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Program Overview 

 
According to the North Carolina Administrative Code (NCAC), each college shall operate a Human 
Resources Development (HRD) program to provide assessment services, employability training, and 
career development counseling to unemployed and underemployed individuals.  FTE shall be 
generated from HRD programs.  Each college shall provide HRD instruction and support necessary 
for unemployed and dislocated workers to be served within the college service areas. 
 

Reference: 23 NCAC 02E .0306 
http://reports.oah.state.nc.us/ncac.asp?folderName=/Title%2023%20-20Community%20Colleges 

 
 
 

HRD VISION STATEMENT 
 
HRD is a dynamic and vital workforce development program that promotes community and economic 
development by focusing on meeting customer needs and serves as a gateway for proven economic, 
social, and educational success.   
 

 

HRD MISSION STATEMENT 
 

The purpose of the HRD program is to educate and train people in transition and the emerging 
workforce for success in the workplace. 
 
 

HRD PROGRAM GOAL STATEMENT 
 

The goal of the HRD program is three pronged in its purpose.   

1. Enhance and develop the studentôs employability skills 

2. Assist the student in accessing meaningful training and/or employment opportunities 

3. Develop and promote the individualôs ability to acquire economic self-sufficiency  

 

 

http://reports.oah.state.nc.us/ncac.asp?folderName=/Title%2023%20-20Community%20Colleges
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HRD CORE SERVICES 
 
 

For Individuals 

Á Instructional Training ........................... courses which provide employability skills training for 
individuals in transition and the emerging workforce 
including unemployed and underemployed adults. 

 
Á Skill/Self Assessments ........................ .activities designed to assess the interests, work values, 

aptitudes, and/or job readiness as related to career, 
employment, and/or educational goals of the individual. 

 
Á Career Development Activities ............ include, but are not limited to career counseling, resume 

preparation, job search assistance, post-training placement 
and follow-up counseling, and linkages to support services. 

 
 
 
 

For Agencies, Businesses, and Industries 

 
Á Customized employability skills training programs for their clients/customers/employees 
Á Provide a pool of applicants for hire who have completed employability skills training courses 
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A HISTORICAL PERSPECTIVE 
 

 HRD began in 1968 as an experimental employment and training program under the 
leadership of George Autry and the Manpower Development Corporation, a non-profit 
organization.   

 

 HRD was seen as an answer to growing dissatisfaction with traditional programs which 
focused on specific skills training developed without the advice and guidance of the business 
sector.  Business and industry were calling for work-readiness training instead of skills 
training---- ñSend us workers who will get to work on time every day and we will train them 
here on the job.ò   

 

 The economic trends for North Carolina were favorable for HRD.  Unemployment was 3%.  
Businesses were moving from agricultural-based to industrial-based products.  Many people 
who wanted to work lacked the basic reading, math and social skills needed for the emerging 
jobs.   

 

 Originally, the target population for HRD was chronically unemployed individuals, predominantly 
males lacking basic reading /math skills and/or a high school diploma.   

 

 Participants, recruited to a job-preparation center, were given an eight-week mixture of 
remedial education and motivational training with heavy emphasis on job seeking and keeping 
skills.  

 

 HRD classes were kept small, averaging around 15 individuals, for the purpose of group work.  
Students worked and studied in a job-simulated environment, keeping the idea of employment 
at the end of the training cycle paramount in the minds of both staff and participants.  

 

 Area employers supported the employability skills component of HRD training by providing 
guest speakers and offering local plant tours to participants.  Job placement and follow-up 
assistance were supported by the local business community as well.  

  

 Pilot sites for HRD Preparation Centers were located in Greensboro, Asheville and Craven 
County. 

 

 The first HRD program within North Carolinaôs community college system was established in 
1970 at Lenoir Community College.  

 

 In 1971, the HRD program spread to five more community colleges: Asheville-Buncombe 
Technical Community College, Craven Community College, Isothermal Community College, 
Roanoke-Chowan Community College and Southeastern Community College. 

 

 In 1973, the General Assembly appropriated $1,475,000 to institutionalize the HRD program in 
30 community colleges. 

 
 

 Today there is a Human Resources Development Program at each of the 58 community 
colleges. 
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 For the 1973-74 HRD Performance Year, 939 students enrolled in HRD. 

 From 1974-1999, the program enrolled 162,114 students.   
 

 More than 144,000 graduates gained employment during this time period.  Sixty-seven percent 
(67%) of all graduates were placed into jobs immediately upon completion of the program.  The 
percentage increases to 90% by the end of the 12-month follow-up period.   

 

 From 1974-1999, graduates increased their income by $201 million and reduced their public 
assistance benefits by $27 million.   Most importantly, the program was successful in 
responding to the problems associated with North Carolinaôs unskilled, unemployed adults. 

 

 One of the greatest strengths of the HRD program from 1974-2001 was its follow-up policies.  
All graduates received follow-up at 3-month, 6-month and 12-month intervals after the exit date 
of HRD training.   

 

 This lengthy follow-up period allowed HRD staff more time for coaching and counseling; thus, 
assisting those who needed additional help in seeking and maintaining meaningful employment 
/educational training opportunities and praising those who are currently working or in training.  
The follow-up policies also allowed HRD programs the mechanism for collecting data to 
compare graduatesô economic situation one year prior to enrolling into the HRD program to one 
year after enrolling. 

 

 In 2001, due to action taken by the NC General Assembly, the Human Resources Development 
Program underwent a three year transformation.  Its funding source was shifted from 
categorical funding to earning budget FTE dollars through the Occupational Extension division 
of Continuing Education. 

 

 During HRDôs transition from a categorically funded program to an occupational extension 
program, a transitional course code, HRD 3007, was developed for the Master Course List.  
This course code remained in effect until December 31, 2001.  For the 2001 Summer 
Institutional Class Report (ICR), colleges coded or recoded as HRD 3007, those courses 
previously offered as HRD 3001 or 3002 that were initiated prior to July 1, 2001, or any HRD 
course offering that did not meet the current course description or hour limitations of the 
approved HRD courses on the Master Course List.  Courses coded as HRD 3007 did not earn 
budget FTE.  (Reference: Numbered Memo CC01-165) 

 

 At the same time North Carolinaôs economy began to decline and many companies moved their 
operations overseas.  The furniture, textile and tobacco industries were hardest hit. 

 

 During 2007-2008, HRD had over 87,000 enrollments in courses across the state and earned 
2690 FTE for Occupational Extension.  For the 2008-2009 reporting year, HRD enrollments 
increased to 93,375 and HRD earned 2973 FTE, an increase of 11%. 
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STATE LEVEL ORGANIZATIONAL STRUCTURE 
 
At the State Level HRD is located within the Technology and Workforce Development Division.  Within 
the division, HRD falls under the direct supervision of the director for Continuing Education.   Listed 
below are the workforce programs within this division with program descriptions.  However, more 
information can be found on the System Office website at: 
 

http://www.nccommunitycolleges.edu/Business_and_Industry/index.html 
 
 

Human Resources Development 

 
Human Resources Development is classified as a special instructional program under 
Occupational Continuing Education that provides employability skills training to individuals in 
transition and the emerging workforce.  In 2001, the North Carolina General Assembly allowed 
HRD to generate budget FTE through occupational extension.  There are no state requirements 
regarding the placement of HRD programs in the local organizational structure.  Some HRD 
programs function as stand alone programs, while others are linked to programs such as Basic 
Skills, JobLink Career Centers, Student Services, or Instructional Programs.  HRD is a flexible 
program that is compatible with all programs whether in the curriculum or continuing education 
side of the college. 
 

Occupational Continuing Education  

 
Occupational Continuing Education training is a primary tool for providing skill development 
opportunities for North Carolinaôs workforce.  Occupational skills training courses are designed for 
the specific purposes of training an individual for new employment opportunities, upgrading skills 
to meet new and changing job requirements, and providing training which is necessary to meet 
certification, recertification, or continuing education requirements.  Courses are offered in many 
occupations and vary in length according to the complexity of the skill and the need of the 
employee or employer.  Most occupational skill training courses are developed and taught on 
request by a group or an employer.  Courses are designed to be offered at a time and place 
convenient to the employees and/or employer.  

 

Small Business Center Network (SBCN) 

SBCN, comprised of 58 Small Business Centers throughout North Carolina, supports the 
development of new businesses and the growth of existing businesses by being a community-
based provider of training, counseling, and resource information.  A Small Business Center is 
located within 30 minutes of nearly everyone in the state at the local community college. 

http://www.nccommunitycolleges.edu/Business_and_Industry/index.html
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Workforce Initiatives  
 
 

   Workforce Investment Act (WIA)  
 

 consolidates and replaces the previous Job Training Partnership Act (JTPA) program.  
The purpose of Title 1 is to prepare youth, adults, and dislocated workers for 
employment or further education and training through core, intensive, and training 
services.  The cornerstone of the new workforce investment system is ñOne-Stopò 
service delivery which unifies numerous training, education and employment programs 
into a single, customer-friendly system.  The underlying notion of ñOne-Stopsò is the 
integration of programs, services and governance structures.  This system in North 
Carolina is referred to as JobLink Career Centers.  The intent is to enable customers to 
access a variety of services and programs in one central location. 

 
 

   Career Readiness Certificate 
 

  is a state initiative that quantifies workersô basic workplace skills in reading for 
information, applied mathematics and locating information through the WorkKeys® 
Assessment System developed by ACT, Inc..   

 
 

  North Carolina State Training Accountability and Reporting System  
(NC STARS) 

 

 is intended to facilitate the public in choosing training programs to suit their needs, to 
provide a cost-effective way for training providers to enter and edit their information 
and for workforce boards to make ITA decisions concerning these programs. To 
navigate through the site, click the "Search NC STARS programs" link, which allows 
you to search all programs currently in NC STARS using a variety of search criteria. 
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STATE HRD OFFICE 
 
The role of the State HRD Director is to provide assistance to local colleges in the operation and 
improvement of their HRD program.  Services include, but are not limited to the following: 

 

 Assisting and advising the 58 institutions within the NCCCS in the planning and 
implementation of HRD programs and courses. 
 

 Evaluating and conducting research on HRD program operations, policies and procedures with 
assistance from the HRD Advisory Board. 

 

 Monitoring local program performance through on-site visits, reviewing of program materials 
and providing an analysis of student data. 

 

 Overseeing the efficiency and accuracy of the Institutional Class Report in regard to HRD 
class reporting. 

 

 Compiling and/or overseeing program and/or statistical reports requested by the NCCCS 
Office. 

 

 Developing long-range goals and performance standards for HRD based on local HRD 
Program Plans. 

 

 Designing and distributing public information about the HRD Program through newsletters, 
fliers, and other media sources. 

 

 Coordinating the activities of the HRD Training Academy. 
 

 Conducting (2) in-service training sessions and (2) staff development activities for colleges in 
HRD program budgets, operations, regulations and requirements. 

 

 Serving on committees and work teams assisting the NCCCS Office with the development and 
implementation of various workforce development initiatives. 

 

 Developing relationships with educators, agencies, and employment and training providers to 
establish effective partnerships. 
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HRD REGIONS 
 
There are three HRD regions--- Western, Central, and Eastern.  Below is a chart which outlines the 
colleges located in each of the regions. 
 
 

Western Region 
(15 Colleges) 

 
Central Region 

(19 Colleges) 

 
Eastern Region 

(24 Colleges) 
 
Asheville-Buncombe 

 
Alamance 

 
Beaufort County 

 
Blue Ridge 

 
Central Piedmont 

 
Bladen 

 
Caldwell 

 
Central Carolina 

 
Brunswick 

 
Catawba Valley 

 
Davidson County 

 
Cape Fear 

 
Cleveland 

 
Durham 

 
Carteret 

 
Gaston College 

 
Forsyth 

 
Coastal Carolina 

 
Haywood 

 
Guilford 

 
College of the Albemarle 

 
Isothermal 

 
Montgomery 

 
Craven 

 
Mayland 

 
Piedmont 

 
Edgecombe 

 
McDowell 

 
Randolph 

 
Fayetteville 

 
Mitchell 

 
Richmond 

 
Halifax 

 
Southwestern 

 
Rockingham 

 
James Sprunt 

 
Tri-County 

 
Rowan-Cabarrus 

 
Johnston 

 
Western Piedmont 

 
Sandhills 

 
Lenoir 

 
Wilkes 

 
South Piedmont 

 
Martin 

 
 

 
Stanly 

 
Nash 

 
 

 
Surry 

 
Pamlico 

 
 

 
Vance-Granville 

 
Pitt 

 
 

 
Wake 

 
Roanoke-Chowan 

 
 

 
 

 
Robeson 

 
 

 
 

 
Sampson 

   
Southeastern 

   
Wayne 

  
Wilson 
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STATE ADVISORY BOARD 
 
Each year eleven local HRD staff serve as members of the State HRD Advisory Board. 
This Board serves in an advisory capacity to the State HRD Office and fulfills an important role for the 
statewide program.   
 
The State HRD Advisory Board is composed of three staff members from each HRD region serving in 
the following positions: chairperson, chairperson-elect, and regional representative; the recorder, an 
at-large position; and the HRD representative to the North Carolina Community College Adult 

Educators Association.  In 2007 ex officio, non-voting positions were added.  These positions would 
be limited to project coordinators at the state level who are directly supervised by the NCCCS HRD 
Director.  
 
