to 

develop classes for senior citizens. 
 
 Incomplete:  Linked with the Modern Maturity Center to offer computer classes and 

begin dialogue on advisory board needs. 
 
Goal 9  SG3.3  Develop processes to define markets of prospective students for 

enrollment in education and training programs, and identify the appropriate 
marketing strategies. 

 
 Objective 36:  Evaluate the effectiveness of current marketing of and recruitment in 

Department of Labor programs. 
 
 Complete:  Newspaper advertisements have proven to be the most effective marketing 

tool. 
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 Objective 37:  Update the information on the CCP website regularly. 
 
 Ongoing:  Actively participated on the Campus Web Committee to update CCP 

information. 
 
 Objective 38:  Strengthen current student training evaluation forms to include 

questions regarding additional training needed by the company. 
 
 Complete:  Customized training evaluations were revamped to include questions 

regarding additional training needed by the company. 
 
 Objective 39:  Devise an electronic system that uses student evaluations to identify, 

follow-up, and track corporate training areas that may require development.  
 
 Incomplete:  Software, database, and personnel are not available at this time. 
 
Infuse Technology 
 
Goal 10  SG4.1  Expand course delivery methods through multiple electronic media. 
 
 Objective 40:  Require that all staff in CCPF complete Banner training and 

demonstrate effective use of the Event Management Program. 
 
 Complete:  The Event Management Program was introduced, but is not being used. 
 
 Objective 41:  Computer instruction will be offered on company sites using WHEELS 

and wireless technology. 
 
 Complete:  Customized computer instruction was offered at Procter & Gamble, MBNA, 

Dover Air Force Base, and Dover High School. 
 
Promote Organizational Synergy 
 
Goal 11   SG5.1  Develop methods to encourage and sustain innovation. 
 
 Objective 42:  Evaluate program offerings in terms of using innovative methods to 

increase learning. 
 
 Ongoing:  The clerical skills program incorporated new workplace practicums. 
 
 Objective 43:  Establish training clusters and online opportunities that provide a means 

for smaller businesses to receive training economically. 
 
 Complete:  Launched 1,300 ACT online courses focusing on the needs of smaller 

businesses. 
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Goal 12   SG5.2  Improve methods and processes across the institution and benchmark 
practices with other similar institutions. 

 
 Objective 44:  Meet with similar non-credit program staff at other campuses to discuss 

and improve processes and meet contractual goals. 
 
 Ongoing:  Meetings to review plans, goals, and performance are conducted regularly. 
 
Goal 13  SG5.5  Continue to form strategic alliances and partnerships to further the 

college’s educational mission. 
 
 Objective 45:  Develop relationships with a minimum of five new employers. 
 
 Complete:  New relationships were developed with Hudson, Jones, Jaywork & Fisher, 

Happy Harry’s Discount Drugs, Department of Technology and Information, 
Client Logic, and DEMA. 

 
 Objective 46:  Expand and cultivate ten new business partnerships. 
 
 Complete:  An Entrepreneurial Conference was planned and conducted with 15 

business, education, and government groups. 
 
Goal 14  SG5.6  Create new ways to empower college stakeholders and encourage their 

interaction for effective problem solving and improvement. 
 
 Objective 47:  Conduct bi-monthly meetings among youth program managers for 

improved sharing of resources and information. 
 
 Ongoing:  Three program managers met on a regular basis to discuss information and 

innovations. 
 
 Objective 48:  Conduct regularly scheduled meetings with career pathway experts from 

major business clusters. 
 
 Complete:  Professional meetings were conducted in health care, retail, finance, 

manufacturing, and entrepreneurship. 
  
Strengthen Fiscal Vitality 
 
Goal 15   SG6.1  Maintain, develop, and strengthen relationships with state government 

and the business community. 
 
 Objective 49:  Continue to provide accurate fiscal and performance reports to state 

and federal contract managers. 
 
 Ongoing:  Complete and accurate reports are submitted on a monthly and annual 

basis. 
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HUMAN RESOURCES DIVISION 
 
 
MISSION 
 
The mission of the Human Resources Division is to provide leadership and expertise on human 
resource issues to accomplish the strategic objectives of Delaware Technical & Community 
College by serving as internal and external consultants to College employees in the following 
areas: 

 
 Developing and supporting a quality workforce. 
 Facilitating an efficient and effective employment process. 
 Providing a continuum of learning to support professional and organizational 

development. 
 Serving as an advocate for equity, diversity, and lifelong learning. 

 
 
Goal 1  Participate in implementation of the new collegewide outcomes assessment 

model. 
 
 Objective 1:  Participate at the college and campus level in the implementation of 

Educational Support Outcomes Assessment (ESOA) initiatives (SST8.3, 
MST8.2). 

 
 Complete:  Through active participation on the campus ESOA committee, an initial 

assessment and analysis of employee knowledge of benefit programs was 
completed, and a new document was developed for new employee orientation. 

 
Promote Organizational Synergy 
 
Goal 2  SG5.2  Improve methods and processes across the institution and benchmark 

practices with other similar institutions. 
 
 Objective 2:  Participate with collegewide Human Resources colleagues to review and 

recommend possible revisions to sections of the Personnel Policy Manual.  
 
 Complete:  Through participation on the collegewide Human Resources Committee, 

numerous sections of the college Personnel Policy Manual were reviewed and 
substantial revisions were recommended. 

 
 Objective 3:  Participate with collegewide Human Resources colleagues to develop an 

effective performance appraisal instrument for Salary Plan B employees.  
Provide guidance as requested for the development of a Salary Plan A 
instrument (SST6.1, MST6.2). 

 
 Complete:  Through participation on the collegewide Human Resources Committee, a 

uniform Salary Plan B performance appraisal instrument was developed. 
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Goal 3  Facilitate diversity in the campus workforce. 
 
 Objective 4:  Facilitate diversity in the campus workforce by ensuring that knowledge 

of employment opportunities is disseminated to a broad cross-section of the 
available labor market. 

