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Executive Summary

History of Renton Technical College

Renton Technical College (RTC) came into existence in 1941 as a war production school. Throughout the
duration of World War II, the College provided customized pre-employment training for electricians,
welders, machinists, and mechanics. After the war, the College became a state-funded vocational school
with the mission of assisting local industry in converting from a war-time to a peace-time economy. For
the next twenty years, RTC offered a large number of vocational technical courses at several different
locations throughout the Renton area.

In 1966, RTC moved into three new buildings at its current central campus location, 3000 NE Fourth
Street. For the first time, the College had the facilities to offer full-time instruction during the day to
students requiring comprehensive, pre-employment training. Typically, these students attended class for
six hours per day over the course of one to two years. The College continued to offer courses during the
afternoon and evening for those already employed but requiring skills upgrading or retraining.

From 1967 through 1990, Renton Technical College fell under the jurisdiction of the Renton K-12 School
District and was supported by its funding. That changed with the passage of the Washington Community
and Technical College Act of 1991, which revised earlier legislation establishing a statewide,
independently-funded system of community colleges to include technical colleges. Under this bill, the
governance of all five vocational-technical schools in Washington State moved from the Superintendent of
Public Instruction to the State Board for Community and Technical Colleges (SBCTC) and became part of
the Washington State Community and Technical College system (WACTC). With this change in
governance came a number of mandates for change within the institution, some of which have yet to be
fully realized.

Since its founding in a local garage more than sixty years ago, the College has grown to 13 permanent
structures encompassing over 400,000 square feet. Educational offerings now include over 70 professional
technical programs ranging from health occupations to information technology, as well as apprenticeship,
basic skills, general education, and community education. During the 2001-2002 school year, RTC
employed 310 faculty and 201 staff, and served a total of 14,541 students. While the breadth and depth of
its offerings have changed considerably over the years, the College has not lost sight of its original charge
to provide relevant, timely training to individuals, business and industry.

Major Findings of the Self-Study

Standard 1:  Institutional Mission and Goals, Planning and Effectiveness
The mission of Renton Technical College is to prepare a diverse population for work, thereby fulfilling the
needs of individuals, business, and industry. The mission was last revised in 1999 using the results of
campus-wide focus groups; the final draft was endorsed by faculty and staff, and subsequently adopted
by the Board of Trustees. As a result, there is a wide understanding of, and commitment to, the College
mission by its employees. The mission provides a clear sense of purpose that strongly influences College
policies on educational offerings, student admissions, faculty selection, resource allocation and planning.

Institutional priorities and goals are set by the Board of Trustees and the Executive Cabinet, respectively.
Historically, these have played a less visible role in policy and decision-making than the mission. Unlike
the long-standing mission, the strategic planning process begun in 2000 has yet to be fully incorporated
into the culture of the College.
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Formal planning and evaluation at RTC occurs primarily within instructional programs. The results of
these activities, in turn, drive planning in all other departments. The extent of evaluation and planning
that goes beyond simply responding to instructional needs varies by department. Some instructional and
administrative departments set annual goals, but these are generally not tied to the institutional goals.
Similarly, divisional goals set by the Executive Cabinet have, to date, existed separately from the College’s
Strategic Plan.

The College recognizes the need for a more integrated, well-defined operational planning process that is
tied at every level to the Strategic Plan as well as to assessment and budgeting. To this end, a revised
Strategic Plan and accompanying strategic planning process have been developed and are currently
under review. While most elements of the revised strategic plan, such as the mission, vision, values, and
institutional priorities and goals, will be quite familiar to the College faculty and staff, the College
community will require education for a better understanding of the strategic planning process. The
proactive philosophy of the proposed strategic planning process represents a departure from the often
reactive behavior that day-to-day operations and activities have necessitated.

Standard 2:  Educational Program and Its Effectiveness
Educational offerings at Renton Technical College can be divided into three broad categories: preparatory
training, apprenticeship, and supplemental courses. Maintaining an appropriate balance among these
categories is critical to fully meet the College’s mission.

Preparatory programs provide students with the skills needed for entry level positions in the career field
of their choice; included in this category are Basic Studies and General Education. The College currently
offers specialized pre-employment job training in 75 full-time and part-time programs. Apprenticeship
programs are aligned with specific labor unions and companies in the Puget Sound area and provide
members of those organizations with classroom and lab training necessary to complement on-the-job
training they receive at the worksite. Supplemental retraining or upgrading courses are designed to
address the continuing education needs of the local community and are generally linked to the full-time
preparatory programs. These courses are primarily intended to provide professional development to
those already employed and seeking to advance in their chosen career. Community education classes are
included under the umbrella of supplemental training.

Given the different intent of preparatory, apprenticeship and supplemental training, program planning
and evaluation occurs somewhat differently for each. Regardless of their differences, this self-study found
that such processes should align more closely with the College’s Strategic Plan and overall assessment
scheme. A new review process for preparatory programs was designed to do so. Implemented only in the
last year, however, it should now be monitored for effectiveness and modified as needed. Procedures
governing the reduction of preparatory programs should also be reviewed for compatibility with the new
program review process and revised, if necessary, to bring them into alignment. When terminating a
program, it is important that all pertinent evaluation factors are addressed and that the process is fully
understood by those most affected by it.

The evaluation of preparatory programs of short duration and supplemental courses should be consistent
across departments. The development, monitoring, and assessment processes used for General Education
and supplemental courses need to be more clearly defined and subsequently followed to ensure that
these courses are of dependably high quality.