Functions for which the Board is responsible include: (1) serving in an advisory capacity to the State 
Office on policy issues affecting HRD; (2) assisting the State Office both in the securing and 
distribution of information to local programs; (3) planning regional staff development workshops;  (4) 
assisting the State Office with planning and coordinating the annual HRD Training Academy and (5) 
distributing and tabulating nominations and election results for incoming Board members.   
 
See the Resource Section for a copy of the HRD Advisory Board Handbook which outlines the 
membership, purpose, positions and length of terms, meeting dates, and the election process of the 
HRD Advisory Board. 
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Program Management 

 
 

PROGRAM CLASSIFICATION 
 

In North Carolina, community college programs are classified into two divisions: curriculum and 
continuing education.  Curriculum programs provide an individual with an organized sequence of 
courses that provide college credit leading to a certificate, diploma, or a two-year associateôs degree.  
Continuing education courses are designed to provide lifelong learning experiences to individuals 
seeking skill upgrade or improvement for workforce placement and/or advancement, personal growth 
and development, or basic skills completion.   
 

 

Continuing Education Programs 

Continuing education courses/programs are classified into one of seven categories:  

a) Occupational Extension 

b) Community Service 

c) Self-Supporting  

d) Basic Skills 

e) Business and Industrial Training 

f) Human Resources Development  

g) Learning Laboratory 

 

HRD Courses as Occupational Extension 

The State Board of Community Colleges, at their July 20, 2001 meeting, reclassified HRD courses as 
Occupational Extension under the Master Course List.   HRD courses receive full budget FTE funding.  
As a result, Continuing Education registration fees are assessed to all courses with an HRD prefix.   
 

Reference:   23 NCAC 02E .0306  

http://reports.oah.state.nc.us/ncac.asp?folderName=/Title%2023%20-20Community%20Colleges 

 

As a program area under Occupational Extension, the Human Resources Development Program must 
follow the policies designated for Occupational Extension as defined and outlined in the North 
Carolina Administrative Code (NCAC). The following definitions apply for Program Classification of 
Occupational Extension courses and Human Resources Development program: 
 

  (2) (a) Occupational Extension courses consist of single courses, each complete in itself, 

designed for the specific purposes of training an individual for full- or part-time 

employment, upgrading the skills of persons presently employed, and retraining others 

for new employment in occupational fields. 

http://reports.oah.state.nc.us/ncac.asp?folderName=/Title%2023%20-20Community%20Colleges
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Reference: 23 NCAC 2E.0101 (Program Classification) 

http://reports.oah.state.nc.us/ncac.asp?folderName=/Title%2023%20-20Community%20Colleges 

 

  

 (2) (f) The Human Resources Development (HRD) program provides skill assessment services, 

employability skills training, and career development counseling to unemployed and 

underemployed adults.  The courses shall address six core components as follows: 

  (a) assessment of an individualôs assets and limitations 

  (b) development of a positive self-concept 

  (c) development of employability skills 

  (d) development of communication skills 

  (e) development of problem-solving skills 

  (f) awareness of the impact on information technology in the workplace 

 

Reference: NCAC 2E.0101 (Program Classification) 

http://reports.oah.state.nc.us/ncac.asp?folderName=/Title%2023%20-20Community%20Colleges 
 

http://reports.oah.state.nc.us/ncac.asp?folderName=/Title%2023%20-20Community%20Colleges
http://reports.oah.state.nc.us/ncac.asp?folderName=/Title%2023%20-20Community%20Colleges
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CONTINUING EDUCATION PROGRAM MANAGEMENT 
 

The North Carolina Community College System is governed by legislative mandates administered 
through the North Carolina Administrative Code, Title 23.  The sections below are from the North 
Carolina Administrative Code and cite program management for Continuing Education programs.  
 

(a) Continuing Education programs shall provide lifelong learning experiences offering planned 
instructional responses to identified needs of targeted audiences.  Instructional objectives shall 
specify the skills, knowledge, and attitudes the learner should be able to apply upon 
satisfactorily completing the continuing education experience.  Adequate educational facilities, 
instructional aids, and other instructional materials shall be provided to support continuing 
education courses. 

 
(b) Facilities where classes are held must provide appropriate environments which are conducive 

to learning.  Continuing education classes offered in special settings (such as private homes or 
private home-based businesses) other than generally accepted learning environments shall be 
approved by the college president or designee prior to the class being offered.  Documentation 
of such approval shall be maintained at the college until released from all audits (REF:  Public 
Records Retention & Disposition Schedule for institutions in the community college system). 

 
(c)  Each college's local board of trustees must adopt a policy which requires the development and 

implementation of an internal audit plan.  Each college is required to publish, maintain, and 
utilize an internal audit plan.  The college presidents shall periodically report to the board of 
trustees on the findings of the internal audit.  The internal plan must be submitted to the 
department for compliance review. 

 
Reference: 23 NCAC 2E .0305 (Continuing Education Program Management) 
 http://www.ncccs.cc.nc.us/Publications/Publications/admincod.pdf 
 

 

 

 

Fees for Occupational Extension Courses 

A registration fee, as established by the State Board, as set by the Legislature, shall be charged for 

each occupational extension class of 21 weeks or less.  For classes lasting longer than 21 weeks, a 

registration fee shall be charged each 16 weeks. 

 

Reference:  23 NCAC (2D) .0203 (Fees for Extension Programs) 

http://reports.oah.state.nc.us/ncac.asp?folderName=/Title%2023%20-20Community%20Colleges 

 

 

http://www.ncccs.cc.nc.us/Publications/Publications/admincod.pdf
http://reports.oah.state.nc.us/ncac.asp?folderName=/Title%2023%20-20Community%20Colleges
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Registration Fee Structure 
The current fee structure for Continuing Education classes is a sliding scale based on the number of 

hours a class is scheduled. All HRD courses follow this fee structure when offering classes.   

See chart below. 

 

 Hours Cost  

 0 ï 24 ..................................................  $ 65.00 

 25 ï 50 ................................................  $ 120.00 

 50+  .....................................................  $ 175.00 

  

  

 

Example:  

If a 24-hour HRD course is offered at the local level, the fee for the course would be set at $65.00.  If 

the course runs for 36 hours, the fee would be $120.00.  Some HRD programs run HRD 3001 courses 

for the maximum number of hours, 115 hours.  HRD courses over 50 hours long are assessed a 

registration fee of $175.00.   No HRD course will be assessed a registration fee greater than $175.00. 

 
 
 
 

HRD Fee Waiver Guidelines 

In July, 2001, the State Board of Community Colleges granted permission to waive tuition and fees for 

enrollment in classes coded on the Master Course List as Human Resources Development if the 

individual meets at least one of the following criteria:   

 

(1)  is unemployed;  

(2)  has received notification of a pending layoff;  

(3)  is working and is eligible for the Federal Earned Income Tax Credit (FEIT); or  

(4)  is working and earning wages at or below two hundred percent (200%) of the federal 

poverty guidelines. 

 

Individuals for whom tuition and fees are waived must sign a form adopted by the State Board of 

Community Colleges verifying that they meet one of the required fee waiver criteria.  

 

Reference: 23 NCAC  2D .0319 (a) (1) (2) (3) (4) 

http://reports.oah.state.nc.us/ncac.asp?folderName=/Title%2023%20-20Community%20Colleges 

 

 

http://reports.oah.state.nc.us/ncac.asp?folderName=/Title%2023%20-20Community%20Colleges
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A copy of the HRD Tuition and Fee Waiver Verification Form and the 2009 guidelines, as they relate 

to the Federal Earned Income Tax Credit and the federal poverty guidelines, can be downloaded from 

the NCCCS website by accessing the link below. 

 

Reference:  Numbered Memo  CC05-041 

                   Numbered Memo  CC09-003 

                   http://www.nccommunitycolleges.edu/Numbered_Memos/index.html 

         

 

 

Fee Rosters 
 

Colleges should maintain a copy of each signed HRD Tuition and Fee Waiver Verification Form.  For 

auditing purposes, the form with the original signature must be kept on file with the class records 

attached with the attendance for that respective class.   

 

 
 

Fee Waiver Guidelines For the Working Criteria 
 

Federal Poverty Guidelines 

The Federal Poverty Guidelines are adjusted annually.  These guidelines can be found on the United 

States Department of Health and Human Services website listed below: 
 

 http://aspe.hhs.gov/poverty/07poverty.shtml 
 

Please note that the guideline amounts listed on the website are listed at the 100% level.  For the 

purposes of determining an individualôs eligibility for the HRD Tuition and Fee Waiver, these amounts 

need to be at 200% of the poverty level threshold.   

 

 

Federal Earned Income Tax Credit 

Federal Earned Income Tax Credit amounts are also adjusted annually.  These guidelines can be 

found on the United States Internal Revenue Service website at: 
 

 http://www.irs.gov/individuals/article/0,,id=150513,00.html 
 

Note:   The State HRD Director will issue annually a numbered memo to update the federal poverty 

guidelines and the federal earned income tax credit used in determining eligibility requirements 

for the HRD Tuition and Fee Waiver Verification Form. 

 
 

http://www.nccommunitycolleges.edu/Numbered_Memos/index.html
http://aspe.hhs.gov/poverty/07poverty.shtml
http://www.irs.gov/individuals/article/0,,id=150513,00.html
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Determining Fee Waiver Eligibility  
 

The following guidelines should be used for determining eligibility for a fee waiver under the ñworkingò 

criteria: 
 

 (1) Determine the individualôs current rate of pay per hour and the number of hours worked per 
week.  

 (2) Estimate the individualôs annual income using the following calculations: 

  Rate of Pay (X) Hours per week (X) 52 weeks = Estimated Annual Income 

(3)    Compare the estimated annual income with the income charts applicable to the Federal 

Earned Income Tax Credit or the 200% below Poverty Levels.   
 

Eligibility is based solely on the individualôs earned income.  Family unit is based on the number of   

persons supported by the individual seeking a fee waiver.  For a definition of a qualifying child under 

the Federal Earned Income Tax Credit guidelines please go to the following website:    

 

                         www.irs.gov/prod/ind_info/eitc-ovrvw.html. 

 

Reference: Numbered Memo CC01-166, FAQ #2, Question 29 

   http://www.nccommunitycolleges.edu/Numbered_Memos/index.html 

 

 

 

Self-Certification 
 

An individual who signs the HRD Tuition and Fee Waiver Verification Form is verifying that the 

information contained on the form is accurate to the best of his/her knowledge.  Colleges must review 

these forms to verify that the fee waiver status is appropriate based on the information contained in 

the Work History Profile section.  If there is a discrepancy, the HRD coordinator or designee should 

seek clarification.  If the class has ended and it is determined that the individual did not meet the fee 

waiver criteria, the college must attempt to collect fee payment from the student, pay for the fee from 

another funding source, or choose not to receive FTE credit for the involved instructional hours. 

 

Reference: Numbered Memo CC01-166, FAQ #2, Question 30 

  http://www.nccommunitycollegs.edu/Numbered_Memos/index.html 

 
 

Fee Exemption for Senior Citizens 
 

The 2009 General Assembly enacted changes to the tuition and fee waiver guidelines for senior 

citizens.  Effective July 1, 2009 per section 8.11 of S.L. 2009-451 (as amended by H83621), tuition 

shall be waived for up to six hours of credit instruction and 96 contact hours of non-credit instruction 

per academic semester for senior citizens age 65 or older who are qualified as legal residents of 

North Carolina.   

http://www.irs.gov/prod/ind_info/eitc-ovrvw.html
http://www.nccommunitycolleges.edu/Numbered_Memos/index.html
http://www.nccommunitycollegs.edu/Numbered_Memos/index.html
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Fee Waiver Issues 
 

Á Individuals who do not meet the fee waiver criteria or choose not to complete/sign a fee waiver 

form, must pay the applicable occupational extension registration fee for the course. 

 

Á How do we handle fee waivers in a class in which some people qualify and others do not?  You 

would charge those people not eligible for fee waivers, and collect the verification form from those 

who are eligible.  In other words, you would handle this issue similarly to all other fee waiver 

situations for continuing education.  

 

Reference: Numbered Memo CC01-166, FAQ #2, Questions 18, 19, 20 

             http://www.ncccs.edu/Numbered_Memos/index.html 

 

 

http://www.ncccs.edu/Numbered_Memos/index.html
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PROGRAM AUDIT PROCESS 
 

FTE Governance 

Guidelines, policies, and regulations for reporting student hours for FTE purposes are spelled out in 

the NC Administrative Code--- NCAC 2(D) .0324, NCAC 2(D) .0325, and NCAC 2(D).0327.  The full 

text of these codes can be found on the System Office Website. 

 

http://www.nccommunitycolleges.edu/Publications/Publications/admincod.pdf 

 

Below are definitions, guidelines, policies, and regulations for reporting student hours for FTE 

purposes. 

 

ǐ FTE stands for ñFull-time Equivalentò.  Since many students in the community college system 

attend classes on a part-time basis, it becomes necessary to equate them to a ñtypicalò full-

time student.  It is possible for several part-time students to constitute only one FTE.   