 
 Ongoing:  Employment opportunities are widely disseminated using various print and 

electronic media. 
 
 Objective 5:  Ensure that the employment needs of the campus are satisfied on a 

timely basis while complying with all applicable policies and procedures. 
 
 Ongoing:  Positions are filled on a timely basis with sensitivity to academic and 

seasonal employment requirements. 
 
Goal 4  SG5.4 Recognize and reward knowledge and skill development by all 

employees. 
 
 Objective 6:  Develop and present a different focus with regard to the general campus 

Employee Enrichment Program.  New initiatives will support the campus 
Diversity Committee. 

 
 Complete:  Through active participation on the campus Diversity Committee, financial 

support was provided for the acquisition of training materials. 
 
 Objective 7:  Update and modify the presentation for new employee orientation.  In 

conjunction with the Office of the President Human Resources staff, develop a 
new format (CD-Rom) so that sessions may be offered on a more frequent 
basis. 

 
 Complete:  Through participation on the collegewide Human Resources Committee, 

input was provided into the development of a self-directed CD-Rom for new 
employee orientation collegewide. 

 
Goal 5  Ensure efficiency and timeliness in all Human Resources/Payroll Office 

operations. 
 
 Objective 8:  Expand knowledge and use of the PHRST system and continue to use 

available office technology in an efficient and effective manner. 
 
 Complete:  All staff are proficient in the use of available office technology. Information 

technology is embedded in operational functionality. 
 
 Objective 9:  Continue to define and refine the process for transition of the part-time 

new hire process from the departments into the Human Resources office. 
 
 Ongoing:  Human Resources staff have assumed the responsibility of initiating direct 

contact with new part-time hires to facilitate the new hire process more 
efficiently and effectively. 
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 Objective 10:  Explore the expansion of office hours to offer evening coverage to meet the 
needs of part-time employees. 

 
 Complete:  The Human Resources Office is staffed until 6:00 p.m., Monday through 

Thursday. This schedule better meets the needs of employees who work primarily 
in the evening. 

 
 Objective 11:  Support all employee constituent groups as needed with regard to accurate 

implementation and interpretation of college/campus policies. 
 
 Complete:  Meetings were conducted with employee groups or individuals, as requested, 

to provide information on new or revised policies and procedures. 
 
 Objective 12:  Ensure that all eligible employees are knowledgeable of benefits programs 

and enrollment opportunities.  Assist with the resolution of any problem, if 
possible, and complete all tasks related to benefit open enrollment periods on 
behalf of the Office of the President. 

 
 Ongoing:  All eligible employees are provided with personal, in-depth orientation about 

benefit opportunities. Problem resolution assistance is provided upon request.  
On behalf of the Office of the President, the campus Human Resources staff 
facilitates all aspects of benefit open enrollment, including support for online 
processing. 
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Human Resources Data – FY 2005 
 

 
1. FULL-TIME PERSONNEL DATA FORMS – FY ABR CHANGES  175 

2. FULL TIME PERSONNEL DATA FORMS  
(not including FY ABR changes) 

 159 

3. PART-TIME PERSONNEL DATA FORMS PROCESSED  606 

4. REGULAR FULL-TIME EMPLOYEES HIRED  29 

5. TEMPORARY FULL-TIME EMPLOYEES HIRED  16 

6. REGULAR PART-TIME EMPLOYEES HIRED  8 

7. PART-TIME EMPLOYEES HIRED  92 

8. FULL-TIME EMPLOYEES EXITED  24 

9. STAFF VACANCY ANNOUNCEMENTS  44 

10. CLASSIFIED ADS PLACED FOR PART-TIME POSITIONS  
(no formal staff vacancy announcement) 

 29 

11. WORKMAN'S COMPENSATION CLAIMS  14 

12. LEAVE REQUEST FORMS PROCESSED PER MONTH  318 

13. COMPENSATORY TIME FORMS PROCESSED  390 

14. CONTRACTS PROCESSED  886 

15. TELEPHONE, JOB LINE, AND EMAIL REQUESTS/INQUIRIES 
FOR POSTED AND TEMPORARY PART-TIME POSITIONS 

 910 

16. FULL-TIME PAYROLLS PROCESSED  26 

17. PART-TIME PAYROLLS PROCESSED  26 

18. FULL-TIME SALARY PLAN B TIMESHEETS (FLSA COVERED)  2028 

19. PAYROLL RELATED MEMOS TO PRESIDENT’S OFFICE  402 

20. BENEFIT MEMOS TO PRESIDENT’S OFFICE  159 
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INSTRUCTIONAL DIVISION 
 
 
MISSION 
 
In response to constantly changing economic and employment realities, the Instructional 
Division provides market-driven educational programs to meet students’ career and lifelong 
learning goals. The division facilitates learning through innovative competency-based 
instruction. Instructional programs utilize information technology in an expanding array of 
delivery formats to enhance learning and promote student access and success. Problem 
solving, teamwork, and effective communication competencies are among the competencies 
addressed in each technology program. The programs also offer clear educational pathways 
that connect the associate degree to secondary schools and senior institutions. 
 
 
Foster Learning 
 
Goal 1  SG1.1  Develop a greater variety of learning options and instructional delivery 

modes to actively engage an increasingly diverse student body. 
 
 Objective 1:  All (100%) technologies will utilize applied problem-solving components 

that require critical thinking skills in one or more technology courses. 
 
 Complete:  Examples of problem-solving and critical thinking components include, but 

are not limited to, case analysis, problem-based scenarios, capstone projects, 
ethical decision making, and clinical practicums. 

 
 Objective 2:  Existing and/or potential service learning components will be identified as 

an optional course component for 30% of technologies. 
 
 Ongoing:  VSC has provided service options via the Heart Ball, Salvation Army, and 

Gourmet Gala; HMS provided service options with the CDC and Silver Lake; 
and ECE provided service options in various community child care centers. 

 
 Objective 3:  Fifty percent (50%) of technologies will incorporate activities that teach 

students to understand multiple perspectives and effective functions in diverse 
groups. 