Academic advising processes should be reviewed in order to assess their effectiveness, with appropriate
change implemented as needed. Professional development activities should be developed which assist
faculty in fulfilling their responsibilities in providing effective academic counsel to students.
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A thorough study of developmental education should be undertaken in order to determine its role at
Renton Technical College. While there is general agreement that course offerings at this level are needed,
their scope and focus is unclear, and should therefore be determined, and the proper courses identified,
developed, and offered.

Standard 3:  Students
Renton Technical College provides a variety of services to its students, including admissions, registration,
financial aid, counseling, testing, childcare, and job placement. These services are available weekdays
and, in many cases, evenings and Saturdays. The 65 members of the student services staff are well-
qualified to provide these services, and appropriate policies and procedures exist to support their
function.

Students are admitted to the College on a first-come, first-served basis. The profile of a “typical”
student—male, 28 years old, white, with a high school education—belies the ethnic and cultural diversity
of the student body. Over one-third of full time students are of color, and nearly 20% are immigrants or
refugees. While 40% have previously attended college, 10% did not complete high school, and nearly as
many students are younger than 20 as are older than 40. An increasing number of students are non-native
English speakers and/or academically unprepared to complete college level work. Serving such a diverse
student population is a continual challenge for the College. Student services staff work closely with
faculty to identify emerging needs and to provide timely intervention and accommodations for students.

Students have a voice on campus through the Student Advisory Committee, faculty tenure committees,
the College’s Adjudication Committee, as well as through fundraising events and other activities within
the community. The College is currently establishing membership and will participate in the National
Vocational-Technical Honor Society to assist students in achieving their goals.

College publications, including the Catalog, the Student Handbook, the College website and quarterly
schedules provide students with clear information regarding programs and the award of credit, and for
accessing services at the College. Students are clearly informed about their rights and responsibilities,
privacy of records, availability of financial aid, and security on campus. Student services staff continue to
improve student outreach services, orientation programs, appropriate counseling for the diverse needs of
students, and to provide assistance to students who are under prepared for college level work.

Through the self-study process, the College has identified several areas for continuous improvement;
broadly, these are career services, student under preparedness, student orientation, and efficiency of
operations. In light of its mission, the College should consider establishing a comprehensive career center
to supplement and support the current job placement efforts of faculty and Employment Security.
Improved methods for identifying and assisting students who are academically under prepared should
be sought for early, proactive intervention. Alternate forms and delivery of student orientation may
impact student participation in such sessions and, ultimately, increase student retention and satisfaction.
Ongoing efforts to streamline the registration process should continue, and changes in the financial aid
process are suggested to protect student privacy. Plans to address each of the above areas are currently
underway at the College.

Standard 4:  Faculty
The mission of Renton Technical College is reflected in both the number of faculty employed and their
distribution across educational offerings. Historically, instructional faculty have comprised well over 50%
of the College staff and 40% of its full-time equivalencies. Of the 441 people employed by RTC in fall of
2002, 77 were full-time faculty and 158 part-time faculty. The overwhelming majority of these faculty
teach either in a preparatory program or in supplemental vocational courses. Accordingly, they have
proven themselves in industry and have the willingness to maintain expertise in their field of work. They
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are afforded the opportunity to increase their skills as effective instructors through a variety of
professional development activities, including a Credit Incentive Program, Back-to-Industry training, an
Office of Instructional Improvement, and in-service activities on campus.

Faculty collaborate with their dean and program advisory committee on academic planning, curriculum
development, and program review. All programs are competency-based and are reviewed and updated
on a three-year cycle, ensuring that competencies meet current industry standards. Faculty participate in
academic advising of enrolled students, and have primary responsibility for placement of graduates.
They are represented in the governance of the College through Faculty Staff Council, Employee Team
Meeting, and participation on Tenure Review Committees and one of seven other campus committees.

Faculty workload, evaluation procedures, and compensation issues are negotiated through the Renton
Federation of Teachers, the Washington Federation of Teachers and the American Federation of Teachers.
Full-time faculty are currently contracted for a total of 184 days per year; their workday consists of six
student contact hours and two hours for program management. During the most recent negotiations, the
faculty evaluation procedure was revised to incorporate the Washington State Skills Standards for
Professional Technical College Instructors. Newly implemented, this process seeks a comprehensive
range of opinions in assessing the performance of faculty and places emphasis on a collaborative
relationship between the faculty and dean. The year-long process culminates in the development and
implementation of a Professional Improvement Plan that is based on the faculty’s strengths and
challenges.

The new faculty evaluation process should be monitored for effectiveness, with changes made as required
and appropriate. The College should resolve outstanding issues related to the evaluation of part time
faculty—particularly those faculty teaching classes of less than 30 hours in length—to ensure that they are
evaluated consistently across departments and receive appropriate feedback.

Faculty workload in general, and contact hours in particular, have surfaced as significant issues through
the self-study process. An in-depth, extensive study that considers block scheduling, program entry
points, prerequisites, student preparedness, and finances should be undertaken jointly by faculty and
administration. The goal of such a study would be to determine the impact reducing contact hours would
have on students, faculty, administration, and the financial viability of the College.

The effectiveness of campus committees is diminished by several factors, including inconsistency in
regular meeting scheduling, the failure to take minutes and thus communicate relevant information to the
campus community, and poor participation by faculty and staff. Administration and faculty must jointly
promote and in some cases reform these committees based on the strategic plan.