 

ǐ Annual Continuing Education (non-credit) FTE means the total of student hours in membership 

for three reporting periods divided by 688 (based on two typical semesters of 16 weeks and a 

typical summer term of 11 weeks).  The three reporting periods are spring, summer, and fall 

semesters.   

 

 

 

Reporting of Student Hours 

Student hours are reported based on the manner in which a class is scheduled.  Regularly scheduled 

classes report student hours on a ñMembership Hourò basis.  Non-regularly scheduled classes report 

student hours on a ñContact Hourò basis.  All courses offered to captive co-opted populations must 

report the hours in contact hours.   

 

The next two pages will give you a full explanation of these two terms as well as provide instructions 

for calculating annualized FTE. 

http://www.nccommunitycolleges.edu/Publications/Publications/admincod.pdf
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Membership Hour Classes 
 

Regularly Scheduled Classes 

A class is considered to be regularly scheduled if it meets all the following criteria: 

(A) assigned definite beginning and ending time; 

(B) specific predetermined days and time the class meets; 

(C) specific schedule included on the Institution Master Schedule or other official college 

documents; 

(D) class hours are assigned consistent with State Board approval and official college documents; 

(E) identified class time and dates are the same for all students registered for the class excluding 

clinical or work experience. 

 

 

Definition of Student Membership 

A student is considered to be in class membership when the student meets all the following criteria: 

(A) enrolled as evidenced by payment of the applicable registration fees, or obtained a waiver; 

(B) attended one or more classes held prior to or on the 10 percent point in the class; and 

(C) has not withdrawn or dropped the class prior to or on the 10 percent point of the class. 

 

 

Student Membership Hour 

A student membership hour is one hour of scheduled class or laboratory for which the student is 

enrolled.  A college shall provide a minimum of 50 minutes of instruction for each scheduled class 

hour.  A college may not report more hours per student than the number of class hours scheduled in 

official college documents.  Colleges may not report more hours per student, excluding non-traditional 

classes, than the number of hours specified in the instructor's contract. 

 

Census Date 

The census date is the official point in a regularly scheduled class at which students must be enrolled 

in order to be counted in membership for FTE purposes.  The census date for a course is calculated 

by multiplying the total number of hours scheduled by 10%.  To report FTE, a student must attend at 

least one class after the start date and have not dropped prior to the 10% census date.  For example, 

a class is scheduled for a total of 45 hours.  To report FTE, a student must attend at least one class 

and not have dropped within 4.5 hours after the start date of the class.   

A census date is not calculated for regularly scheduled classes that report hours on a contact hour 

basis. 
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Contact Hour Classes 
 

 

 

Non-Regularly Scheduled Classes 

A non-regularly scheduled class may include any or all of the following: 

(A) a class where a definitive beginning and ending time is not determined; 

(B) a class offered in a learning laboratory type setting; 

(C) a class self-paced in that the student progresses through the instructional materials at his/her 

own pace, and can complete the courses as soon as he/she has successfully met the 

educational objectives.  Classes offered as independent study are generally offered in this 

manner; 

(D) a class in which a student may enroll during the initial college registration period or in which a 

student may be permitted to enroll at any time during the semester;  

 

 

 

Definition of Student Membership 

A student is considered to be in class membership when the student meets the following criteria: 

(A) enrolled as evidenced by payment of the applicable registration fees, or obtained a waiver; and 

(B) attended one or more classes. 

 

 

 

Student Contact Hour 

A student contact hour is one hour of student attendance in a class for which the student is in 
membership.  Sixty minutes shall constitute an hour. 

 

 

 

Record Maintenance 

Accurate attendance records shall be: 

(A) maintained for each class,  

(B) signed by the instructor or lead instructor,  

(C) maintained by the college until released from all audits 

(D) summarized in the Institution Class Report and certified by the president or designee. 

 

 



 

 

Page 20 

Extension Classes- Non-Traditional Delivery 

Classes identified as Extension Non- Traditional Delivery are classes that are not consistent with the 

definitions of regularly scheduled or non-regularly scheduled classes described previously.  Non-

traditional delivery classes are defined as those classes which are offered through media such as 

internet, telecourses, videocassette, and other, electronic media excluding classes offered via the 

North Carolina Information Highway. 

 

Classes identified as non-traditional delivery, student attendance either in a classroom setting or in an 

orientation session, submission of a written assignment or a submission of examination is the basis 

for the determination of class membership at the 10% point of the class.  Student membership 

hours in such classes shall be calculated by multiplying the number of students in membership 

times the number of instructional hours delivered.  This will be done by: 

a) the number of hours of instruction delivered via non-traditional delivery; and 

b) add the number of hours of class meetings 

 

Calculating FTE 

FTE is calculated on an annualized basis and is based on the following reporting periods: spring 

semester, summer term, and fall semester.   

 
 

Student Membership Hours (Regularly Scheduled Classes) 

Student membership hours are obtained by multiplying the number of students in membership at the 

10 percent point in the class by the total number of hours the class is scheduled to meet for the 

semester as stated in official college documents.   

 

 

Step 1: Calculate Class Membership Hours 
            Class Hours (X) Total Number of            

students at the10% point  
    (Ex: 35 hours (X) 10 students = 350)  

 
Step 2: Calculate Annualized FTE/Class  
            Class Membership Hours (÷) 688 
            (Ex: Class A 350 ÷ 688= .51) 
 
Step 3: Calculate Annualized FTE 
 Total Membership Hours (÷) 688 
             (Ex: 2,790 ÷ 688= 4.06) 
 

 
  Class    Membership     Annualized 
Class  Hours Students     Hours                  FTE              
   A 35 10              350                     .51 
   B 90 10              900                   1.31      
   C 10 40              400                     .58 
   D 15 8               120                     .17 
   E 60 12              720                   1.05 
   F 20 15              300                     .44 
 
Total Membership Hours:    2,790                 4.06 
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Contact Hours (Non- regularly Scheduled Classes) 

 

A student contact hour is one hour of student attendance in a class for which the student is in 
membership.  Sixty minutes constitutes one hour. 
 
The actual time of class attendance is to be reported for classes scheduled on a contact hour basis.  
When recording class attendance, the time the student is in attendance is rounded to the nearest ¼ 
hour.     
 
For learning laboratories, skills laboratories, multi-entry, multi-exit, and other non-regularly scheduled 
classes where actual student time in class is determined, student contact hours shall be calculated on 
the last day of each respective reporting period.   
 
 
 
 
 
 

Step 1:     Calculate Total Student Contact Hour 
Total attendance hours per student in 
a given reporting period  
(Ex: Student A = 45) 

 
Step 2: Calculate Sum of all Contact Hours 
                Total of All Student Hours 
                 (Ex: Students A-F = 760) 
 
Step 3:    Calculate Annualized FTE 
                Total of All Student Hours (÷) 688 
                (Ex: 760 ÷ 688 = 1.10)              
 

                                    Total Student 
Student                    Contact Hours 
     A                               45 
     B                               98 
     C                               10 
     D                               15 
     E                              322 
     F                              207 
Total Contact Hours:          760 
 
Annualized FTE:  760 ÷ 688 = 1.10 
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Limitations in Reporting Student Membership Hours 

Student hours should not be reported for budget/FTE which results from: 
 
Á Conferences or visits.  General types of meetings usually of one or more day's duration, attended 

by a fairly large number of people.  A conference or visit may have a central theme, but is loosely 

structured to cover a wide range of topics.  The emphasis is on prepared presentations by 

authoritative speakers, although division into small group sessions for discussion purposes is 

often a related activity. 

Á Seminars or Meetings.  A small group of people meeting primarily for discussion under the 

direction of a leader or resource person or persons.  Seminars and meetings are generally 

one-time offerings even though they may continue for more than one day. 

Á Programs of a service nature rather than instructional classes. 

Á Enrollment of high school students not in compliance with 23 NCAC 2C.0301 and 2C.0305. 

Á Unsupervised classes. 

Á Homework assignments. 

 

 

 

 

 

Course Repetition 

As a program under occupational extension, HRD must adhere to the registration guidelines that 

apply to occupational extension.  According to the NC Administrative Code, no budget /FTE shall be 

generated by occupational extension students after their first repetition of an occupational extension 

course.  This means that a college is limited to reporting for budget FTE purposes the membership 

hours of a student who enrolls for an occupational extension course with the same local title twice 

within a five year period.  Students who take an occupational extension course with the same local 

title more than twice within a five-year period shall pay their cost for the course based on the amount 

of funds generated by a student membership hour for occupational extension multiplied by the 

number of actual hours the class is to be taught. This means that if a student wants to take the same 

occupational extension course more than twice within a five year period, the registration fee will be 

based on the amount of funds generated by the studentôs attendance in the course.  The funds 

collected from these students shall be used by the colleges to offer additional educational courses.   

 

Students who fall into this category shall be notified during registration that they will be charged the 

full cost of courses which they have taken twice within a five-year period and in which they wish to 

enroll.  Students shall be primarily responsible for monitoring course repetitions; however, the 

colleges shall review records and charge students the full cost for courses taken more than twice. 
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Auditors are required to follow-up on any situation in which there appears to be a course repetition.  If 

a student enrolls in a class with the same course code, but the course content/local title is different, 

then the course repetition provision would not be applicable.   

 

 

Reference:  23 NCAC 2D .0325 (Limitation in Reporting Student Membership Hours) 

 Numbered Memo CC94-284 

 Numbered Memo CC01-166, FAQ #2, Questions 12 & 13 

 http://www.nccommunitycolleges.edu/Numbered_Memos/index.html 

 

 

The value of an FTE changes annually as does the cost per instructional hour for a student to take a 

course more than twice within a five year period.  This information can be found on the NCCCS 

website at:   

 

http://www.nccommunitycolleges.edu/Program_Audit_Services/fteValues.htm 

http://www.nccommunitycolleges.edu/Numbered_Memos/index.html
http://www.nccommunitycolleges.edu/Program_Audit_Services/fteValues.htm
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Reporting Periods 

There are three reporting periods for Continuing Education--- spring semester, summer term, and fall 

semester.  The duration for each of these reporting periods is as follows: 

 

 

Reporting Period Duration ICR Due Date 

Spring Semester January 1 - May 15 June 5 

Summer Term May 16 - August 14 September 4 

Fall Semester August 15 - December 31 January 21 

 

 

Reference:  23 NCAC 2D .0327 (Reporting Student Membership Hours to the Department) 

 

 

Institutional Class Report (ICR) 

The Institutional Class Report contains FTE related data.  At the end of each reporting period, all 

colleges are required to submit the ICR report to the NC Community College System Office.  This 

report contains the official data used to calculate annualized FTE for budgetary and statistical 

purposes.  For a copy of this report, contact your Senior Continuing Education Administrator. 

 

HRD courses are reported under the funding code for Occupational Extension.  This means that 

FTEôs generated by the HRD program are included in the Occupational Extension FTE total on the 

report.  Therefore, it is the responsibility of local colleges to keep track of how many FTEôs are 

generated by HRD courses. 

 

Please note:  It is strongly recommended that the HRD coordinator/director review the ICR 

each semester for accuracy. 

 

The due dates for reports submitted to the System Office is updated annually on the System Office 

website.  Please refer to the link below for the updated submittal dates: 

 

http://www.nccommunitycolleges.edu/Reports/StatusReports/statistical/duedates.htm 

 

 

http://www.nccommunitycolleges.edu/Reports/StatusReports/statistical/duedates.htm
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Program Audit Review 

A program audit is conducted every year at each community college to determine if the regulations 

and policies required by legislative mandates found in the NC General Statutes, North Carolina 

Administrative Code, State Board of Community Colleges, and North Carolina Community College 

System Office policy have been followed.   
 

Below are the highlights of a class audit review as it relates to Continuing Education and HRD.  For 

more detailed information on the auditing process, please make reference to the following numbered 

memo CC09-020 on the System Office website at:  
 

http://www.nccommunitycolleges.edu/Numbered_Memos/index.html 
 
 
Á The following computerized audit reports are run against the collegeôs database: 

 Underage students (XPAO) 

 Master Course Schedule 

 Continuing Education Instructor Overlap (optional) 

 Continuing Education Student Overlap (XPAQ) 

 Duplicate Classes for Extension Students (course repetition or XPAF) 

 

Á The following items are reviewed for the audit sample: 

 Class records are checked to ensure that membership hours reported are accurate.  Auditors 

verify that the ten percent point (census date) was calculated accurately and that all students 

reported met membership requirements as per 023 NCAC 2D. 0324. 

 Instructor contracts are reviewed to verify that payments are consistent with hours reported for 

the class.  When contract modifications occur, the modification should be supported by 

attached documentation and appropriately authorized by the dean or director. 

 Auditors verify that the proper registration fees have been charged or that fee waivers have 

been granted appropriately and that studentsô signatures or other evidence of membership 

have been obtained on a fee roster or registration form. 

 Captive/Co-opted Programs and Courses are reviewed to ensure that State Board of 

Community Collegesô approvals have been obtained and that the programs are in compliance 

with the proper matrix classification (if offered in a correctional institution/facility) and 23 NCAC 

02E .0403, Instruction to Captive or Co-opted Groups. 