 
 Ongoing:   

♦ VSC has arranged courses so that students work in interactive teams to 
manage diverse assignments requiring multiple perspectives and opinions. 

♦ HMS students are exposed to diverse problem solving and awareness in 
Intercultural Communication, Group Dynamics, and Ethics. 

♦ Allied Health and Sciences’ Paramedic Technology incorporated learning 
modules on cultural diversity. 

♦ Engineering Technology holds labs in a team setting, which requires 
understanding multiple perspectives. 
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 Objective 4:  Alternative course schedules (Saturday morning, late afternoon, 
weekend, etc.) will be utilized in all (100%) technologies. 

 
 Complete:   

♦ All technology programs offer alternative course schedules, including ECE 
and CRJ weekend courses. 

♦ HMS, BUS, CIS, MAT, and ENG/RDG offer Saturday courses. 
♦ CNE, HMS, VSC, and Science offer late afternoon courses. 

 
 Objective 5:  Work with the other Delaware Technical & Community College campuses 

and with the Division of Libraries to foster collaborative relationships that 
maximize the use of Library resources and services across the college. 
(MST3.3). 

 
 Ongoing:  The Delaware Tech libraries have achieved consensus and have joined  

the statewide Integrated Library System, which is due to come online in  
March 2006. 

 
 Objective 6:  Develop a Biotech credit option including required course and lab 

components. 
 
 Incomplete:  This objective was addressed through the expansion of science labs and 

research into biotechnology options. Mid-year, the directional focus shifted to 
exploring nanotechnology as a program option rather than biotechnology. 

 
Goal 2  SG 1.2  Implement an electronic instructional management system that is 

based on learner competencies and that is accessible to all faculty to facilitate 
program development, articulation, and student assessment. 

 
 Objective 7:  All (100%) technologies will provide and/or enter data into planning and 

assessment databases to the extent that the databases are operational. 
 
 Ongoing:  All programs have provided SLOA data for planning and assessment, and 

databases are under construction. 
 
Goal 3  SG 1.4  Establish seamless career pathways that include both credit and 

non-credit curriculum, have multiple entry and exit points, and lead to 
employment and/or to senior institutions. 

 
 Objective 8:  A minimum of three instructional/non-credit pathways will be developed 

and approved (SST2.1, MST2.1). 
 
 Complete:  The ECE certificate program, CNA to LPN, and Medical Coding pathways 

were completed. 
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 Objective 9:  Campus technologies will assist with a minimum of two new articulations 
with senior institutions and with one or more re-articulation agreements 
(SST2.1, MST2.1).   

 
 Complete:   

♦ Led the update to the ECE/Delaware State University agreement. 
♦ Worked on the collegewide CRJ/Delaware State Police Academy 

agreement. 
♦ Collaborated on the HMS/Wilmington College agreement for psychology 

and the BUS/Goldey Beacom accounting agreement. 
♦ The ECE/Delaware State University O-K re-articulation was completed. 

 
Goal 4  SG1.5  Incorporate learning outcome assessment methods within each career 

pathway. 
 
 Objective 10:  All (100%) technologies will work with the SLOA coordinator and 

committee to conduct a minimum of one outcome assessment for every 
program within the technology (SST2.2, MST2.3, MST2.4). 

 
 Complete. 
 
 Objective 11:  Library/classroom faculty will collaborate to strengthen the outcomes 

assessment component of information literacy instruction (MST3.4) 
 
 Complete:  Library and English faculty collaborated to use TILT and BlackBoard 

literacy skills modules in all ENG 121 courses. 
  
 Objective 12:  All (100%) technology programs will develop and implement 

improvement plans as identified in Objective 10 above (MST8.1). 
 
 Complete. 
 
 Objective 13:  Pending collegewide implementation, program reviews will be 

reinstituted with a minimum of one technology program completing this process 
in 2005 (SST2.3, MST6.3). 

 
 Incomplete:  The college has not yet moved this directive forward. 
 
 Objective 14:  Pending collegewide implementation of the program review process, an 

information/training workshop will be conducted to inform and involve all faculty 
(SST2.3, MST2.2, MST6.3). 

 
 Incomplete:  The college has not yet moved this directive forward. 
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Goal 5  SG1.7  Support faculty as learning facilitators through well-planned 
professional development. 

 
 Objective 15:  All (100%) of new faculty will complete the Basic Educational 

Technology Certificate (ETC) Program. 
 
 Complete:  All faculty due to complete the New Faculty Development Plan by  

August 2005 have received the Introductory ETC Certificate. 
 
 Objective 16:  A minimum of six faculty will enroll in one or more advanced ETC 

courses and four faculty will complete the entire Advanced ETC Program. 
 
 Complete:  Four faculty members received the ETC Advanced Certificate and 17 

enrolled in advanced ETC courses. 
 
 Objective 17:  Sixty percent (60%) of adjunct faculty will attend the August adjunct 

faculty annual in-service. 
 
 Complete:  Seventy-six of 115 adjuncts (66%) attended the 2004 TRC Adjunct  

In-service.  Eighty-one percent of Math adjunct faculty also attended a Math 
Department In-service. 

 
 Objective 18:  Eighty percent (80%) of full-time faculty will participate in at least one 

approved professional development activity. 
 
 Incomplete:  Fifty percent of full-time faculty have participated in at least one 

professional development activity. Many faculty members have participated in 
numerous activities, including six earned degrees and nine lane changes. 

 
 Objective 19:  Seventy-five percent (75%) of technologies will have a minimum of one 

faculty member attend a professional conference. 
 
 Complete. 
 
 Objective 20:  The Teaching Resource Center (TRC) and/or Instructional Division will 

offer a minimum of four training workshops that address best practices in 
instructional methodologies. 

 
 Complete:  BlackBoard training, SmartRoom training, Best Practices in Adjunct Online 

Instruction, and Service Learning workshops were presented. 
 
 Objective 21:  A plan for the evaluation of all part-time faculty will be developed 

(MST6.1). 
 