The turnover rate of part time faculty requires further study in order to determine its root causes. Once
that assessment is completed, appropriate corrective actions, if any, can be identified and implemented.

Standard 5:  Library and Information Resources
Library and Information Services (IS) are provided through two separate but cooperating departments at
Renton Technical College. The Library, established in 1991 to integrate resource materials previously
housed in various locations, has recently been re-located to a new facility of 17,000 assignable square feet.
In the College’s new facility, six dedicated library employees staff the Library. Information Services
directly supports the mission and goals of the College by providing faculty, staff, and students with
access to and support of information technology and audio/visual equipment. Three computer and/or
multimedia labs are included in the new Technology Resource Center and managed by IS. The IS
department is comprised of nine members who support both instructional and administrative computing
and audio/visual needs.
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During the accreditation process, the College made several major findings. Both departments have grown
in recent years, to support the continued evolution of the institution from a vocational-technical institute
to a technical college. The Library has seen increases in physical resources, staff, computers, and
collections. It still needs to expand non-print materials, and is doing so through a Title III grant. The IS
department has been reorganized, with increased emphasis on customer service and tracking work
orders. The College currently has no staff assigned to web services, an increasingly important method for
recruiting students and employees. The College makes the most of its resources by partnering with others
in the state system. RTC is part of a reciprocal borrowing arrangement, and is one of several colleges
using Voyager, an automated online catalog and bibliographic management system. The College also
relies on Center for Information Systems, an entity created specifically to provide information technology
services to state community and technical colleges. The Library and the IS departments at RTC get
feedback from the Student Satisfaction Survey; in addition, the Library has a Library Advisory
Committee and IS is reactivating a Technology Advisory Committee.

Standard 6:  Governance and Administration
Renton Technical College is governed by a five-member Board of Trustees which is appointed by the
Governor and confirmed by the Senate. The President of the College acts as the chief administrator. The
system of governance is outlined in the Revised Code of Washington (RCW), offering clear guidelines for
the delineation of authority, responsibilities, and relationships among the governing board,
administrators, faculty, staff, and students. RTC also has extensive internal policies and procedures that
govern all aspects of its daily operations.

The Board of Trustees is a policy making board, acting as a committee of the whole. Administrative
decisions are made by the Executive Cabinet, composed of the President and four Vice Presidents. Faculty
have the opportunity to participate in the development of institutional policies and procedures through
involvement in a wide variety of committees and meetings.

This self-study affirmed that the Board of Trustees and the President’s Cabinet provide direction for the
College. RTC faculty, staff and administrators have a clear understanding of what is expected of them,
both in their daily responsibilities and in the larger context of RTC’s mission. Faculty, staff, and students
need more encouragement to participate in the decision-making process.

Standard 7:  Finance
Renton Technical College adheres to sound financial management practices, conserving funds to ensure
that current needs are met, that future needs can be covered in the event of a decrease in state funding or
unforeseen adverse economic factors, that debt is minimal, that fund balances continue to increase from
one year to the next, and that good internal controls are in place. By so doing the College is able to serve a
greater number of FTEs than are funded by the state and can provide appropriate support for the
increased student body.

This self-study confirmed that RTC is effective in its management of financial resources and its
implementation of internal control procedures. Continuing efforts shouldbe made to increase the
automation of tasks currently done manually and to provide up-to-date, relevant procedures to be
followed by staff.
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Standard 8:  Physical Resources
The Renton Technical College campus includes 13 buildings and four portable structures. RTC also
conducts classes at several off-campus sites. Since RTC’s mission is to prepare a diverse student body for
work, the vast majority of space is used for instructional purposes. Furthermore, the College puts a heavy
emphasis on lab-based instruction.

In the self-study process, the College found that facilities, furnishings, and equipment are sufficient for
instructional and administrative purposes. The College prides itself on having modern equipment to
prepare students effectively for their chosen occupations, and on operating and maintaining facilities
days, evenings, and Saturdays. Management for institutional facilities is the responsibility of the Vice
President for Student Services and Plant Operations and the Facilities Manager, an arrangement that
should be evaluated to determine whether this is the most effective use of human resources. Also, the
College could benefit from greater physical resource planning, including developing a comprehensive
master plan and soliciting input for the Capital Budget Request process. To date, the College has been
quite successful in getting the financial resources for capital projects, including the new Technology
Resource Center.

Standard 9:  Institutional Integrity
The integrity of an educational institution is evident in the standards it sets for itself, and whether it
adheres to and assesses itself according to those standards. Policy and procedures related to institutional
integrity at Renton Technical College, and available to all of its employees in written form, include:  codes
of conduct and ethical behavior; fair treatment of faculty, students, staff and administrators; policies
prohibiting conflict of interest; accuracy in the reporting of information in the form of print and electronic
promotional material; and academic freedom.

The College also believes that an essential part of institutional integrity involves a desire to collect
objective and quantifiable data to help the College learn how effective it is in living its mission, serving its
constituents, and providing a supportive working environment to its employees. An institution with
integrity is one that is willing and able to evaluate its performance in an honest and balanced way.

The utility of all College procedures, including those related to institutional integrity, is limited when they
are out-of-date, obsolete, or not readily accessible to employees. The self-study found this to frequently be
the case. The College should review all procedures and, even in cases where no changes are required,
note the date of review. Procedures should be made available online to facilitate their use by employees.