 

Á The following items relate to class visitations: 

 From the master schedule, a sample of classes is selected for visitation based on the following 

criteria:  results of prior yearôs class visits, results of pre-audit review, results of analytical 

procedures conducted, remote or unusual locations, and unusual course titles. 

http://www.nccommunitycolleges.edu/Numbered_Memos/index.html
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 Instructors are interviewed regarding class schedule, course content, and actual class 

activities observed by the auditor.  An Instructor Interview Worksheet is completed, including 

instructor signature and date.  Class attendance data is also reviewed. 

 Students attending class may be interviewed concerning class schedule, class content, and 

attendance of students not present. 

 

 

The following items relate to the class audit review for HRD classes: 

- HRD classes are included in the random sampling of all occupational extension courses.  

However, as with any other program area, a new audit step may be added if necessary. 

 

- HRD courses are audited using the same worksheet as is used for all occupational extension 

courses.   

 

Reference:  Numbered Memo CC09-020 

  http://www.nccommunitycolleges.edu/Numbered_Memos/index.html 

 

 
 

Internal Audit Plan 

The State Board of Community Colleges adopted a position in 1986 which requires each college to 

develop an accountability and credibility plan for its continuing education program.  The internal audit 

plan developed by a college has to be consistent with the criteria in the State Boardôs policy.   

 

To ensure compliance, each HRD program coordinator/director is advised to have a copy of the local 

continuing education accountability and credibility plan available for reference purposes. 

 

Reference: Continuing Education Guidelines, North Carolina Community College System, page 17 

http://www.nccommunitycolleges.edu/Business_and_Industry/docs/CEContinuingEducationGuidelines

Rev.10 .03_11.3.pdf 

 

http://www.nccommunitycolleges.edu/Numbered_Memos/index.html
http://www.nccommunitycolleges.edu/Business_and_Industry/docs/CEContinuingEducationGuidelinesRev.10%20.03_11.3.pdf
http://www.nccommunitycolleges.edu/Business_and_Industry/docs/CEContinuingEducationGuidelinesRev.10%20.03_11.3.pdf
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Required Documentation 

Continuing Education 
 

As a part of the Continuing Education Division under occupational extension, the HRD program is 

required to have on file all forms required of occupational extension courses as well as other pertinent 

information for each class offered through HRD for FTE purposes.   

These forms include: 
 

Á class contract 
Á student registration forms 
Á attendance sheet  
Á class/fee roster 

 

 

HRD Paperwork 
 

In addition to the required paperwork for continuing education, HRD programs must maintain all 

documentation verifying fee waiver status for qualifying individuals.  This information is located in the 

Work Profile section of the HRD Tuition and Fee Waiver Form.   
 

HRD Tuition and Fee Waiver Verification Form 

 

HRD is unique in that it offers a tuition and fee waiver to qualifying individuals.  Tuition and fees for 

enrollment in courses coded on the Master Course List as Human Resources Development shall be 

waived if the student enrolling meets at least one of the following criteria: 

1.   Is unemployed 
2. Has received notification of pending layoff 
3. Is working and is eligible for Earned Income Tax Credit 
4. Is working and earning at or below two hundred percent (200%) of the federal poverty guidelines 

 

 Reference: 023 NCAC 02D .0319 (a) 

                Numbered Memo CC05-041 

                        http://www.nccommunitycolleges.edu/Numbered_Memos/index.html 

 
For auditing purposes, colleges should maintain with the class records the original signed HRD 

Tuition and Fee Waiver Verification Form for each qualifying student in the class.  The form with the 

original signature should be kept on file with the attendance for that respective class attached.   
 

All files must be maintained by the college until released from all audits as provided in the Public 

Records Retention & Deposition Schedule for Institutions in the Community College System.  A copy 

of this document can be downloaded at the System Office website by using the following link: 
 

   http://www.nccommunitycolleges.edu/Publications/index.html 

 

 Reference:  Numbered Memo CC01-071  

http://www.nccommunitycolleges.edu/Numbered_Memos/index.html
http://www.nccommunitycolleges.edu/Publications/index.html
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   Numbered Memo CC05-041 

           Numbered Memo CC01-166, FAQ #2, Question 24 

   http://www.nccommunitycolleges.edu/Numbered_Memos/index.html 

 

Self-Certification 

 

Students for whom tuition and fees are waived shall sign a form adopted by the State Board of 

Community Colleges verifying that they meet one of the above mentioned criteria.  An individual who 

signs the HRD Tuition and Fee Waiver Verification Form is verifying that the information contained on 

the form is accurate to the best of his/her knowledge.   

 

 Reference:  23 NCAC 02D .0319 (b) 

     http://www.nccommunitycolleges.edu/Publications/admincod.pdf 

 

 

Any person who willfully misrepresents his eligibility for the tuition benefits provided under Chapter 

115B of the NC General Statutes, or any person who knowingly aids or abets such applicant in 

misrepresenting his eligibility for such benefits, shall be deemed guilty of a Class 3 misdemeanor. 

 

 

Administrative Issues 

 
Á All class and student reporting forms are subject to audits by the HRD State Office.  Hence, it is 

important that local programs keep accurate records of all forms, have them organized, filed 

properly, and easily accessible when needed. 

 

Á Local programs must retain a copy of all HRD class reporting forms for at least three years or until 

released from audit, whichever is the longest. 

 

Á According to state and federal regulations, students have the right to non-disclosure of any 

information contained in their individual files.  Hence, HRD program staff who expect to discuss 

information from a studentôs individual file with someone from another program or agency must 

first obtain from the student a signed Release of Information Form.  Please note, however, that a 

student cannot be required to sign a consent form. 

 

 

 

 

 

 

http://www.nccommunitycolleges.edu/Numbered_Memos/index.html
http://www.nccommunitycolleges.edu/Publications/admincod.pdf


 

 

Page 29 

HRD Course Offerings Survey 

 

In an effort to maintain a current listing of courses offered by HRD programs across the state and to 

ensure compliance with the course descriptions on the Master Course List, the State HRD Director 

will send out a  memo requesting a listing of the courses offered through HRD at your college along 

with the corresponding course plans.   This survey will be compiled at the System Office and 

circulated among the 58 local HRD programs.   Due to the size of the files, the HRD Course Offerings 

Survey along with the course plans are to be faxed to the System Office.  
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FORM SET FOR REVISION 2009 

Human Resources Development 

North Carolina Community College System 

HRD Course Survey 

Please list the type of HRD courses offered by the college.  In addition, please attach the respective course 
outlines for these courses.  Please use the comment section to provide additional information such as 
internal/external collaborations with college departments, agencies, correctional facilities, or community-based 
organizations; customized training for targeted populations; and etc.  Please indicate in the last column if the 
class is taught at a JobLink Career Center. 

Class 
Prefix 

Course Title 
Total 
Hours 

Comments JobLink Online Immured 

  

 

     

  

 

     

  

 

     

  

 

     

  

 

     

  

 

     

  

 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
Please return by XXXXXX 

Robin R. Coates 
5003 Mail Service Center 
Raleigh, NC  27699-5003 

Fax:  (919) 807-7169
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FUNDING AND BUDGETARY ISSUES 
 

Budget FTE Funding 

At its meeting on July 20, 2001, the State Board of Community Colleges approved a temporary ruling 

which allows HRD categorical funds to generate Budget FTE.  HRD courses initiated on or after July 

1, 2001 are eligible to generate Budget FTE.  Please note that HRD courses offered at the community 

college must be consistent with the course descriptions and not exceed the hours as shown on the 

Master Course List. 

 
Reference:  023 NCAC 02D .0319 (a) 
 

Continuing Education Master Course List 
http://www.ncccs.edu/Business_and_Industry/continuingeducation.htm 
 
Numbered Memo CC01-166, FAQ #2, Question 3 
http://www.ncccs.edu/Numbered_Memos/index.html 
 

  
 

Funding Areas 

Funding areas are the categories used for Budget FTE identification.  Below is a listing of the funding 
areas for Continuing Education.   
 
 
 Funding Area Program Area  
 1 ......................................... Basic Skills 
 2 ......................................... Learning Laboratory 
 3 ......................................... Occupational Extension (Regular Budget) 
 4 ......................................... Occupational Extension (Receipt Supported) 
 5 ......................................... Focused Industry Training (FIT) 
 6 ......................................... Human Resources Development (HRD) 
 7 ......................................... New and Expanding Industry Training (NEIT) 
 8 ......................................... Small Business Center (SBC) 
 9 ......................................... Job Training Partnership Act (JTPA) 
 10 ........................................ Community Service ï Grant Supported 
 11 ........................................ Community Service ï Receipt Supported 
 
 
Budget FTE generated by HRD courses is captured in the funding area ñ3ò Occupational Extension 
(regular budget).   Funding area 6 is no longer in use.  The State HRD director periodically sends out 
updated FTE reports for the local HRD program coordinator/directorôs information. 

 
 

http://www.ncccs.edu/Business_and_Industry/continuingeducation.htm
http://www.ncccs.edu/Numbered_Memos/index.html
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Instructional Cost 

Á All student membership hours generated by the college for a given class shall be counted for 

budget FTE purposes, provided 100 percent of the instructional cost is paid from college funds 

(funds budgeted through the college's budget including State Current, County Current, or College 

Funds).  These provisions apply to all instructional contracts which generate budget FTE including 

Basic Skills classes.   

 

Á Instructional cost includes the salary of the instructor(s) as well as fringe benefits, supplies, 

materials, travel, etc. paid from college funds.  College-sponsored instruction shall not supplant 

existing training which may take place without the college's involvement.   

 

Á A company or entity may reimburse the college for a given class up to 50 percent of the 

instructional cost and the student hours in membership generated in the class may be reported for 

budget FTE.   

 

Á If the college is reimbursed for more than 50 percent of the instructional cost for a given class, 

student hours in membership reported for the class shall be prorated in the same proportion as the 

college funding.   

 

Á If the college is reimbursed for 100 percent of the instructional cost, the class would be gratis and 

no budget FTE would be generated. 

 

Á In cases where a company or entity donates funds to a college with no expectation for instruction 

in return, these funds shall be treated as college funds and may be used to generate budget FTE. 

 

Á The community college shall not contract with a company/entity to provide training to its current 

employees except as provided by provisions set forth in 23 NCAC 2E .0402 (Provision for 

Occupational Extension In-Plant Skills Training). 

 

Á Any class for which the instructor's services are provided at no cost or for which the instructional 

cost is paid totally and directly by an external agency is a "gratis" class.  In this situation, the class 

is reported as self-supporting, and does not generate budget/FTE.  If a portion of the class is 

gratis, student hours shall be prorated accordingly. 

 

 

Reference:    23 NCAC 2D .0326 (a) (b)  (Budget FTE Funding) 

http://reports.oah.state.nc.us/ncac.asp?folderName=/Title%2023%20-20Community%20Colleges 

 

http://reports.oah.state.nc.us/ncac.asp?folderName=/Title%2023%20-20Community%20Colleges
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Operating Budget Requests: Distribution of Funds 

Projections of full-time equivalent (FTE) 

 

Á Continuing education FTE projections shall be based on the latest spring, summer, and fall FTE 

figures.  Annual continuing education FTE is determined by totaling the student hours in 

membership for the three reporting periods and dividing by 688.   

 

Note: A definition of annual continuing education FTE can be found in the NC Administrative 

Code 23 NCAC 1A .0101(8) and on pages 17 and 36 in the Program Management section of 

this guide. 

 

 

Appropriation Requests 
 
Á Continuation Budget Requests.  The continuation budget request shall be based on the number of 

FTE and amount per FTE currently appropriated and increases in the continuation budget as 

directed by the Office of State Budget and Management.  Also included in the continuation budget 

requests shall be continuing categorical programs.  Categorical programs are educational 

programs funded for specific purposes such as Customized Training and Small Business Center 

Network as opposed to general formula programs such as occupational extension. 

 

Á Expansion Budget Requests.  The expansion budget request shall consist of at least the following 

items: (a) an adjustment in the number of FTEôs in existing programs based on the difference 

between the official FTE projections of the State Board and the existing level of FTEôs requested 

in the continuation budget; (b) an adjustment in expenditure per FTE; and (c) additional funding for 

new and special programs of instruction. 

 

 

State Board Reserve 
 
Á A reserve shall be requested from the General Assembly and shall be retained by the State Board 

for the purpose of making later allocations for feasibility studies, pilot projects, innovative ideas, 

and start-up of new programs or as otherwise directed by the General Assembly. 

 

 

Reference:  23 NCAC 2D .0301 (Operating Budget Requests: Distribution of Funds) 
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RESOURCES FOR PROGRAM MANAGEMENT 
 
 

NC Administrative Code 

Continuing Education programs and courses are authorized under the North Carolina General Statute 

115D.  Guidelines, policies, and regulations for these programs and courses are spelled out in the NC 

Administrative Code (NCAC), Title 23.   This document can be found on the System Office Website at 

the following link:  

 

http://www.nccommunitycolleges.edu/Publications/index.html 

 

The following is a reference guide to some of the pertinent sections of the NCAC that governs 

Continuing Education and HRD.  