 Complete:  An adjunct evaluation form was developed and approved by the 

department chairs. 
 



Instructional Division    

 
FY 05 Achievement Report – Terry Campus 47  

Goal 6  SG1.8  Provide the facilities and equipment necessary to support a 
learning-centered, innovative college community. 

 
 Objective 22:  A minimum of three classrooms will be renovated and refurnished. 
 
 Complete:   

♦ TER 217, 219, 223A, 223B, 224, 225, and 230 have been refurnished.  
♦ SET 146, 151, 126, and 129 were converted into a science lab, darkroom 

CAD lab, and MAC lab.   
♦ SET 131 and 141 received tables previously ordered for the Terry Building 

and all new chairs. 
 
 Objective 23:  All existing media carts will be evaluated to ensure that the equipment is 

sufficient to support current technology demands.  Upgrades will be made as 
necessary. 

 
 Complete. 
 
 Objective 24:  The new science lab will be completed and equipped so that classes 

can be scheduled and offered no later than spring 2005. 
 
 Complete:  The new science lab was completed and courses were offered there  

spring 2005. 
 
 Objective 25:  The library will begin renovations to include solutions to minimize 

external noise distractions and to provide space for dedicated quiet study areas 
(MS3.1). 

 
 Ongoing:  Three quiet study rooms are nearing completion. 
 
 Objective 26:  Priorities to increase the library print collection will be identified.  A 

minimum increase of 5% per year for five years to sustain the priorities will  
be reflected in the annual Instructional Division budget request (SST3.1, 
MST3.2). 

 
 Ongoing:  There was a $5000 budget increase for the library print collection for this 

year. 
 
Goal 7  SG1.9  Create content and delivery methods to provide students with a 

multidisciplinary approach to evaluation of information, critical thinking, and 
creative problem solving. 

 
 Objective 27:  Fifty percent (50%) of technologies will utilize the ENG 121 rubric  

in one or more courses that require a writing component.  This will be a 
pilot/precursor to a future Writing Across the Curriculum initiative. 

 
 Incomplete:  While the rubric was provided to faculty, it was not utilized in its complete 

form. 
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Put Students First 
 
Goal 8  SG2.2  Foster student effectiveness in managing relationships by integrating 

competencies from the emotional dimension of intelligence in education, 
training, and services to students. 

   
 Objective 28:  All (100%) technologies will include a competency from the emotional 

dimension of intelligence in one or more technology-specific course (e.g., ability 
to work effectively in a team, interpersonal skill development, etc.). 

 
 Complete:  All programs include one or more components, such as group work, 

cooperative learning assignments, and interpersonal skills-based activities. 
 
Goal 9  SG2.3  Improve student retention through a coordinated program of support 

and academic services. 
   
 Objective 29:  Seventy-five percent (75%) of faculty advisors will attend an 

Instructional Division workshop on “Best Practices in Advisement to Increase 
Retention.” 

 
 Complete:  The Dean of Instruction and the Criminal Justice Department Chair offered 

a workshop in fall 2004 on best practices in advisement. While well attended, it 
is not certain if the 75% benchmark was achieved. 

 
 Objective 30:  Best practices for in-depth advisement for students considering distance 

formats for the first time will be researched and discussed in faculty focus 
groups (SST4.5). 

 
 Incomplete:  Focus groups were not formed. 
 
Target Markets 
 
Goal 10  SG3.1  Use career cluster trend information and analysis to prioritize, develop, 

and implement timely education/training solutions which respond to learner 
needs and opportunities. 

 
 Objective 31:  All (100%) technologies will identify any/all over-subscribed and/or low 

enrollment programs within the technology and develop a plan to respond to 
learner needs and opportunities within fiscally responsible boundaries.  Plans 
will include cross-program marketing, recruitment, instructor scheduling, and 
seamless pathways as appropriate. 

 
 Ongoing:  A committee met under the lead of Dr. Lester Link to discuss low enrollment 

programs. As a result, recommendations have been made to discontinue a 
number of programs across technologies, to include those in Engineering and 
Business. 
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 Objective 32:  With input from advisory boards, a minimum of 20% of technologies will 
establish certificate/diploma options. 

 
 Ongoing:  Certificates were developed for Drug and Alcohol Counseling and 

Emergency Management. An Entrepreneurship certificate is in process of 
completion. 

 
Goal 11  SG3.2  Strengthen recruitment through the development of a plan for multiple 

contacts between the College and children, youth, and adults that highlights 
career exploration and other appropriate services. 

 
 Objective 33:  All (100%) technologies will participate in a minimum of one high school 

recruitment effort, either on campus or on site. Video presentation and/or 
activity components will be utilized in each recruitment visit. 

 
 Complete:   

♦ All technology programs participated in middle school on-site recruitment 
activities. 

♦ Three programs participated in a CR middle school recruitment activity. 
♦ ECE hosted Polytech and CR high schools on campus. 
♦ HMS developed a recruitment video. 
♦ VSC conducted recruitment at Smyrna High and Sussex Tech. 
♦ Engineering participated in recruitment activities at Everett Meredith Middle 

School and John Bassett Moore Intermediate School. 
 
Infuse Technology 
 
Goal 12  SG4.1  Expand course delivery methods through multiple electronic media. 
 
 Objective 34:  All (100%) technologies will integrate a minimum of one type of 

electronic media delivery into every course (e.g., PowerPoint, Blackboard, 
web-based assignments, smart room, etc.). 

 
 Complete:  All technology programs have incorporated PowerPoint, BlackBoard, 

and/or web-based activities into components of their programs. 
 
Goal 13  SG 4.2  Increase student access by expanding electronic communication in 

on-site courses and increasing the number of Internet-based college offerings 
in education and training. 

 
 Objective 35:  All (100%) full-time faculty and a minimum of 50% adjunct faculty in all 

technologies will utilize Blackboard as a component of every course. 
 