7 Introduction

The self-study process at Renton Technical College began in the winter of 2001, when four administrators
attended the Self-Study Workshop sponsored by the Norwest Association of Schools and College’s
Commission on Colleges. The attendees subsequently presented information from the workshop
regarding the purpose, philosophy, and content areas of the institutional self-study to the remaining
College faculty and staff. A series of informal meetings regarding each standard were held to further
educate employees and to solicit their participation in the process. Standard committees slowly coalesced
as a result of these meetings, and each elected their own chair and, in some cases, vice-chair and recorder;
given the breadth and importance of Standard Two, the committee elected two co-chairs. Chairs were
ultimately responsible for drafting the College’s response to their standard.

Martin Heilstedt, Vice President of Instruction, served as the College’s official Accreditation Liaison
Officer to the Commission on Colleges. Carol O’Connor, Director of Research and Development, was
given responsibility for the day-to-day management of the self-study process. They, along with the
standard committee chairs and several others whose expertise was required, made up the Steering
Committee. The primary function of the Steering Committee was to provide a venue for the exchange of
ideas and information. By meeting monthly at first, and later bimonthly, the Steering Committee sought
to ensure consistency of information, avoid duplication of effort, and resolve issues that surfaced
elsewhere in the self-study process.

The College is indebted to all those who participated in the self-study process. Neither faculty nor staff
were granted any release time for their efforts and thus assumed the required work in addition to their
regular duties. The process was admittedly painful at times, and suffered its share of setbacks and
adjustments. Despite this, however—or perhaps because of this—it ultimately resulted in a document
that is reflective of Renton Technical College in 2003.

Steering Committee Members
Beth Arman Dean, Trade and Industry and Apprenticeship
Cheri Danielson Registrar
Judith Frey Director, Instructional Improvement
Mark Fristo Counselor, Student Services
Martin Heilstedt Vice President, Instruction
Gary Neill Faculty, Automotive/ITEC
John Mundy Faculty, Automotive/Ford ASSET
Carol O’Connor Director, Research and Development
Eric Palo Director, Library
Martin Paquette Faculty, Survey Engineering
Jon Pozega Vice President, Student Services/Plant Operations
Debbie Rundle Counselor, Student Services/Running Start
Kathryn Russell Faculty, Health and Wellness Technology
DeEtta Ryan Faculty, Basic Studies
Brian Thompson Faculty, Automotive/Ford ASSET; President, RFT
Carol Werner Executive Vice President, Administration and Finance

Acknowledgements
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Renton Technical College is approved to grant Certificates of Completion and Associate of Applied
Science degrees by the Washington State Board for Community and Technical Colleges (SBCTC). The
College is governed by a Board of Trustees composed of five members who are appointed by the
Governor of Washington. Each member serves for five years, with one term expiring annually. A full-time
President, who is appointed to his position on a three-year renewable contract, oversees the day-to-day
operations of the College.

The mission statement of the College was jointly developed by administration, faculty and staff, and
formally adopted by the Board of Trustees. Institutional goals were established through a collaborative
process that involved the Executive Cabinet, administrative staff, faculty, and the Board.

The College retains the student focus that has been at the core of its activities since its inception as a war
production school. Classroom instruction remains the central element in the planning process, with
approximately two thirds of its budget devoted to direct student instruction or its support. Institutional
policies can originate at any level within the organization, but a clear line of authority that includes the
Executive Cabinet, administrative management team, and Board of Trustees, when appropriate, is
followed in their development and implementation. Participation by faculty and staff depends upon the
nature of the policy or procedure under consideration.

All pre-employment training programs offered by the College lead to a Certificate of Completion.
Students also have the option of obtaining an Associate of Applied Science degree in designated
programs and as approved by the SBCTC by completing additional course work in required General
Education classes. Certificate and degree titles are appropriate to the discipline in which they are
awarded. Specific General Education requirements vary by program but consist of course work in
communications, computation, human relations and the natural sciences. All programs of 45 quarter
credits or more in length contain a minimum of nine credits of related instruction.

Institutional student learning outcomes have been developed and published in the College Catalog.
Individual program outcomes and objectives, and the requirements for achieving them, have also been
determined. These are included in the various program related publications distributed by the College.

The majority of courses offered by the College require the solid foundation provided in most preparatory
high school programs. Verification of an appropriate level of preparation is obtained through
standardized placement testing. While Washington State law requires a policy of open entry to all who
apply, the College takes seriously its responsibility to ensure that those who enter are adequately
prepared to do so.

Faculty who teach at the College possess the appropriate qualifications and experience needed to do so.
Full time faculty are employed almost exclusively in each pre-employment training program. Faculty also
have the freedom to teach all material relevant to their specific program of study in the manner they feel
best suited to student achievement of program outcomes. The collective bargaining agreement contains
language that guarantees their academic freedom.

The College has a new library facility that is designed and staffed to support student attainment of
information literacy competencies. It is also equipped to support faculty and staff research as required.
Computer access is available to all enrolled students through the Library, as well as program specific and
open computer labs.

Eligibility Requirements
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The College has in place policies and procedures that ensure that students, faculty and staff are treated
fairly and consistently. An essential element of these policies is a respect of all individuals who work or
study at the institution. While the College is open to all who wish to enter, admission requirements
related to licensing, program accreditation, or other career specific mandates, are published in the College
Catalog, website, and program brochures. These publications are updated on a regular and periodic basis
to reflect ongoing program changes, with the College website containing the most current information.