 
 
Program Classification: Continuing Education 
Â Occupational Extension  ...................................................................... 2E.0101 (2) (a) 

Â Human Resources Development ......................................................... 2E.0101 (2) (f) 

 

Program Management  
Â Program Management  ........................................................................ 2E.0305 

Â Organizational Definitions .................................................................... 1A.0101 

 

Program Auditing 
Â Reporting Student Membership Hours for Extension Classes .............. 2D.0324  

Â Limitation in Reporting Student Membership Hours  ............................ 2D.0325 

Â Reporting Student Membership Hours to the Department .................... 2D.0327 

 

Funding and Budgetary Issues 

Â Budget FTE Funding ............................................................................ 2D.0326  

Â Distribution of Funds ............................................................................ 2D.0301 

Â Registration Fees for Extension Programs ........................................... 2D.0203 

Â HRD Fee Waiver Criteria (Allotment Procedures for HRD) ................... 2D.0319 

 

Instruction for Special Populations 
Â Captive or Co-Opted Groups ............................................................... 2E.0403 

Â Minors .................................................................................................. 2C.0305 

Â Senior Citizens ..................................................................................... 2D.0203 

 

Note: Full text versions of the North Carolina Administrative Code Policies for Continuing Education 
can be found at the web address listed above. 

http://www.nccommunitycolleges.edu/Publications/index.html
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Occupational Continuing Education Guidelines 

To assist community college administrators with the correct implementation of the NC Administrative 

Code as it pertains to Continuing Education, a reference document and operations manual was 

developed--- The Occupational Continuing Education Guidelines.   

 

This document can be downloaded from the System Office website at the following link:  

 

http://www.nccommunitycolleges.edu/Business_and_Industry/continuingeducation.htm 

 

 

NCCCS Numbered Memos 

Numbered memos are official communications between the NC Community College System Office 
and its 58 institutions. Numbered memos can be downloaded from the System Office website at the 
following link: 
 

http://www.nccommunitycolleges.edu/Numbered_Memos/index.html 

 

All documents are in Adobe Acrobat format.  If your browser does not automatically display 

documents in this format, you may download the reader and browser plug-in from the Adobe web site 

by clicking on the Adobe icon in the upper right corner of any page in the section. 

 

Presently, numbered memos are available on the web page from 1998 to the current year. If a link is 

not available for a particular memo it is because that memo has not been made available to the 

support staff. You will need to contact the person listed in the From column to secure a copy of one of 

those memos. New memos should appear on this website within one week of their issue date. 

 

It is recommended that local HRD program coordinators and directors check this website periodically 

for changes in policy and/or procedures affecting Continuing Education and HRD programming. 

http://www.nccommunitycolleges.edu/Business_and_Industry/continuingeducation.htm
http://www.nccommunitycolleges.edu/Numbered_Memos/index.html
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Organizational Definitions 

Below are some terms used throughout the text of the NC Administrative Code and this manual. 
 

 

FTE ............................................... stands for full time equivalency.  In the community college system 

there are many students who attend classes on a part-time basis.  

To equate their attendance to a ñtypicalò full-time studentôs 

attendance the term full-time equivalency, FTE for short, is used.    

 

Student Membership Hour ............. means one hour of scheduled class or laboratory for which the 

student is enrolled.  A college shall provide a minimum of 50 

minutes of instruction for each scheduled class hour. 

 

Student Contact Hour .................... means one hour of student attendance in a class for which the 

student is in membership.  Sixty minutes constitutes one hour. 

 
Annual Continuing Education 

(non-credit) FTE ............................ means the total of the student hours in membership for the three 

reporting periods divided by 688 (based on two typical semesters 

of 16 weeks and a typical summer term of 11 weeks).  The three 

reporting periods are spring semester, summer term, and fall 

semester. 
 

Budget FTE (B/FTE) ...................... means the number of FTE which determines a college's operating 

budget. 

 

 

 

Reference:  23 NCAC  01A .0101  (Organization Definitions) 
23 NCAC  02D .0324 (Reporting of Student Hours in Membership for Continuing 
Education)  

   http://www.ncccs.edu/Publications/index.html 

 

 
 
 
 
 
 
 
 
 
 
 

http://www.ncccs.edu/Publications/index.html
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Program Planning 

 

HRD PROGRAM PLAN 
 
To assist local programs with program management and planning, each HRD program will maintain 
an HRD Program Plan.  HRD Program plans are based on a list of questions which focus on HRD 
policies and procedures.  
 
 
 
HRD Policy: Local colleges must maintain on file a copy of their HRD Program Plan.  Updates 

to local HRD Program plans will be requested as needed.   
 
HRD Policy:   While updates to local HRD Program plans will be requested as needed, colleges 

must submit annually to the State HRD Office a listing of current course 
offerings.   
 

Reference:      Numbered Memo CC06-187 
 http://www.nccommunitycolleges.edu/Numbered_Memos/index.html 
 
 
 
To assist HRD program coordinators/directors in their planning efforts, please reference the questions 
on the next page when completing the program plan.    
 

 

http://www.nccommunitycolleges.edu/Numbered_Memos/index.html
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HRD Program Plan Questionnaire 
 

Question Answer 

1. List the targeted populations served by the HRD 

program at your local college.  

 

2. List the marketing strategies used by the HRD 

program at your college.  Be sure to include both 

internal and external marketing strategies in your 

reporting.   

 

3. How effective are your marketing strategies in respect 

to increasing public relations, community outreach, 

and student recruitment?   In what way do you 

determine a strategyôs effectiveness? 

 

4. As an occupational extension program, HRD classes/services are accessible to the general public, as well as 
targeted groups of individuals.  Describe your outreach efforts to the general public by answering the following 
questions and providing detailed explanations when applicable. 

a) Typically, how are the HRD courses at your local 
college structured?  (For example: 30 hour course, five 
days per week, 3 hours each day)     

b) Are your HRD office and classes located on the 
collegeôs main campus? 

c) Does the HRD program at your college have dedicated 
classroom space in which to offer classes? 

d) Does the HRD program offer classes off-campus? If 
yes, describe the various class locations. 

e) Does the HRD program offer classes at night and/or on 
weekends?  

f) Does the HRD program offer customized classes for 
local businesses or industries?  Please list the names 
of the companies.  If so, where are the classes 
located? 

g) Does the HRD program have access to funding 
resources to provide support services (childcare, 
transportation, etc.) for students enrolled in HRD 
classes? 
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Question Answer 

5.     Describe your cooperative efforts (referral agreements, communication networks, meetings scheduled, 
classes offered, cooperative agreements, funding resources, etc) with the following: 

a) JobLink Career Centers 

b) Department of Social Services 

c) Employment Security Commission 

d) WIA Service Delivery 

Area/Workforce Development Board 

(SDA/WDB) 

e) Businesses and Industries 

f) Local Community College - Basic 

Skills Program 

g) Local Community College - 

Continuing Education programs 

h) Local Community College - 

Curriculum programs 

i) Local Community College - Student 

Services Division 

j) Housing Authorities 

k) Community-Based Organizations 

l) Faith/Church Community 

m) Other, please specify 

 

 

6.    Describe how responsive the HRD program is to local labor market needs in relation to the following: 
 

 

a) HRD training classes established for specific 

occupations 

b) HRD training classes established for specific 

employers 

c) Local unemployment rates 

d) Plant closing/downsizing 

e) New and expanding industries 

f) Local workforce and economic development 

initiatives 

 

 

 
7.    Job search assistance, job placement assistance 

and job development activities are three specific 
and distinct services that should be provided to 
students enrolled in HRD.  Describe your efforts 
to provide these services. 

 

 

 
8.    Describe the HRD programôs effectiveness in 

improving the educational and/or employment 
status of students enrolled into HRD classes.  
(Include your enrollment figures, training and job 
placement rates, FTE.)      
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Question Answer 

9.    What is the level of commitment and/or past 
effectiveness of the HRD program at serving 
individuals who receive public assistance [Work 
First Family Assistance (formerly AFDC), food 
stamps, unemployment insurance], are low 
income, or have minimal literacy skills? 

 

 

10.  To what degree does the HRD program use 
and/or have access to computers, appropriate 
software, Internet capabilities and other advances 
in technology? 

 
 

 

11.  How is your program staffed?  Reference full-time 
and part-time staff numbers. 

 

 

12.  Please highlight the strengths of the HRD staff as 
related to credentials, instructional techniques, 
organizational structure, etc? 

 
 

 
 
 
 
 

13.  Describe the staff development opportunities 
made available to the HRD staff.  Please list 
types of workshops attended, any in-house 
training provided, conferences attended and 
certifications award to your staff. 

 
 
 
 
 
 

14.  Where does your HRD Program fit in the 
organizational structure at your college? 

 

 

15.  How does the HRD program director/coordinator 
obtain feedback about the satisfaction and quality 
of course content and instruction? 

 

 
 
 
 
 

16.  What input does the HRD coordinator/director 
have as to budget management for the HRD 
program? 

 

 
 
 
 

17.  Has the HRD program been the recipient of grant 
opportunities to support program growth? 

 

 
 
 
 

18.  Please describe and/or attach any other pertinent 
information not covered in this questionnaire that 
describes other services and/or activities offered 
by your HRD program. 

 

19.  Optional:  
      Please attach any documents submitted to your local college about HRD in response to the local Institutional 

Effectiveness Plan.  
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PROGRAM PROMOTION 
 
In order to promote an understanding of Human Resources Development within the local community, 
HRD programs should develop and implement an ongoing plan to promote the services they offer.  To 
assist HRD programs with their planning efforts, the following information has been provided. 
 

Marketing  

There are two different forms of marketing that need to be addressed by HRD programs: 

Á Internal Marketing- promoting an understanding of HRD services and course 

offerings to college administrators, program heads, staff and faculty  within the 

college.  

 

Á External Marketing- promoting an understanding of HRD services and course 

offerings to community agencies, organizations, and local business and 

industry so as to impact community workforce and economic development 

efforts. 

 

Marketing Toolkit 
 
The following is a list of suggested items essential for effective marketing activities.   
 

Á Fact Sheets ................... local and state program descriptions of the HRD program 

Á Statistical Data ............... local program statistics such as FTE reports, student data, class 

participation rates 

Á Master Calendar  ........... list of conferences, meetings, and other important events within the state, 

local, and regional area 

Á Leadership Matrix .......... list of partners and supporters of HRD with ways to notify them and 

means to involve them in the local program 

Á Advisory Boards ............. group formed for a specific project to advise the HRD coordinator/director 

as to the specifics of promoting and managing the project  

Á Success Stories ............. stories and testimonies from both students and staff which exemplify the 

content and quality of local programs and services 

Á Recruitment Plan  .......... detailed plan which outlines yearly, semester, monthly, and ñby classò 

recruitment activities 

Á Annual Work Plan  ......... detailed plan which outlines program activities, course offerings, 

enrollment trends and projections 

Á Electronic Newsletters ... newsletters sent electronically to HRD staff, local college community staff  

and faculty, partnering organizations  

Á Presentations ................. presentations that exemplify the content and quality of local HRD 

programs and services  
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Outreach 

Outreach, as in marketing, is in everything we do.  In addition to collaborating with programs within 

the college community, HRD coordinators/directors and staff members should serve in some capacity 

with local organizations to assist the community with workforce and economic development efforts.  It 

is recommended that HRD develop strong relationships with the following local organizations: 

o Economic development corporations 

o Workforce development boards 

o Employment Security Commission 

o Department of Social Services 

o Day reporting centers 

o Goodwill Industries 

o Salvation Army 

o Family crisis centers 

o Faith based organizations 

o Food pantry 

o Other community based organizations 

 

 

Student Recruitment  

Target Audiences 
 

The HRD program offers employability skills training to individuals in transition and the emerging 

workforce including the unemployed and underemployed.  The unemployed and underemployed 

populations encompass a broad range of adults.  For HRD purposes, the following definitions have 

been established: 

 

 Individuals in transition- persons who are at a crossroads and seeking career guidance, further 

training and/ or employment opportunities 

 

Á Unemployed ï persons who do not have a job and are seeking employment 
 
Á Underemployed ï persons working and eligible for the Federal Earned Income Tax Credit (FEITC) 

or working and earning wages below 200% of the Federal Poverty Guidelines 
 

HRD programs and services should be marketed to individuals whose goals are consistent with 

HRDôs program goals.  Those goals are: 
 

Á to enhance and develop the individualôs employability skills 

Á to assist students in obtaining meaningful employment and training 

opportunities 

Á to develop the individualôs ability to gain economic self-sufficiency 

Á to reduce the individualôs dependency on public assistance   
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Typical groups targeted for HRD training include, but are not limited to the following: 

 

Á individuals in career/job transition 

Á unemployment insurance claimants 

Á JobLink Career Center customers 

Á dislocated workers 

Á incumbent workers 

Á out-of-school youth 

Á inmates/probationers 

 
 
 
 

HRD Partnerships 

HRD programs are encouraged to partner with local agencies and college programs that promote 
workforce and economic development.   By collaborating with local workforce development initiatives, 
HRD programs are able to provide students with the most up-to-date information on labor market 
statistics, job openings, and in-demand skill sets sought by employers while contributing to local 
economic development.   
 
Many times at the state level opportunities arise whereby funding becomes available to pilot special 
projects.  One such project is the Career Readiness Certification Initiative.   
 