 Ongoing:  Approximately 80% of full-time and 25% of adjunct faculty utilize 

BlackBoard. 
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 Objective 36:  A minimum of two distance education courses (online, CD, telecourse) 
will be developed; five will be reviewed and, if appropriate, will be revised; and 
four or more additional sections of existing distance education courses will be 
offered (SST4.4, MST4.2). 

 
 Complete:   

♦ All existing courses were reviewed by the department chair. 
♦ Five new online courses were developed (four ECE and one HIS). 
♦ Three additional sections of PSY 121 and three additional sections of RDG 

120 were offered online. 
♦ One additional SOC 111 and two additional ENG 122 telecourses were 

offered. 
 
 Objective 37:  A minimum of 25% of technologies will develop one or more distributed 

courses. 
 
 Ongoing:  Engineering, ACC 101, MIS 220, and MGT 212 were developed in a 

distributed learning format. 
 
 Objective 38:  The Instructional Division will identify a cohort of at least ten dedicated 

online adjunct instructors across technologies and train and prepare them to 
teach online courses based on best instruction practices methodology. 

 
 Incomplete:  Some adjunct instructors have been identified, but to date none have 

been trained. 
 
Promote Organizational Synergy 
 
Goal 14  SG5.3  Develop processes to integrate planning, resource development, and 

marketing for increased effectiveness. 
 
 Objective 39:  The Instructional Division will revise and communicate its internal 

planning, budgeting, and marketing processes so that all components are 
easily understood, implemented, and integrated by 50% of department 
chairpersons. 

  
 Ongoing. 
 
 Objective 40:  The Dean of Instruction will communicate the 2005 divisional budget 

and operational plan to all full-time faculty through a dedicated portion of 
August In-service (SST5.5). 

 
 Complete. 
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Goal 15  SG5.4  Recognize and reward knowledge and skill development by all 
employees. 

 
 Objective 41:  Faculty accomplishments and development will be recognized monthly 

through multiple sources to include campus and college publications, the 
instructional showcase, and individual certificates and cards of recognition. 

 
 Complete:  Faculty accomplishments are shared with the Acting Assistant Campus 

Director, cards of appreciation are routinely sent to appropriate faculty, and a 
display case monthly showcases and highlights faculty and departmental 
accomplishments. 

 
Goal 16  SG5.6  Create new ways to empower college stakeholders and encourage their 

interaction for effective problem solving and improvement. 
 
 Objective 42:  An evaluation tool for adjunct faculty will be developed and implemented 

to evaluate all adjunct faculty in spring 2005. 
 
 Ongoing:  The tool was developed and implementation has begun in a number of 

departments. 
 
 Objective 43:  As a component of the August in-service, the Dean of Instruction will 

communicate to all full-time and adjunct faculty the assessment of learning 
outcomes and resulting strategies for improvement in learning processes, 
environment, and instructional strategies (SST5.3, MST5.2). 

 
 Ongoing. 
 
Strengthen Fiscal Vitality 
 
Goal 17  SG6.3  Develop business plans focused on the changing methods in the way 

education is delivered by the college and the potential impact on revenues and 
expenses. 

 
 Objective 44:  A minimum of three grants will be approved and submitted in an effort to 

secure additional revenues for instructional initiatives. 
 
 Complete:   

♦ ABE/GED and Paramedic grants have been submitted and approved. 
♦ VSC, Engineering, BUS, and MAT all received college faculty grants. 

 
Goal 18  SG6.5  Establish a process that monitor’s the college’s business practices for 

continual improvement and cost containment. 
 
 Objective 45:  The Instructional Division will utilize the results of the 2004-2005 SLOA 

plans to formulate its operational plan and budget for FY 06. 
 
 Complete:  SLOA results have been included in the Instructional Division FY 06 

Operational Plan. 
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Goal 19  SG6.6  Develop avenues and sources of funding to facilitate professional 
development. 

 
 Objective 46:  A minimum of one grant proposal will be approved and submitted in an 

effort to seek sources of funding to facilitate the professional development of 
adjunct faculty (SST6.7). 

 
 Complete:  HMS submitted two grant proposals; one was funded. 
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STUDENT SERVICES DIVISION 
 

MISSION 
 
The mission of the Student Services Division at Delaware Technical & Community College is to 
provide comprehensive and diverse opportunities for students that enhance the mission of the 
College through student development.  The division promotes the academic, personal, and 
professional growth of students.  Comprehensive student services cultivate opportunities, 
challenges, and a safe environment for diverse students to build leadership, citizenship, and 
interpersonal skills.  Student services are provided to assist students in developing decision-
making skills, which will aid them in personal and academic planning.  The division has a 
tradition of maintaining lifelong learning relationships with the college community by creating 
strong alliances and partnerships. 
 
The responsibilities of the Student Services Division include three major objectives.  The first 
objective is to provide services to a dynamic multicultural community.  The division strives to 
promote courteous, high-quality services to the College community in a convenient and efficient 
manner.  The second objective is student development.  This is accomplished by promoting the 
social, cultural, intellectual, emotional, and career development of students.  The third objective 
is to promote community.  We create a friendly and accessible college environment that helps 
students set and train for realistic career goals, while fostering understanding of a diverse 
student population. 
 
The Division is committed to providing continuous services in the following functional areas: 

 
1. Academic Support Services 11. Peer Support 
2. Admissions and Assessment 12. Placement Services 
3. Adult Student Support Services 13. Recruitment 
4. Athletics 14. Registration 
5. Career Counseling 15. Student Activities, Clubs, and  
6. Counseling  Organizations 
7. Distance Learning and Electronic Campus 

Support Services 
16. Students with Special Needs Support 

Services 
8. First-Year Student Success Courses  17. Transfer Counseling 
 and College Readiness Programming 18. Veterans Affairs 
9. Foreign Student Services and Support 19. Women’s Center Support Services 
10. Health Services  
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Put Students First 
 
Goal 1  SG2.1  Strengthen the Student Services program to support students in 

becoming better learners and responsible decision makers. 
 