The College has in place excellent financial controls that maintain a solid and reliable funding base for its
operations. Representatives of the State Auditor’s Office periodically audit financial records. The
consistently outstanding performance of the College’s finance division has led the auditor to schedule
visits to the school every other year, rather than every year as is typically required.

The College has developed policies and procedures designed to address the accreditation standards
developed by the Commission on Colleges. Furthermore, it has regularly and consistently provided the
Commission with all information needed to support the ongoing accreditation process.
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The 1993 full-scale evaluation of Renton Technical College by the Commission on Colleges resulted in five
General Recommendations (Exhibit R.1). Broadly, these concerned faculty evaluation, assessment, the
library, communication, and student academic preparedness. The first three recommendations were the
subject of a 1996 focused interim visit (Exhibit R.2). Following this visit, the evaluator reported that RTC
had “. . . succinctly, yet comprehensively, demonstrated College progress in addressing prior evaluation
committee recommendations” (Exhibit R.3). A subsequent regular fifth year interim evaluation in 1998
found that the College   “. . . clearly and comprehensively demonstrated . . . strong commitment to
addressing the specific recommendations as noted in the prior reports. Supporting documentation
provided by the college, and review by the Commission’s representative, served as evidence to support
their successful accomplishment of these recommendations.” (Exhibits R.4 and R.5). This visit yielded no
further recommendations.

The current status of the five general recommendations is given below.

Faculty Evaluation
Further develop the existing process of faculty evaluation to include multiple indices for use by the administration
for the evaluation of faculty performance. Examples offered by the Commission include administrative assessment
(presently being used), collegial or peer assessment, and student assessment.

At the time of the focused interim visit, the College had implemented a new faculty evaluation procedure
that included multiple indices. By 2001, however, there was growing consensus among faculty and
administrators that this process needed to be re-evaluated.

During the most recent contract negotiations, the faculty evaluation procedure was revised to incorporate
the Washington State Skills Standards for Professional Technical College Instructors. Distinct in its
approach of using external performance criteria, this process seeks a comprehensive range of opinions in
assessing whether faculty meet those criteria: that of the faculty themselves, their supervisor, their peers
and their students. Born out of collaborative bargaining between faculty and administrators, it
encourages a similarly collaborative relationship between the faculty and dean. The year-long process
culminates in the development and implementation of a Professional Improvement Plan that is based on
the faculty’s strengths and challenges. The Skill Standards provide a common reference point upon which
this plan can be constructed. Additionally, the activities in the plan can be used to satisfy vocational
certification requirements as mandated by the Washington State Board for Community and Technical
Colleges. The process by which faculty members evaluate their immediate supervisor was also modified
to guarantee anonymity to those completing the form.

Assessment
Improve academic planning, college mission accomplishment, and educational program effectiveness by developing
and adopting an assessment scheme. The assessment scheme should be a continuous process of academic planning
and the carrying out of those plans, to include the assessment outcomes and the influencing of the planning process
by assessment activities. In addition a review be made of data collection efforts and activities (i.e., student
information [demographics], retention, leaver and completer, leaver/graduate follow-up, placement, and employer
follow-up data) to ensure data validity, and an inventory be made of student competency assessment and program
review efforts to ensure these activities are present for all programs and existing and other appropriate assessment
efforts are incorporated into the recommended assessment scheme.

Response to 1993 Recommendations
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The focused interim evaluation found not only that the College had improved academic planning, college
mission accomplishment and educational program effectiveness by developing an assessment scheme,
but in fact that the scheme “. . . could be viewed as a ‘model’ for others who are struggling with this most
important issue.”  (Exhibit R.3). Unfortunately, the promise of the assessment scheme has yet to be fully
realized in its implementation. In particular, methodologies for collecting and calculating institutional
data were of concern. While the overall process was well defined, the individual elements upon which
effective assessment depends were not. Specifically, methodologies for collecting and calculating
institutional data were of concern, particularly to faculty members who questioned their validity. The
result was a process that was not seen to be of value by a number of those who were intended to benefit
by it.

Progress in assessment at the institutional, departmental, program, and classroom level has been variable.
The College had conducted one, two, and five year plans that were reviewed and updated annually by
the administrative management team and then discussed with the Board of Trustees. Since the arrival of
President Bressler in 2000, the College has modified its strategic planning process, developing
institutional priorities, institutional goals, and a values statement as part of its Strategic Plan. Additional
resources were committed to institutional research, and a cabinet level position for institutional
advancement was created. Still lacking, however, is an operational process that transforms the Strategic
Plan into action.

The program review process that was in place at the time of the regular fifth year interim evaluation
required a detailed look at each full time program on an annual basis. This process was revised in 2001 to
provide a more manageable schedule for the detailed examination of the viability of each program, but on
a three year rotating cycle. Key factors are looked at in the intervening two years in order to monitor
performance. This revision also defined in greater detail the program elements to be considered in
making decisions related to program continuation, expansion, reduction, and elimination.

Assessment of student learning has been aided considerably by the implementation of competency-based
education. The curriculum development process was designed in 1995 utilizing a faculty-developed
software tool program to develop and subsequently revise curriculum. The first curricula were developed
following this model in the 1996-97 school year. In this model, based on the work of Ruth Stiehl of Oregon
State University, classroom assessment is rooted in measuring the performance levels of students against
competencies that in turn are based on industry skill standards and professional certifications.
Appropriate learning activities, instructional materials and assignments support classroom assessment
strategies. Instructors are supported in this curriculum development by their Dean, the Office of
Instructional Improvement, and training. The three (3) year cycle of revision has also been incorporated
into the newly revised program review system.