For more information concerning Career Readiness Certification Initiative, go to: 
 

http://www.nccommunitycolleges.edu/Business_and_Industry/CareerReadinessCertification.htm 

http://www.nccommunitycolleges.edu/Business_and_Industry/CareerReadinessCertification.htm
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STAFFING 
 

Each HRD program is responsible for (1) outreach and recruitment, (2) instruction, and (3) counseling.  
In addition, administrative and clerical duties associated with program operation must be performed.   
 
How and by whom these functions are performed depends upon the number and expertise of HRD 
staff members.  A typical HRD staff consists of a full-time coordinator and several part-time staff 
members.   
 
While there are no state requirements as to the number and/or job descriptions of HRD staff 
members, three critical factors for program success are program and staff competencies, instructor 
attributes, and staff development opportunities. 
 
 

Role of the Local HRD Coordinator / Director 

The role of the HRD coordinator / director is to manage the day-to-day operations of the local HRD 
program.  The person in this role serves as a liaison for the local HRD program with the System 
Office, ensures proper reporting of program activities, and provides services to HRD students. 
 
To keep contact information up-to-date, colleges are required to designate an HRD 
coordinator/director and then inform the System Office.   
 
 

Program and Staff Competencies 

Considerable professional interest has developed at the national level to identify competencies for 
staff working in the employment and training field.   
 
The National Career Development Association has developed a list of competencies for staff who 
work in a career development programs like HRD.  These competencies are organized into seven 
major areas: counseling, information, individual and group assessment, management and 
administration, implementation, consultation, and special populations.  Consider this list as a resource 
for assessing your program and the skills, knowledge and ability of current and/or future staff.  Also, 
this list can be used as a tool for determining and promoting staff development needs and 
opportunities for training. 

 

Counseling 
 knowledge of developmental issues individuals address throughout their  life span 

 knowledge of counseling and career development theories and techniques 

 knowledge of decision-making and transition models 

 knowledge of role relationships to facilitate personal, family, and career development 

 knowledge of different cultures to interact effectively with all populations 

 skills to build productive relationships with counselee 

 skills to use appropriate individual and group counseling techniques to assist individuals with 
career decisions and career development concerns 

 skills to assist individuals in identifying influencing factors in career decision-making, such as 
family, friends, educational opportunities, work values, and finances 

 skills to assist individuals in changing biased attitudes that stereotype others by gender, race, 
age, and culture 
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 skills to assist individuals in setting goals and identifying strategies for reaching goals 

 skills to assist individuals in continually assessing their goals, values, interests, and career 
decisions 

 skills to assist individuals in preparing for multiple roles throughout their lives 

 skills to assist individuals in understanding the relationship between interpersonal skills and 
success in the workplace 

 

Information 
 knowledge of changes taking place in the economy, society, and job market 

 knowledge of education, training, employment trends, labor market, and career resources 

 knowledge of basic concepts related to career counseling such as career development, career 
progression, and career patterns 

 knowledge of the changing gender roles and how these impact work, family,  and leisure 

 knowledge of employment-related requirements such as labor laws, licensing, credentialing, 
and certification 

 knowledge of state and local referral services or agencies for job, financial, social and 
personal service 

 skills to use career development resources and techniques designed for specific groups 

 skills to use computer-based career information systems 
 

Individual and Group Assessment 
 knowledge of assessment techniques and measures of skills, abilities, aptitudes, interests, 

values, and personalities 

 skills to identify assessment resources appropriate for specific situations and populations 

 skills to evaluate assessment resources and techniques related so that their validity, reliability, 
and relationships to race, gender, age, and ethnicity can be determined 

 skills to administer, interpret, and personalize assessment data in relation to the career 
development needs of the individual 

 

Management and Administration 
 knowledge of program designs that can be used in organizing career development programs 

 knowledge of needs assessment techniques and practices 

 knowledge of management concepts, leadership styles, and techniques to implement change 

 skills to assess the effectiveness of career development programs 

 skills to identify staff competencies for effective career development programs 

 skills to prepare proposals, budgets, and timelines for career development programs 

 skills to identify, develop, and use record keeping methods 

 skills to design, conduct, analyze, and report the assessment of individual and program 
outcomes 

 
Implementation 
 knowledge of program adopted and/or planned changes in strategies 

 knowledge of barriers affecting the implementation of career development programs 

 skills to implement individual and group programs in a variety of areas such as assessment, 
decision making, job seeking, career information and career counseling 

 skills to implement public relations efforts which promote career development activities and 
service 

 skills to establish linkages with community-based organizations 
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Consultation 
 knowledge of consulting strategies and consulting models 

 skills to assist staff in understanding how to incorporate career development concepts into 
their offerings to program participants 

 skills to consult with influential parties such as employers, community groups, and the general 
public 

 skills to convey program goals and achievements to legislators, professional groups, and other 
key leaders 

 

Special Populations 
 knowledge of differing cultural values and their relationship to work values 

 knowledge of unique career planning needs of minorities, women, the handicapped, and older 
persons 

 knowledge of alternative approaches to career planning needs for individuals with specific 
needs 

 skills to identify community resources and establish linkages to assist adults with specific 
needs 

 skills to find appropriate methods or resources to communicate with limited English proficient 
individuals 

 
 

Instructor Attributes 
 
The instructional component of HRD is vital and determines the success or failure of the local HRD 
program.  Hence, it is essential that the coordinator/director employs qualified instructors who 
possess knowledge and skills in the selection and use of appropriate instructional strategies and 
lesson planning, as well as the ability to communicate effectively HRD course content to a variety of 
targeted audiences.  An effective HRD instructor will model the following behaviors: 
 

1. Demonstrate a genuine interest in people and have some urge or desire to understand them 
better  

2. Able to demonstrate warmth, friendliness, and informality when appropriate 

3. Interact openly and actively with participants 

4. Create a climate for direct and open communication 

5. Serve as a resource, not as the group expert 

6. Demonstrate flexibility to meet group needs 

7. Possess a willingness to learn as well as be taught 

8. Willing to allow dissenting opinions 

9. Willingness to attempt new and innovative ideas 

10. Possess a basic understanding of self and others 
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Professional Development Opportunities 

Professional development activities are an important aspect of staff training.  Local, regional and 

statewide HRD training events are available on a regular basis.  At a minimum, HRD regional training 

is provided at meetings in the spring and fall of each year.  Contact your regional chairperson for more 

information.   

 

At the State level, HRD sponsors three annual training events:  the HRD-Career Start Training 

Academy, the HRD Directorsô Institute, and the Orientation for New HRD directors/coordinators.   

 

HRD staff should be familiar with the many professional organizations affiliated with workforce 

development.  Some of the organizations do require membership while others do not.  These 

organizations offer conferences at different times of the year that are designed to provide professional 

development activities.  Below is a list of some organizations and conferences with which HRD 

program staff should be familiar.    

 

Organization Name 
Membership 

Fee 
Conferences Webpage 

HRD/Career Start Training 
Academy 

No December 
www.ncccs.edu/Business_and_Industry/huma

nresources.htm 

HRD Regional Staff Development 
Workshops 

No Fall and Spring 
www.ncccs.edu/Business_and_Industry/huma

nresources.htm 

NC Community College Adult 
Educators Association 
(NCCCAEA) 

Yes Fall and Spring http://www.ncccaea.org/index.htm 

NC Employment and Training 
Association   (NCETA) 

Yes Spring http://www.nceta.org 

Southeastern Employment and 
Training Association (SETA) 

Yes Fall and Spring http://www.seta.org 

Workforce Development Partnersô 
Conference 

No Fall  

ACT WorkKeys Conference 
No 

January/ 
February 

http://www.act.org/workkeys 

NC Rural Economic Development 
Center 

No 
Professional 
Development 

http://www.ncruralcenter.org 

National Association of Workforce 
Development Professionals 

Yes 
 

http://www.nawdp.org 

Workforce Development Training 
Center 

No 

Professional 
Development 

A service of the NC Department of Commerce 

http://www.nccommerce.com/en/WorkforceSer
vices/ 

FindInformationForWorkforceProfessionals/ 
WorkforceDevelopmentTrainingCenter/ 

NCCCS Conference 

No 
Professional 
Development 

Conference meets every other year.  Check 
the NCCCS website for details. 

North Carolina Career 
Development Association 

No 
 

www.nccounseling.org/NCCDA/ 

America's Career Resource 
Network Association 

No  
www.acrna.net/i4a/pages/index.cfm?pageid=3

319 

http://www.ncccs.edu/Business_and_Industry/humanresources.htm
http://www.ncccs.edu/Business_and_Industry/humanresources.htm
http://www.ncccs.edu/Business_and_Industry/humanresources.htm
http://www.ncccs.edu/Business_and_Industry/humanresources.htm
http://www.ncccaea.org/index.htm
http://www.nceta.org/
http://www.seta.org/
http://www.act.org/workkeys
http://www.ncruralcenter.org/
http://www.nawdp.org/
http://www.nccommerce.com/en/WorkforceServices/FindInformationForWorkforceProfessionals
http://www.nccommerce.com/en/WorkforceServices/FindInformationForWorkforceProfessionals
http://www.nccommerce.com/en/WorkforceServices/FindInformationForWorkforceProfessionals
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Career Development Facilitator (CDF) 
 
At the state level, the North Carolina Workforce Development Training Center offers a nationally 
recognized training program to certify individuals as Career Development Facilitators.  This 120-hour 
curriculum focuses on 12 competency areas: Helping Skills, Career Development Models, 
Assessment, Labor Market Information and Resources, Technology, Employment Skills, Training 
Clients and Peers, Promotion and Public Relations, Ethical and Legal Issues, Diverse Populations, 
Program Management/ Implementation, and Accepting Supervision.  This certification training is 
highly recommended for HRD staff members that do not have an educational background in career 
counseling and/or employment training and development.  For more information, contact the 
Workforce Development Training Center at (919) 329-5588 or visit their website at: 
 
http://www.nccommerce.com/en/WorkforceServices/FindInformationForWorkforceProfessionals/Workf
orceDevelopmentTrainingCenter/ 

 

 

Professional Development through NCCCS 

There are three professional development programs offered through the NCCCS.  Two are funded 
through state dollars and one through federal funding.  The Faculty Upgrade and Baccalaureate 
Education programs receive state funding, making their continuation always contingent upon funding 
from the North Carolina General Assembly (Due to budget restrictions, these programs were dropped 
from the 2009-2010 budget year by the NC General Assembly).  The North Carolina Network for 
Excellence in Teaching receives federal funding and is still operating for the 2009-2010 year. 

 Faculty Upgrade Program- formerly known as Tier A, provides funds for professional 
development and training opportunities for any full-time or part-time college employee. All 
position categories are eligible to use these funds except presidents and those vice-presidents 
who report directly to the president.   

 Baccalaureate Education Program- provides assistance to faculty who are fully committed to 
obtaining a baccalaureate degree. Scholarships of up to $3,000 are awarded to each 
approved participant. Selected full-time faculty members who take credit courses each 
academic year can be reimbursed for tuition, books, labs, and mandatory fees from accredited 
institutions. 

 North Carolina Network for Excellence in Teaching (NC-NET)-  one exciting development has 
been the creation of the North Carolina Network for Excellence in Teaching (NC-NET) through 
funds provided by the Carl D. Perkins Vocational and Technical Education Act of 1998 (Public 
Law 105-332).  NC-Net offers community college faculty in North Carolina a collaborative, 
statewide professional development system that is committed to sharing best practices, 
leveraging resources, and avoiding duplication. To encourage a comprehensive and balanced 
approach to professional development, NC-NET organizes its resources into six programmatic 
areas: 1) Teaching and Learning, 2) Discipline-Specific, 3) Career and Personal Development, 
4) Technology in the Classroom, 5) Online Teaching, and 6) Serving Special Populations. We 
invite you to explore NC-NET's resources by clicking on the topics in the navigation bar at left. 

 

For more information on the Faculty Upgrade Program visit: 

http://www.nccommunitycolleges.edu/Professional_Development/facultyUpgradeProgram.htm 

 

http://www.nccommerce.com/en/WorkforceServices/FindInformationForWorkforceProfessionals/WorkforceDevelopmentTrainingCenter/
http://www.nccommerce.com/en/WorkforceServices/FindInformationForWorkforceProfessionals/WorkforceDevelopmentTrainingCenter/
http://www.nccommunitycolleges.edu/Professional_Development/facultyUpgradeProgram.htm
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 For more information on the Baccalaureate Education Program visit:  

http://www.nccommunitycolleges.edu/Professional_Development/baccalaureateEducationPro
gram.htm  

 

For more information on the North Carolina Network for Excellence in Teaching visit: 

www.nc-net.info   

or 

 http://www.nccommunitycolleges.edu/Perkins/professional_development_activities.htm 
 

 
 
 
 

http://www.nccommunitycolleges.edu/Professional_Development/baccalaureateEducationProgram.htm
http://www.nccommunitycolleges.edu/Professional_Development/baccalaureateEducationProgram.htm
http://www.nc-net.info/
http://www.ncccs.edu/Perkins/professional_development_activities.htm
http://www.ncccs.edu/Perkins/professional_development_activities.htm


 

 50 

 

COURSE DEVELOPMENT 
 
 

FTE Governance 

HRD courses must follow the policies and procedures that regulate occupational extension courses.  