 Objective 1:  Implement the ESOA Assessment Model within each unit of the Student 

Services Division (SST5.3, MST5.2, MST1.4). 
 
 In process:  The ESOA assessment model has been implemented within the 

Admissions, Student Activities, and Career Services units of the division. Data 
have been gathered and analyzed for the Admissions and Student Activities 
outcomes. Data are currently being gathered for the Career Services outcomes 
and final analysis will begin when 2005 graduate information is available. It was 
decided collegewide to implement the ESOA model in the Student Records unit 
during FY 06. 

 
 Objective 2:  Increase student use of Career Center services. 
 
 Ongoing:   

♦ The Terry Campus Career Assessment and Placement Center has 
implemented a pre-nursing career assessment program to assist the 
numerous nursing student applicants in making realistic career choices. 

♦ Analysis of data collected indicates a significant increase in the use of 
Career Center services during FY 05, notably in the use of various testing 
and assessment instruments.  

♦ Counselors have referred more students to the center for assistance with 
part-time and full-time employment.  

♦ Class sessions for both the Mastering College Life and the Career and Life 
Planning seminars are being conducted in the Career Center to increase 
student familiarity and use of the center. 

 
   
 
 
  
 
 
 
 
 
  
 
 
 Objective 3:  Evaluate the current use of counseling resources for their most effective 

and efficient use (SST1.1) 
 
 Ongoing:   

♦ Counselors continue to use the Admission Interview Questionnaire to 
evaluate the effectiveness of interviews conducted with all newly admitted 
and re-admitted students. 

ASSESSMENT/SERVICE FY 05 (THRU 
5/15/05) 

DISCOVER  214 
MBTI  164 
PNCAT  20 
RNCAT  10 
PRE-ADMISSION PN & RN  138 
RESUMES/COVER LETTERS 
(created or modified) 

  
 28 
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♦ During peak periods, counselors’ work routines are changed from individual 
student interviews to group interviews. Additional counseling support is also 
provided through the use of Student Support Services program staff, as 
needed. After peak periods, the number of evening counselors is 
significantly reduced. 

♦ Counselor contact at the Dover Air Force Base has been reduced to one  
day each week and attendance at the Newcomer’s Orientation has been 
eliminated. 

♦ Counselors have undertaken a new high school recruitment venue at the 
Campus Community High School. 

 
 Objective 4:  Explore the possibility of converting the Student Government Association 

to a Student Activities Board in order to expand opportunities for students to 
participate in both on and off-campus activities (SST1.6). 

 
 Complete:  Students were surveyed, and the results indicated that they preferred to 

maintain the current SGA structure. There was a significant increase in student 
activities during FY 05, both on and off campus. 

 
Goal 2  SG2.3  Improve student retention through a coordinated program of support 

and academic services. 
 
 Objective 5:  Develop components of a Student Services Outcomes Assessment Plan 

for Admissions and the Assessment/Career Center that will effectively evaluate 
programs and services in those departments (MST1.4). 

 
 In process:   

♦ An ESOA plan has been implemented for Admissions to track students that 
are accepted for spring 2005-52, but did not register before the close of 
registration for the accepted term. The plan will also track the percentage of 
students that are accepted and enroll in each program. This plan will be 
utilized for each term.  

♦ The Assessment/Career Center ESOA plan has also been approved. Data 
are currently being gathered. Final analysis will begin once 2005 graduate 
survey information is available. 

 
 Objective 6:  Offer training to students on the use of Banner Web, Web Mail, and 

Blackboard, and utilize Blackboard as much as possible for class assignments 
and activities. 

 
 Complete:  Training was provided on the use of Banner Web, Web Mail, and 

BlackBoard in the Career and Life Planning seminars, as well as all technology 
seminars, during fall and spring semesters. Day and evening workshops were 
made available for all students throughout the fall semester. BlackBoard 
training was also a component of the Mastering College Life seminars, and  
was used for some class assignments and activities. 

 



Student Services Division    
 

 
FY 05 Achievement Report – Terry Campus 56  

Goal 3  SG2.4  Identify and implement collegewide best practices in the provision  
of services to students in conjunction with implementation of the new 
administrative software system. 

 
 Objective 7:  Provide increased opportunities for students to access assessment, 

placement, tutoring, and other online services (MST1.2). 
 
 Ongoing:   

♦ Online access is provided for all assessment and placement services. 
Additionally, counselors refer students to services located on-campus, as 
well as online. Discussion of online services is a routine component of the 
admission/re-admission interview. During these interviews, counselors 
demonstrate access to both Connected Degree information and the 
Transfer of Credit Matrix online. They have also increased their use of 
college/campus websites, and help students access the catalog, handbook, 
and course schedules for Terry and other campuses.    

♦ The online graduation application was implemented collegewide. 
♦ An international student web page has been implemented, which includes 

an online application packet for foreign students. 
♦ The Tutoring Center purchased and utilized the NCLEX-RN Success 

Version 6.0 Nursing Tutorial software to provide extensive instructional 
support to nursing students. Use of this software was cost effective and 
eliminated the need to hire a trained nurse to tutor students. 

♦ A collegewide web Placement Report has been developed. 
 
 Objective 8:  Implement document imaging of student records within the Admissions 

and Records offices. 
 
 In process:   

♦ Document imaging of student records has been implemented in the 
Admissions and Records offices.  

♦ The Records Office is now scanning and indexing student records.  
♦ The Admissions Office has begun to scan documents from the records of 

new students who were accepted for spring 2005-52. Upon receipt of new 
computers, they will begin the indexing component. 

 
Goal 4  SG2.5  Develop a system to maximize the effectiveness of core Student 

Services. 
 
 Objective 9:  Develop a tracking system to measure the impact of tutoring services 

(SST1.4). 
 
 In process:  Data collected for FY 05 indicate that 72% of the 210 students who were 

tutored received passing grades in the courses for which they were tutored. 
Students’ anecdotal reports on the positive impact of tutoring services have 
been documented, and a formal instrument is currently being designed to track 
and measure the impact of services for each recipient. 
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Target Markets 
 
Goal 5  SG3.2  Strengthen recruitment through the development of a plan for multiple 

contacts between the college and children, youth and adults that highlights 
career exploration and other appropriate services. 