The College should work to connect assessment activities at all levels—institutional, department,
program, classroom—and to act on the results of these activities.

Communication
Seek to improve the ways and means of sharing information among institution, academic and student support
services and faculty, students and staff.

As determined during the fifth year evaluation visit, the College has expanded new student orientation,
implemented program visitations, conducted open houses for prospective students, and expanded public
information.  In order to improve communication with faculty and staff, a campus newsletter was started,
student assessment data was disseminated by the Office of Research and Development, a faculty
newsletter was developed, email and online communications were implemented and enhanced, and
student program evaluation results were shared as agreed to in the collective bargaining agreement with
the faculty union. Since that time, the student orientation process has further evolved to become more
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program focused so that student concerns may be better addressed. The faculty newsletter has been
switched to an online format so that direct links to online resources can be incorporated into it. Its focus
has also been redefined to truly be directed at faculty. The monthly faculty meeting has been renamed to
the Employee Team Meeting, reflecting the increased emphasis on the role of all campus employees in the
student learning experience.

Student preparedness
Continue its efforts to establish program norms for the ASSET test so students can be more accurately informed
regarding their chances for success and their need for basic skills courses.

The College has implemented required COMPASS testing for prospective full-time students, and has a
counselor located in the Testing Center to advise students about their training readiness based on their
scores. Student Services also plans to study correlations based on students’ test scores and program
retention rates so that additional intervention strategies can be developed and used more proactively. The
College applied for and received a grant to track this information; the results will be available in August
2003. The College is also considering establishing specific courses for students testing below the ability to
benefit scores on the ASSET or COMPASS tests. The College has a strong Basic Studies department but no
developmental classes, making it difficult to document student progress.

With time, the College will be able to track student persistence to determine whether there is any
correlation between student success and the current minimum testing scores, which are quite low for
many of the programs. A committee is being established to evaluate student grades and retention rates
relative to the test scores from one of the standardized tests. If a correlation can be established, different
cut scores may be established for individual programs, student advising can be strengthened, and student
retention rates could be increased. In addition, this information will guide the College in providing
appropriate proactive interventions.

Library
Develop library and learning resource program goals and objectives that are compatible and supportive of the
College mission and goals and will ensure adequate materials, services, equipment, and access to the same by faculty
and students.

When the regular fifth year interim evaluation was conducted, the College was in the process of planning
for a new library. At that time, it was recommended that the process of improvement, planning and
building implementation be continued. Since that time, campus wide competencies for information
literacy were developed and implemented across all full time programs. A new Technology Resource
Center opened in May of 2003 which includes a new and expanded library.  The Title III grant provided
three additional staff members in support of this expansion. It is the intention of administration to
continue these positions on a permanent basis when the grant expires.

Exhibits

R.1 1993 Evaluation Committee Report
R.2 1996 Accreditation Focused Interim Report
R.3 1996 Focused Interim Evaluation
R.4 1998 Regular Fifth-Year Interim Report
R.5 1998 Regular Fifth-Year Interim Evaluation
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Standard One – Institutional Mission and Goals,
Planning and Effectiveness

Introduction

In the early 1970s, the then-President of Renton
Technical College outlined a long-range strategic
plan for the College (RTC 11000.01, Exhibit 1.1).
Implemented soon thereafter, this plan called for:

• the expansion of pre-employment training
programs

• the expansion of supplemental or upgrading-
retraining courses, with an emphasis on
those that relate to pre-employment training

• a commitment to offering apprenticeship
training

• the offering of basic education in support of
occupational training

• the offering of self-supported recreational
courses

It also called for RTC to remain a specialized,
rather than comprehensive educational
institution; transfer and developmental
education would not be pursued. This
overarching plan remained relatively unchanged
for the next 25 years.

Following the transition from a “vocational
technical institute” to a “technical college” in the
early 1990s, strategic planning once again
became a focus for the College leadership. This
was due, in part, to a general recommendation
made by the Evaluation Committee during their
1993 full-scale accreditation visit to “improve
academic planning, college mission
accomplishment, and educational program
effectiveness by developing and adopting an
assessment scheme . . . “

In 1997, a series of campus-wide focus groups
was held to determine perceived College
strengths and weaknesses, and a planning
survey was administered to faculty, staff and
students to aid in the development of the College
vision and goals. These and other planning
activities ultimately resulted in: a review and
revision of the mission statement; the
development of a vision statement and a
multicultural mission statement; the formulation
of five institutional goals; and the formulation of
challenges and goals for each administrative and

instructional department. These elements were
collected and described in “Renton Technical
College: Looking Toward the Future,” the
College’s first strategic plan publication designed
for a wide audience (Exhibit 1.2). While the
strategic plan was now readily available in a
digestible format, the strategic planning process
was still ill-defined. No provisions were made
for making the plan operational, such as setting
objectives, formulating action plans, and
measuring performance on a specified cycle. As a
result, progress towards institutional goals was
difficult to assess, and the strategic planning
effort lost momentum.