These policies and procedures are outlined in the Occupational Continuing Education Guidelines.  

This document can be downloaded from the NCCCS website.  Here is a link to the site:  
 

http://www.nccommunitycolleges.edu/Business_and_Industry/continuingeducation.htm 
 
 

Principles of Accreditation 

The regional accreditation body for higher education institutions awarding associate, baccalaureate, 

masterôs or doctoral degrees in the southern states is the Commission on Colleges of the Southern 

Association of Colleges and Schools (SACS). The southern states region includes Alabama, Florida, 

Georgia, Kentucky, Louisiana, Mississippi, North Carolina, South Carolina, Tennessee, Texas and 

Virginia and Latin American. The Principles of Accreditation are the SACS core requirements and 

comprehensive standards that are required for institutional accreditation. These standards include 

institutional mission, governance, and effectiveness standards; standards for all educational 

programs, faculty, library and other learning resources, student affairs and services; standards for 

resources; and federal requirements.   For details on these standards refer to the Principles of 

Accreditation: Foundations for Quality Enhancement, 2008 Interim Edition, Commission on Colleges, 

Southern Association of Colleges and Schools  
 
               http://www.sacscoc.org/pdf/2008%20Interim%20Principles%200108.pdf 
 
 

Institutions, such as those in the North Carolina Community College System, whose mission includes 

the offering of continuing education programs which award CEUôs are to follow guidelines contained in 

the Commissionôs document CEU Criteria and Guidelines. For non-credit continuing education 

programs, the institution should follow national guidelines for the recording of Continuing Education 

Units (CEUôs). Both sets of criteria now place a greater emphasis on the evaluation of student 

achievement and the assessment of those findings. 
 
Reference: Principles of Accreditation, Commission on Colleges, Southern Association of Colleges 
and Schools and The Continuing Education Unit: Guidelines, Commission on Colleges, Southern 
Association of Colleges and Schools  

http://www.nccommunitycolleges.edu/Business_and_Industry/continuingeducation.htm
http://www.sacscoc.org/pdf/2008%20Interim%20Principles%200108.pdf
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Minimum Standards for Occupational Extension Courses 

The HRD program is listed as a program under Occupational Extension.  As an occupational 

extension program, HRD courses must at a minimum, reflect the following characteristics: 

 

Á The design and implementation of the course must be consistent with the Southern 

Association of Colleges and Schools. 

 

Á The instructional materials should be comprehensive, including instruction of the skills one 

would be expected to perform in the work environment. 

 

Á Valid and reliable methods should be used to identify students who have satisfactorily 

performed the occupational skills taught during the course.  The methodology used in 

evaluating a studentôs performance should be selected during the development of instructional 

materials, should reflect the stated learning objectives of the course, and should be 

consistently applied to all course participants. 

 

Á The intent of the student should be to pursue occupational skills as opposed to the pursuit of 

social, recreational, academic, or avocational interests.  Senior Continuing Education 

administrators at the local college are responsible for deciding if a course is Occupational 

Extension or Community Service.  Please make credible decisions. 

 

Reference:  Continuing Education Guidelines, page 11, NC Community College System      

                    http://www.nccommunitycolleges.edu/Business_and_Industry/continuingeducation.htm 

 

 

Master Course List 

 

For FTE purposes, all courses offered in Continuing Education must be approved by the State Board 

of Community Colleges.  A complete listing of approved courses can be located in a document called 

the Master Course List (MCL).  A copy of the MCL is accessible on the System Office website at the 

following link:       

 

http://www.nccommunitycolleges.edu/CE.Courses/index.html 

 

 

http://www.nccommunitycolleges.edu/Business_and_Industry/continuingeducation.htm
http://www.nccommunitycolleges.edu/CE.Courses/index.html
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HRD Courses 

At its meeting on July 20, 2001, the State Board approved six courses for HRD.  In November, 2002, 

HRD 3005 was modified and a seventh HRD course, HRD 3008 Economic Literacy, was added to the 

Continuing Education Master Course List.   

 

In January, 2009 the Workforce Development Leadership Committee approved new 

recommended and maximum hours for HRD 3002 course expanding both.  Listed below you will 

find the course titles for each.   A complete listing including course descriptions follows. 

 

 Course  Recommended Maximum 

 Code Course Title Hours Hours 

 HRD 3001 Employability Skills .................................................. 96 .................... 115 

 HRD 3002 Employability Lab .................................................... 640 ................... 768 

 HRD 3003 Career Planning and Assessment ............................ 12 ..................... 16 

 HRD 3004 Career Readiness/Pathways .................................... 60 ..................... 72 

 HRD 3005 Introduction to Computer Skills ................................ 33 ..................... 40 

 HRD 3006 Employability Motivation and Retention .................... 25 ..................... 30 

 HRD 3008 Economic Literacy.................................................... 25 ..................... 30 
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Human Resources Development (HRD) 
Courses on the Master Course List 

 

 
Course         Recommended        Maximum  
Code  Title and Description            Hours            Hours   
 
HRD 3001  Employability Skills  ................................ ............................  96 ................................ . 115 ...................   
  This course provides employability skills training for unemployed and underemployed adults.  The curriculum 

framework must address each of the six core HRD components: 1) assessment of an individualôs assets and 
limitations, 2) development of a positive self -concept, 3) development of employability skills, 4) development 
of communication skills, 5) development of problem -solving skills, and 6) awareness of the impact of 
information technology in the workplace . 

 
 

HRD 3002  Employability Lab  ................................ ..............................  640 ................................ . 768 ...................   
 This course provides employability skills training for unemployed and underemployed adults.  The curriculum 

framework must address each of the six core HRD components.  Instruction is designed to be self-directed, 
self-paced, and structured on an open-entry, open-exit basis to meet the customized needs of individuals 
and/or partner agencies at JobLink (One-Stop) Career Centers. Membership hours are counted on a contact 
hour basis. 

 
 

HRD 3003  Career Planning and Assessment  ................................ ......  12 ................................ .. 16 ....................   
  This course provides employability skills training for unemployed and underemployed adults.  The curriculum 

framework is designed to assess the interests, attitudes, aptitudes, and readiness as it relates to career, 
employment, and/or educational goals.  The content of the instructional materials must focus on the 
following topics: personal development, career exploration, goal setting and the development of a written 
plan of action. 

 
 

HRD 3004  Career Readiness/Pathways ................................ ..............  60 ................................ .. 72 ....................   
  This course provides employability skills training for unemployed and underemployed adults.  The curriculum 

framework is based on a specific occupation and addresses one or more of the following topics: career 
exploration, job seeking and keeping strategies, entry-level skill awareness and development, and training 
success strategies including note-taking, test -taking strategies, reducing test anxiety, and preparing for 
certification exams and placement tests.  This course may be linked either at the beginning or ending of an 
occupational course. 

 
 

HRD 3005  Introduction to Computer Skills  ................................ ........  33 ................................ .. 40 ....................   
  This course provides employability skills training for unemployed and underemployed adults.  The curriculum 

framework is designed to introduce computers and computer term s, develop a moderate comfort level of 
basic computer-use skills, introduce the Internet and develop email capabilities, and develop skills in 
navigating the Internet and using search engines.  The content of the instructional materials should focus on 
the following topics:  using the computer to search for jobs and occupational information, compiling 
employment-related documents (resume, cover letters, applications), accessing governmental and 
educational resources, and emphasizing the role of information technology in the world of work.   

 
 

HRD 3006  Employability Motivation and Retention  ...........................  25 ................................ .. 30 ....................   
  This course provides employability skills training for unemployed and underemployed adults.  The curriculum 

framework is based on four post-employment service strategies--- transition, retention, advancement, and 
re-employment.  Transition involves being ready to work (school -to-work, school-to-school, and/or balancing 
work and family). Retention involves keeping a job and staying employed (work ethics).  Advancem ent 
involves attaining better jobs with performance and skill development (upgrading and retraining).  Re -
employment involves gaining independence through a lifetime of work (work -to-work).  

 
 
HRD 3008  Economic Literacy  ................................ ..............................  25 ................................ .. 30 ....................   

This course provides employability skills training for unemployed and underemployed adults.  The curriculum 
framework is designed to help students understand real-life economic concepts and economic ways of 
thinking that will enable them to make better inf ormed decisions related to their role as a member of the 
workforce.  Topics include, but are not limited to wage improvement plans, workplace business concepts 
and basic economic literacy concepts.  
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Class Structure 

Colleges are required to use the course codes as shown on the Master Course List; however, local 

programs may choose to select local course titles. The length of a class, the hours per day a class 

meets, and the number of students per class are decided by the local program. 

 

Reference: Numbered Memo CC01-166, FAQ #2, Questions 14 and 23 

http://www.nccommunitycolleges.edu/Numbered_Memos/Memos/index2001.htm 

 

 

Recommended / Maximum Hours 

Each course on the Master Course List has a Recommended and a Maximum hours for instruction. 

The recommended hours represents a ñsuggestedò, not required, number of hours to cover the 

content listed in the course description on the Master Course List.  The maximum number of hours is 

20% above the recommended hours.  The guidelines listed below apply to recommended and 

maximum hours of instruction. 

 

 Colleges may choose to offer an HRD course for more than or less than the recommended hours 

as long as the course is not offered for a number of hours greater than the maximum number of 

hours approved by the State Board. 

 Colleges may offer a course for an appropriate number of hours less than the maximum course 

hours listed in the Master Course List, provided the following conditions exist: 

 

1. The segment(s) of the course being offered falls within the umbrella (scope) of the State Board 

approved course description; 

 

2. The college has on file an appropriate course plan that contains a description of the 

segment(s) of the State Board approved course the college intends to offer.  (The course plan 

must include course objectives, course outline, and the method(s) by which student mastery of 

the occupational skills will be verified.); and 

 

3. The course offering is approved by the local college Senior Continuing Education 

Administrator.  (Documentation of Senior Continuing Education Administrator approval must 

be on file and available for program audit.)   

 

Reference: Numbered Memo CC01-166, FAQ #2, Questions 10  

 http://www.nccommunitycolleges.edu/Numbered_Memos/Memos/index2001.htm 

  Numbered Memo CC-95-267 

http://www.nccommunitycolleges.edu/Numbered_Memos/Memos/index1995.htm 

  Continuing Education Guidelines, page 12, NC Community College System 

http://www.nccommunitycolleges.edu/Business_and_Industry/continuingeducation.htm 

 

http://www.nccommunitycolleges.edu/Numbered_Memos/Memos/index2001.htm
http://www.nccommunitycolleges.edu/Numbered_Memos/Memos/index2001.htm
http://www.nccommunitycolleges.edu/Numbered_Memos/Memos/index1995.htm
http://www.nccommunitycolleges.edu/Business_and_Industry/continuingeducation.htm
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Course Plan 

According to the NC Administrative Code, continuing education programs shall provide lifelong 

learning experiences offering planned instructional responses to identified needs of targeted 

audience.  Instructional objectives shall specify the skills, knowledge, and attitudes the learner should 

be able to apply upon satisfactorily completing the continuing education experience.  Adequate 

educational facilities, instructional aids, and other instructional materials shall be provided to support 

continuing education courses.   

 

Reference:  023 NCAC 02E .0305 (a) 

http://reports.oah.state.nc.us/ncac.asp?folderName=/Title%2023%20-20Community%20Colleges 

 

Colleges are required to have a course plan for each of their HRD course offerings.   According to the 

Occupational Continuing Educational Guidelines, a course plan includes course objectives, course 

outline, and the method(s) by which student mastery of the occupational skills will be verified.  Course 

objectives are defined as what the student is expected to accomplish in the course.  A course outline 

is a topical listing of the courseôs content.  Verification of student mastery refers to the evaluation 

process of what the student has learned.  Students successfully completing HRD courses are eligible 

to receive Continuing Education Units.   For a suggested framework to write a course plan, please 

refer to the Resource section of this guide. 

 

Reference:  The Continuing Education Unit: Guidelines,   The Commission on Colleges,  

 The Southern Association of Colleges and Schools, Fifth Edition 

 Continuing Education Guidelines, North Carolina Community College System 

 http://www.nccommunitycolleges.edu/Business_and_Industry/continuingeducation.htm 

 

 

 

 

 

 

 

 

 

 

http://reports.oah.state.nc.us/ncac.asp?folderName=/Title%2023%20-%20Community%20Colleges
http://www.nccommunitycolleges.edu/Business_and_Industry/continuingeducation.htm
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HRD Core Training Components 

The following document titled HRD Core Training Components contains a chart outlining 45 

competency areas along with a list of learning objectives that correspond to the six core training 

components.   

 

Originally, the HRD program addressed five core training components.  In July, 2001, the State Board 

of Community Colleges approved the sixth core training component, awareness of the impact of 

technology in the workplace, as part of the HRD curriculum.  In the fall of 2007, a committee was 

formed to develop suggested learning objectives that addressed the information technology 

component.  The 2007-2008 HRD Advisory Board adopted the learning objectives in the spring of 

2008. 