 
 Objective 10:  Conduct high school open houses at the Terry Campus. 
 
 Ongoing:   

♦ Hosted over 50 high school seniors enrolled in the Transition Program 
through the Department of Labor’s Division of Vocational Rehabilitation; 
seven students from the Campus Community High School; and 31 from the 
Automotive Tech High School in Brooklyn, NY. Counselors also 
coordinated and conducted tours for students from Lake Forest and 
Smyrna high schools. 

♦ High school sophomores and juniors are being targeted to enroll in 
Delaware Tech courses, which are being used for high school completion 
and advance college credit concurrently. 

♦ The Student Services Division included in the Master Schedule special 
sections of the Mastering College Life and the Career and Life Planning 
seminars, to be offered specifically for Upward Bound students who are 
transitioning from high school to college. 

 
Goal 6  SG3.3  Develop processes to define markets of prospective students  

for enrollment in education and training programs, and identify the appropriate 
marketing strategies. 

 
 Objective 11:  Implement and utilize the Banner Recruitment Module prospective 

student information report programs. 
 
 In process:  Through counselor outreach, information regarding prospective students is 

obtained for input into the Banner Recruitment Module. Some data have been 
entered; however, a collegewide Banner report function has not been made 
available for extracting and utilizing this information. 

 
Goal 7  SG3.4  Utilize the Internet to market the college’s image, products, and 

services. 
 
 Objective 12:  Provide prospective student information and admissions packet on 

CD-Rom. 
 
 Complete:  The scholarship CD includes the admissions packet and is available for 

distribution. This saves money on postage and allows prospective students  
to access admissions and scholarship information online. 
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 Objective 13:  The collegewide Student Services Foreign Student website will be 
expanded to include links such as http://uscis.gov/graphics/indes.htm, which is 
for the United States Citizenship and Immigration Services.  This website 
provides information on immigration forms, fees, and other pertinent 
information for foreign students in general. 

 
 In process:  The foreign student information and admission packet has been revised 

and includes links to related websites. The revised packet has been approved 
by the collegewide Deans of Student Services and must be reviewed by the 
collegewide Marketing Department before implementation on the collegewide 
Student Services Foreign Student website. 

 
Infuse Technology 
 
Goal 8  SG4.4  Maintain a high touch focus on high tech instructional development by 

providing virtual instructional support and virtual interactive student services. 
 
 Objective 14:  Provide an interactive online program for students and employers that 

enables students to post their résumés online, employers to post their jobs 
online, and employers and students to search jobs and résumés online. 

 
 In process:  The College Central Program, which is software designed specifically to 

accomplish this objective, has been purchased. Staff training will begin in July 
and it is anticipated to be in use by August. 

 
Goal 9  SG4.5  Implement the new administrative software tool to create an interactive 

college community that optimizes the effectiveness of transactions for students, 
the use of information by employees, and the efficiency of business practices. 

 
 Objective 15:  Continue to explore and implement more efficient business practices 

and transactions for students. 
 
 Ongoing:   

♦ The Registrar has trained Admissions and Records office staff, collegewide, 
in the use of document imaging. This procedure will increase the accuracy 
and security of student records, and will enhance the ability to advise 
students in a more timely and efficient manner. 

♦ The collegewide Registrars have collaborated with the collegewide 
Financial Aid Officers in developing an online process for reporting students 
who did not attend classes (No-shows) and the Last Date of Attendance for 
those who stopped attending. This practice will assist the college in meeting 
federal financial aid regulations, and will help to minimize the amount of 
money the college would have to recover from students. The Registrar 
provided training for all faculty on the use of this new process. 
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Promote Organizational Synergy 
 
Goal 10  SG5.5  Continue to form strategic alliances and partnerships to further the 

college’s educational mission. 
 
 Objective 16:  Collaborate with administration and staff collegewide to ensure best 

practices for services to students. 
 
 Ongoing:   

♦ In collaboration with every division and department, collegewide, 
coordinated and hosted the Students with disAbilities Conference, providing 
invaluable information and best practices for services to disabled students. 

♦ The collegewide Registrars have collaborated with the collegewide Deans 
of Student Services and Deans of Instruction in revising the Transfer Credit 
and the Bachelor Degree Prerequisite policies and procedures. 

♦ Facilitated discussions with the collegewide Registrars and State Archives 
to begin the development of a new collegewide Records Retention 
Schedule. 

♦ The Perkins Grant was re-awarded for the 11th consecutive year, enabling 
the Terry Campus to provide outstanding tutorial services for any student 
requesting it, as well as extensive accommodative services for students 
with disabilities. 
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TERRY CAMPUS 
2004 FINANCIAL AID DISTRIBUTION 

 
AWARD NUMBER DOLLAR AMOUNT 

Grants  1,649 $1,710,245 
Loans  669 561,413 
Work Study  47 74,401 
Scholarships  44 45,422 
Total Awarded  2,409 $2,391,481 

 
 
 
 
 

Loans
28%

Work Study
2%

Grants
68%

Scholarships
3%

Grants Loans Work Study Scholarships

 
 

TERRY CAMPUS 

2004 FINANCIAL AID AWARDS 
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ASSOCIATE DEGREES AWARDED BY TECHNOLOGY 
 

TECHNOLOGY 2000 2001 2002 2003 2004 
Architectural Engineering  5  5  3  6  6 
Aeronautical Science   1  0  0  0  0 
Allied Health  1  2  9  3  6 
Business  23  29  23  20  25 
Civil Engineering  5  0  3  3  2 
Computer Engineering  2  6  10  7  4 
Computer Information Systems  15  18  8  15  9 
Computer Network Engineering  11  9  14  7  7 
Construction Management  1  0  1  1  1 
Criminal Justice  15  13  12  15  18 
Early Childhood Education  12  4  12  12  10 
Electrical/Electronic  7  4  3  0  1 
Electromechanical  1  0  2   2  1 
Human Services  15  21  16  18  17 
Nursing  18  11   21  13  12 
Office Administration  5  7  1  2  2 
Specialized Occupations  2  0  2  0  0 
Visual Communication/Design  15  16  25  31  25 
TOTAL DEGREES AWARDED  154  145  165  155  146 