With the retirement of RTC’s long-time President
in 2000, and the subsequent hiring of its current
President, Dr. Don Bressler, came a renewed
emphasis on and commitment to strategic
planning at RTC. Over the last several years, Dr.
Bressler has led the effort to more fully develop
the College’s strategic plan, and to develop a
framework in which to make it operational
(Exhibit 1.3).

Standard 1.A –
Mission and Goals

Institutional Mission and Goals
(1.A.1 and 1.A.4)

Description and Analysis
The institution’s mission and goals are given in
Figure 1.1. The mission was last revised in 1999
using the results of campus-wide focus groups. It
underwent several iterations until the final draft
was endorsed by faculty and staff, and was
subsequently adopted by the Board of Trustees.
This “bottom up” approach has led to a wide
understanding of, and commitment to, the
College mission by its employees. The most
recent RTC Institutional Climate Survey found
that 96.1% of respondents understand the
mission of RTC, and 93.1% feel their job is
relevant to the mission (Exhibit 1.4).
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Shortly after his arrival in 2000, Dr. Bressler used
a similarly inclusive approach to revise the
institutional goals. He began by working with
the Board of Trustees to identify the following
institutional priorities:  Access, Economic
Development, Quality, and Services to Students.
The departmental challenges and goals identified
in the previous strategic plan, “Renton Technical
College: Looking Toward the Future,” were
compiled and subsequently categorized
according to these areas; from this, a set of
institution-wide themes emerged that formed the
basis of ten institutional goals. In-service
workshops were held with faculty and staff to
further refine the goals to their current form
(Figure 1.1).

To prioritize the institutional goals, the College
Trustees, faculty and staff were surveyed
regarding the importance of each goal to the
future success of RTC. The survey was repeated
in the fall of 2002, at which time students and
program advisory committee members also
participated (Exhibit 1.5). All goals were
perceived to be at least “desirable” by each
constituency, with most being rated very to
extremely important. While there was little to
indicate that the intent of the goals needed to be
revised, there was some indication from students

and advisory committee members that the
language of the goals needed to be clarified. Such
information is helpful in ensuring the relevance
of the goals and their consistency with the
College’s mission.

Continuous Improvement
To date, results of the institutional goal rating
surveys have not been put to use. Goals rated
most important have not been allocated more
resources or promoted above others. This is
primarily due to the College’s historical lack of a
formal strategic planning process. The College is
attempting to address this deficit through a well-
defined strategic planning process, complete
with operational provisions, that is currently
under review (Exhibits 1.6 and 1.7).

Publication of the Mission (1.A.2)

Description and Analysis
The mission appears in a wide range of
institutional publications, including the catalog,
the quarterly class schedule, the Student
Handbook, and the College View Book (see
Exhibit 1.8 for a complete list). Further, the
mission is posted in nearly every classroom,
administrative office, and common area on
campus, as well as on the College website.

Figure 1.1 RTC Institutional Mission, Priorities and Goals

Mission

Renton Technical College prepares a diverse student population for work, fulfilling the employment needs of
individuals, business and industry.

Institutional Priorities and Goals

Priorities
“Ends”

Goals
“Means”

1. Promote and support diversity throughout the college.

2. Develop alternative delivery strategies and service systems.Access

3. Expand basic education in support of occupational training.

4. Maintain cost effectiveness standards.

5. Expand college resources.
Economic

Development
6. Expand community and economic development activities.

7. Measure and improve institutional effectiveness.

8. Establish, support, and strengthen student learning outcomes throughout the college.Quality

9. Promote and support organizational and employee development.

Services to
Students

10. Address preparedness and transition for students entering and exiting the technical college
environment.
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In 2002, a shortened version of the mission was
approved by the Board of Trustees for use in
marketing:  The phrase “. . . preparing a diverse
population for work . . . “ now appears in the class
schedule, Catalog, and program brochures, and
on College business cards and other promotional
items. Despite the number of places where the
mission currently appears, only 69% of students
responding to the 2002-2003 Student Satisfaction
Survey knew the mission of the College, down
from 81% in 2001-2002 (Exhibit 1.9). This
suggests that the mission needs to be better
publicized and communicated to the student
body.

Progress Toward Mission and
Goals (1.A.3)

Description and Analysis
Every month, progress in accomplishing one of
the institutional goals is reported to the Board of
Trustees and, less formally, to the Administrative
Team. These reports are given by the appropriate
Vice President according to a set schedule
(Exhibit 1.10). The form and content of the
reports is left to the Vice Presidents.

Continuous Improvement
The College leadership recognizes the
importance of reporting progress towards
institutional goals to a broader constituency on a
regularly scheduled basis. The proposed strategic
planning process offers a model for doing so
(Exhibit 1.7). Under this plan, progress towards
each goal would be documented in an annual
report containing year-end performance
measures, status of objectives, analyses, and
recommendations for future actions. The report
would also include activities and
accomplishments related to the goal, but not
necessarily related to a predetermined objective.
Together with the indicators of institutional
effectiveness, these reports would form the basis
of a report to the community.

Influence of Mission and Goals (1.A.5)

Description and Analysis
The mission of preparing a diverse student
population for work provides a clear sense of
purpose that strongly influences College policies

on educational offerings, student admissions,
faculty selection, resource allocation and
planning. The College’s first commitment is to
maintain existing successful job preparatory,
supplemental, and apprenticeship programs
(RTC 13002.01; Exhibit 1.1). Programs are
expanded or reduced according to market
demand and student interest (see Standard
2.A.11). Each current educational program has its
own mission and goals that are compatible with
the institution’s mission and goals and with the
needs of industry (see Standard 2.A.2).