 

The intent of the chart and list is to assist programs in developing course plans, course outlines, and 

syllabi.  It is important to remember that the content of a course should be designed to meet the 

specific needs of the students who enroll in an HRD class.  Therefore, great thought should go into 

determining:  

1) which learning objectives are appropriate for the targeted audience,  

2) how long an instructor spends on specific topics,  

 3) what type(s) of resources/instructional materials should be used to teach the course 
content.   

 

 
Please note, courses taught with the course prefixes HRD 3001 or HRD 3002 must address all 
six of the core components.  
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The Human Resources Development (HRD) program provides skill assessment services, 

employability skills training, and career development counseling to individuals in transition and in the 

emerging workforce.  The courses taught in this program address six core components: 

 

(1) assessment of an individualôs assets and limitations 

(2) development of a positive self-concept 

(3) development of employability skills 

(4) development of communication skills 

(5) development of problem-solving skills; and 

(6) awareness of the impact on information technology in the workplace. 

 

On the following pages you will find charts outlining six HRD core training components along with their 

related competency areas and suggested learning objectives.  Also note that each learning objective 

begins with the phrase:  ñUpon completing a learning activity, the student will be able to...ò  The 

learning objectives listed in this document come from a compilation of recommended employability 

skills standards from the following national research projects: 

 

 Workplace Basics: The Skills Employers Want 

 What Work Requires of Schools: A SCANS Report for America 2000 

 National Career Development Guidelines-- Adult Competencies and Indicators 

 CASAS Employability Competency System 

 National Skill Standards Board: Academic and Employability Knowledge and 

Skills 

 National Institute for Literacy: Equipped for the Future 

      NC Computer Empowerment  Project 

  

Because these learning objectives are a ñsuggested list," HRD programs can and should develop 

additional competencies and/or learning objectives when appropriate.  Staff development workshops 

are available for those programs seeking assistance in development of course outlines and syllabi. 
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Assessment 
 

1. Self-Assessment 

2. Employment Testing 

3. Academic Testing 

 

 

Self-Concept 
 

1. Self-Esteem 

2. Self-Advocacy  

3. Motivation 

 

 
 

Employability Skills 
 

Job Preparation 

1. Career/Educational Exploration  

2. Goal-Setting  

 

 

 

Job Seeking Skills 

3. Job Search 

4. Application/Resume 

5. Interviewing 

6. Job Selection Process 

 

 

Job Keeping Skills 

7. Personal Responsibilities 

8. Time Management 

9. Economic Literacy 

10 Work Attitudes/Behaviors 

11. Job Performance  

12. Interpersonal Skills  

13. Learning Skills  

14. Math/Measurement Skills  

15. Information Technology  

16. Job Resignation or Termination 

 

 

Lifelong Learning 

17. Reflection  

18. Change Management  

 

 

Life Skills 

19. Consumer Buying 

20. Parenting Skills 

21. Community Resources 

22. Preventive Health Care 

23. Legal Rights and Responsibilities 

 

Communication 
Skills 
 

1. Communication Styles 

2. Listening Skills  

3. Speaking Skills  

4. Observation Skills  

5. Reading Skills  

6. Writing Skills  

7. Teamwork Skills  

8. Leadership Skills  

 

Problem-Solving 
Skills 

 

1. Problem-Solving Strategies  

2. Decision-Making Skills  

3. Conflict Management  

 

 

 

 

 

 

Information 
Technology 

 

1. Basic Computer Skills for the 

Workplace 

2. Internet Navigation for Career 

Exploration 

3. Job Search Strategies 

4. Electronic Business 

Communications 

5. Technology in the 21st Century 

Workplace
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Assessment 
 

 

Assessment of a studentôs content knowledge, educational background, 

and learning preference helps an instructor make better decisions about 

what a student needs to learn and how to select and use instructional 

strategies that will promote and reinforce the studentôs learning.   

 

 From a studentôs perspective, assessment provides a tool to take an objective look at himself/herself before 

setting career and educational goals.  When you can recognize what you want, who you are, what you have to 

offer, and what you have to learn, you will be better able to find your place in the working world. 

 

Assessment can be both formal and informal and should be done throughout the course and not just at the 

beginning or end.  The most common formal assessment instruments used in HRD programs are the Hollandôs 

Self-Directed Search, Meyers-Briggs, CAP/COPS, and the 4-MAT Learning Type Measures.  Informal 

assessments can be done in a variety of ways such as demonstrations, simulations, exercises, written or oral 

exercises, reports, projects, portfolios, and employability plans. For more information about career assessment 

instruments, please contact the State HRD Office.   

 
 

 Competency Areas 
Learning Objectives: 
Upon completing a learning activity, the student will be able to: 

 
1. 

 
Self-Assessment 

 

 assess personality traits, interests, aptitudes, and values 

 assess learning style preference 

 evaluate past and present strengths and accomplishments 

 identify transferable skills from job and life experiences 

 

 
2. 

 
Employment Testing 

 

 assess basic employability and workplace skills 

 assess specific occupational or job-related skills 

 identify and prepare for various employment tests (pre-hire assessment, drug test, job-specific 

skills, etc.) 

 interpret and use test results to assess employment options 

 

 
3. 

 
Academic Testing 

 

 assess basic reading, writing, math, and English skills 

 identify and prepare for various academic tests (GED, college placement test, nursing 

assistant, ASVAB, etc.) 

 interpret and use test results to assess educational options 
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Self-Concept 
 

Developing a positive self-concept is an important element for achieving personal success.  The 
ability to accept oneself as a unique, changing, imperfect, and growing individual means that you 
have the ability to recognize your potential as well as your limitations.  In this training component, 
participants are taught to focus on healthy perceptions, optimism, creative choices, and positive 
expectations. The end result is that participants learn to reconstruct their attitudes and behaviors 
and become more open to new experiences. 

 

 

 

 Competency Areas 
Learning Objectives: 
Upon completing a learning activity, the student will be able to: 

 
1. 

 
Self-Esteem 

 

 identify characteristics of high and low self-esteem 

 explore positive and negative attitudes/behaviors 

 understand what shapes a person's self-esteem 

 demonstrate a realistic understanding of oneôs own self 

 

 
2. 

 
Self-Advocacy 

 

 maintain a positive self concept 

 recognize and address oneôs emotional needs 

 demonstrate skills to overcome self-defeating behaviors 

 develop positive support systems for work and family life 

 accept personal responsibility for oneôs self-sufficiency 

 strive for continuous self-improvement 

 

 
3. 

 
Motivation 

 

 describe internal and external motivations for work 

 describe the importance of work as it affects lifestyle preferences 

 recognize reasons why people work/donôt work 

 identify strategies to overcome personal barriers to employment and job training 

opportunities 

 prepare oneself mentally to look for a job or further training 
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Employability Skills 
 

 As we move into the new millennium, the workplace will be constantly changing and growing.  As the 
workplace evolves, so must the skills of its employees.  In 1996, the HRD program adopted as its mission ñto 
prepare individuals for success in the workplace.ò   

 

Hence, in addition to providing training so that individuals obtain and 
maintain entry-level jobs, we must provide training that is based on 
national skills standards, assessments, and certification that will enhance 
a participantôs ability to compete effectively in this new high-performance, 
highly technological global economy.   
 

The Employability Skills Training Component is the centerpiece around which the other four HRD Core Training 

Components revolve. This training component is broken down into five subsets: Job Preparation, Job-Seeking 

Skills, Job-Keeping Skills, Lifelong Learning, and Life Skills. 

 

 

 

Job Preparation 
 

 Competency Areas 
Learning Objectives: 
Upon completing a learning activity, the student will be able to: 

 
1. 

 
Career/Education 
Exploration 

 

 discuss personal career and employment aspirations 

 describe how educational achievement and life experiences relate to career and educational 

opportunities 

 demonstrate skills to locate, evaluate, and interpret labor market information 

 describe information about specific occupations in terms of  education and skill requirements, 

labor market demand, possible career advancement, and earning potential 

 describe information about specific employers and hiring practices 

 describe occupational, industrial, and technological trends as they relate to employment 

opportunities 

 explore education and job training opportunities 

 

 
2. 

 
Goal-Setting 

 

 understand the rationale for setting goals and career planning 

 identify strategies for establishing and maintaining a goal 

 set and prioritize short/long-term goals for achieving personal success, finding and maintaining 

employment, and accessing lifelong learning opportunities 

 modify career plans or adjust priorities given changing goals or conditions 

 evaluate personal effectiveness in achieving the goals set in oneôs career plan 
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Employability Skills 
 

Job Seeking Skills 
 

 Competency Areas 
Learning Objectives: 
Upon completing a learning activity, the student will be able to: 

 
3. 

 
Job Search 

 

 identify employment opportunities that match oneôs career objectives 

 identify and use a variety of resources to find job leads 

 develop a realistic job search plan 

 document job search activities  

 re-evaluate and make adjustments, if necessary, to job search plan 

 

 
4. 

 
Application/Resume 

 

 gather necessary dates, information, and documents to complete a job application/resume 

 understand the importance of a job application/resume 

 accurately complete a job application form 

 develop a well-written resume and cover letter 

 identify appropriate references for a job application/resume 

 

 
5. 

 
Interviewing 

 

 identify strategies and procedures to prepare for a job interview 

 demonstrate appropriate grooming and attire for a job interview 

 deal effectively with questions asked or answers given in a job interview 

 identify reasons why people donôt get hired 

 

 
6. 

 
Job Search Process 

 

 demonstrate skills to assess job offers in terms of salary requirements, fringe benefits, work 

environment, career advancement, and other conditions of employment 

 make responsible employment decisions 

 

 

 



 

 63 

Employability Skills  

 
Job Keeping Skills 

 

 Competency Areas 
Learning Objectives: 
Upon completing a learning activity, the student will be able to: 

 
7. 

 
Personal Responsibilities 

 

 make satisfactory arrangements for childcare 

 make satisfactory arrangements for transportation to work 

 identify strategies for balancing work and family responsibilities 

 

 
8. 

 
Time Management 

 

 understand the importance of being at work on time 

 understand the importance of maintaining regular attendance 

 understand the importance of giving timely notice to employers for absences or changes in 

work schedule 

 apply effective time management techniques for work and family responsibilities 

 

 
9. 

 
Economic Literacy 

 

 understand the financial obligation/expenses of working, such as childcare/ transportation, 

clothing expenses, income taxes, insurance, food, work-related equipment, etc. 

 understand basic information concerning a companyôs fringe benefits 

 understand basic information concerning Wage and Labor Laws 

 understand basic information contained on a check stub 

 understand basic information about the earned income tax credit 

 understand the principles of ñopen-bookò financial management and its relation to an employee 

 demonstrate skills to manage oneôs financial resources 

 identify and use various banking and financial services 

 recognize the advantages/disadvantages of using credit 

 

 
10. 

 
Work Attitudes/Behaviors 

 

 identify the characteristics of a person with good work ethic 

 accept responsibility for oneôs own actions in work-related situations 

 demonstrate safe, careful use, and maintenance of tools, equipment, and machines 

 demonstrate reliability, dependability, initiative, and resourcefulness in work-related situations 

 react appropriately to directions and criticisms 

 avoid incidents of workplace violence and sexual harassment 

 demonstrate appropriate dress and hygiene given specific work environments 
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(Job Keeping Skills, continued) 
 

 Competency Areas 
Learning Objectives: 
Upon completing a learning activity, the student will be able to: 

 
11. 

 
Job Performance 

 

 organize and structure work for effective performance of job tasks 

 demonstrate the ability to complete tasks on time and accurately 

 anticipate and accept job responsibilities beyond job description 

 ask for clarification of directions as needed 

 identify symptoms and prevention of stress and job burnout 

 monitor and evaluate job performance for continuous improvement 

 

 
12. 

 
Interpersonal Skills 

 

 interact with others in ways that are friendly, courteous, and tactful and that demonstrate 

respect for othersô ideas, opinions, and contributions 

 demonstrate respect for individual and cultural differences and for the attitudes and feelings of 

others 

 interact and cooperate effectively with co-workers and the general public 

 

 
13. 

 
Learning Skills 

 

 identify preferred learning style 

 identify oneôs strength and weakness as a learner and seek out opportunities for learning 

that help build self-concept as a learner 

 manage, direct, and monitor oneôs learning and development 

 become familiar with a range of learning strategies to acquire or retain knowledge 

 identify and utilize effective study skills and test-taking strategies 

 

 
14. 

 
Math/Measurement Skills 

 perform basic numerical calculations (addition, subtraction, multiplication, and division) with 

whole numbers, fractions, and decimals 

 perform basic measurement tasks, including the use of conversion tables, to determine 

length, width, height, and weight 

 read and interpret basic measurement and numerical readings on measurement instruments 

 apply knowledge of mathematical concepts and procedures to figure out how to answer 

questions, solve problems, make predictions, or carry out tasks 

 communicate results using a variety of mathematical representations, including graphs, 

charts, tables, and algebraic models 

 
15. 

 
Information Technology 

 

 select, access, and use information, data, and communications-related technologies such 

as basic personal computer applications, telecommunication equipment, Internet, electronic 

calculators, voice mail, e-mail, facsimile machines, and copying equipment to accomplish 

work activities 

 

 
16. 

 
Job 

Resignation/Termination 

 identify reasons why people get fired 

 exhibit appropriate behavior in case of job termination 

 explore other job opportunities upon leaving or being terminated from a job 

 






