 
ASSOCIATE DEGREES AWARDED 

BY RACE AND GENDER 
 

RACE/GENDER 2000 2001 2002 2003 2004 
Black  14  26  20  22  22 
Asian/Pacific Islander  1  3  7  4  3 
American Indian/Eskimo  1  2  0  1  1 
Hispanic  3  2  9  4  1 
White   126  100  110  102  100 
Non-resident Alien  0  1  4  5  4 
 
Female  91  89  101  94  89 
Male  54  45  49  44  42 
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TERRY CAMPUS 
DIPLOMAS AWARDED BY TECHNOLOGY 

 
TECHNOLOGY 2000 2001 2002 2003 2004 

Allied Health  4  1  2  2  1 
Business  12  16  8  2  3 
Computer Engineering  1  0  1  0  0 
Computer Information Systems  0  0  1  0  0 
Early Childhood Education  0  2  1  0  0 
Human Services  0  2  9  2  4 
Nursing  18  26  17  34  56 
Office Administration  2  6  0  0  0 
TOTAL DIPLOMAS AWARDED  37  53  39  40  64 

 
 
 

DIPLOMAS AWARDED 
BY RACE AND GENDER 

 
RACE/GENDER 2000 2001 2002 2003 2004 

Black  5  5  7  5  10 
Asian/Pacific Islander  1  1  0  3  2 
American Indian/Eskimo  0  0  0  0  1 
Hispanic  1  1  1  1  1 
White   18  24  15  27  43 
Non-resident Alien  0  0  0  0  1 
 
Female  24  29  22  34  56 
Male  1  2  1  3  3 
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TERRY CAMPUS 
CERTIFICATES AWARDED BY TECHNOLOGY 

 
TECHNOLOGY 2000 2001 2002 2003 2004 

Allied Health  0  0  0  1  4 
Business  15  25  9  2  4 
Computer Engineering  1  0  1  0  0 
Computer Information Systems  23  9  5  6  3 
Early Childhood Education  0  3  0  0  0 
Educational Technology  42  36  34  34  53 
Office Administration  2  7  0  0  1 
TOTAL CERTIFICATES AWARDED  83  80  49  43  65 

  
 
 

CERTIFICATES AWARDED 
BY RACE AND GENDER 

 
RACE/GENDER 2000 2001 2002 2003 2004 

Black  4  6  4  1  5 
Asian/Pacific Islander  0  1  0  0  2 
American Indian/Eskimo  0  0  0  0  0 
Hispanic  1  0  1  1  1 
White   59  40  29  33  52 
Non-resident Alien  0  0  0  1  0 
      
Female  48  35  35  28  46 
Male  16  14  4  9  18 
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TERRY CAMPUS 
NEW STUDENT ENROLLMENT BY TECHNOLOGY 

 
TECHNOLOGY 01-1 02-1 03-1 04-1 05-1 

Allied Health  24  108  71  78  37 
Architectural Engineering  15  66  37  23  22 
Business  56  316  142  95  69 
Civil Engineering  5  20  6  3  3 
Computer Engineering  9  33  11  13  6 
Computer Information Services  28  135  40  24  14 
Computer Networking  12  75  26  12  17 
Construction Management  1  13  6  1  3 
Criminal Justice  37  140  71  42  36 
Early Childhood Education  31  140  72  42  40 
Educational Technology  5  25  26  26  1 
Electronics  5  35  15  7  11 
Electromechanical Engineering  9  11  7  5  3 
Human Services  33  178  85  57  42 
Industrial Maintenance      1  0  0 
No Technology Declared  159  244  245  165  38 
Nursing  55  384  230  166  141 
Office Administration  5  37  12  10  0 
Specialized Occupations  0  2  0  0  1 
Undeclared  17  67  85  22  15 
University of DE College Parallel  29  18  15  1  0 
Visual Communications  22  160  52  32  29 
Visiting High School      5  
Visiting College      12 
Education Technology      5 
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TERRY CAMPUS 
NEW STUDENT ENROLLMENT 

 
 

 01-1 02-1 03-1 04-1 05-1 
 

Declared 352 352 671 637 518 
Undeclared 21 17 46 22 15 
No Technology Declared 146 159 163 165 17 
  

        TOTAL 519 528 880 824 550 
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TERRY CAMPUS 
ENROLLMENT 

 
  TOTAL  MINORITY 
Fall Term ALL DIVISIONS CATALOG ALL DIVISIONS CATALOG 
 

 01-1 3,390 1,960 1,013 556 
 02-1 3,794 2,400 1,211 567 
 03-1 3,604 2,231 1,563 626 
 04-1 3,474 2,306 1,174 752 
 05-1 4,827 2,544 1,388 864 
 

TOTAL ENROLLMENT 
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TERRY CAMPUS 
EXTERNAL FUNDING* 

 
 FY FEDERAL STATE PRIVATE FOUNDATIONS 
 
 2001 1,897,003 1,813,970 32,953 
 2002 2,301,612 2,434,584 20,413 
 2003 1,996,318 1,708,379 32,051 
 2004 1,241,132 2,254,113 35,291 
 2005 585,258 2,824,384 10,622 
 
      *These amounts include grants and contracts from external entities. 
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TERRY CAMPUS 
PRIVATE DONATIONS 

 
    EDUCATIONAL  
 FY EMPLOYEES ALUMNI FOUNDATION EQUIPMENT 
 
 2001 10,102 5,653 1,500 3,500 
 2002 10,667 6,320 0 28,751 
 2003 11,023 10,272 1,325 10,000 
 2004 11,037 800 0 0 
 2005 11,692 10,221 89,612 0 
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