In keeping with the mission, vocational interest
is included as one of the admissions criteria for
applicants (see Standard 3.D.1). Faculty must be
demonstrable practitioners in their field of
instruction, and are selected based on technical
skill, professional expertise, scholarship, student-
focus, and commitment to the College’s
educational mission and goals (see Standard
4.A.1). Over one-half of the College’s operating
budget is dedicated to direct instruction (see
Standard 2.A.1 and Standard 7).

To date, the institutional goals have played a
much less visible role in policy and decision-
making than the mission.

Continuous Improvement
The proposed strategic planning process aims to
strengthen the connection between day-to-day
activities at the College and the institutional
goals.

Public Service (1.A.6)

Description and Analysis
Service to the community is expressed both in
the institutional goal to “expand community and
economic development activities” (Figure 1.1)
and in the institutional values (Figure 1.2).

Consistent with the mission, many of RTC’s
instructional programs offer free or low-cost
services in conjunction with their classroom
learning. Dental, medical, massage, cosmetology,
and automotive programs operate clinics that are
open to the public. Faculty and students from
both the Drafting and the Job Skills for Trade and
Industry/ANEW programs have worked with
the local chapter of Habitat for Humanity to
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build houses. For the last eight years, Survey
Engineering students have measured and
marked athletic fields for the Special Olympics
held at Fort Lewis, WA.

College facilities are available to individuals or
organizations, typically on a rental basis. RTC
does provide facilities free of charge to the
Washington Small Business Fair, an annual event
that delivers information and training to over
1,000 attendees. The RTC Culinary Arts
Department is available to cater both on and off-
campus events. The RTC Childcare Center,
heavily subsidized by the College, is open to the
public as well as to the children of students and
staff.

Although not directly related to its mission, but
certainly in the spirit of service to the College’s
community, RTC participates in a variety of local
volunteer and fundraising efforts. The College is
a sponsor of the Washington State Department of
Transportation’s Adopt-A-Highway program.
Twice a year, volunteers from the College spend
a Saturday picking up trash along a two-mile
stretch of Highway 169. RTC also participates in:
the annual Combined Fund Drive, a community-
wide event that raises money for non-profit
organizations; Childhaven’s Christmas family
sponsor program; and the YWCA’s school
supply drive. The RTC Student Advisory
Committee coordinates food drives for low-
income students at Thanksgiving and Christmas.

Substantive Change (1.A.6)
Since RTC’s last full-scale accreditation in 1993,
two substantive change proposals have been
filed with the Commission in accordance with
Policy A-2 – Substantive Change (Exhibit 1.11). The
first concerned the addition of three Associate of
Applied Science degrees, while the second
concerned changes in the wording of the

College’s mission statement. In both instances,
the Commission judged the proposals to
represent no change in the institution’s
accreditation status.

Standard 1.B – Planning and
Effectiveness

Institutional Planning and Evaluation
(1.B.1 – 1.B.5)

Description and Analysis
Historically, formal planning and evaluation at
RTC have occurred primarily within
instructional programs. The results of these
activities have, in turn, driven planning in all
other departments. Evaluation, too, has largely
originated in the instructional program. The
Program Review Process (RTC 13002.024, Exhibit
1.1) is an annual review process that operates on
a three-year cycle:  in years one and two of the
cycle, statistics that are indicative of the
effectiveness of the program are reviewed by the
program faculty and their dean. Summarized in
the “Program Report Card” are statistical
indicators related to enrollment, retention,
completion, student demographics, and
measures of student preparedness, such as prior
education and placement test scores (Appendix
1.1). If the statistics reveal cause for concern, the
program undergoes a more extensive assessment
that involves the Vice President of Instruction,
Student Services, and other College departments,
as necessary, to formulate a corrective action
plan. An in-depth review and planning session is
scheduled during year three of the cycle,
regardless of program performance, to
understand its past and present status, and to
chart its direction for the future (see Standard

Figure 1.2 RTC Institutional Values

Values

Renton Technical College is committed to the following values as we fulfill our mission and move towards our vision:
Student-focused ………….. their success is our success

Quality ..……………….…. without compromise
Integrity  ……………….. to say and do what is right

Teamwork  …………… together, we all accomplish more
Respect  …………… for people and feelings, ideas and resources

Service ………….. to our customers and our community
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2.B.1). Action plans devised during the Program
Review Process, whether corrective or proactive,
influence planning and resource allocation in
affected departments (Standard 2).

The extent of evaluation and planning that goes
beyond simply responding to instructional
program needs varies by department. Some
instructional and administrative departments set
annual goals, but these are generally not tied to
the College’ Strategic Plan nor are they
publicized. At the institutional level, planning
and evaluation occur throughout the year in the
President’s Cabinet, which is made up of the
President and the four College Vice Presidents
(RTC 12001.02; Appendix 1.2). At least
bimonthly, the Cabinet meets to evaluate the
current status of resources—human, physical,
and financial—to determine whether
adjustments need to be made in their allocation.
They also set short- and long-range goals and
objectives for the College and its Divisions,
which to date exist separately from the Strategic
Plan (RTC 11001.072; Appendix 1.3). That is, like
departmental goals, divisional goals are not
directly tied to the institutional goals.

Continuous Improvement
The College recognizes the need for a more
integrated, well-defined operational planning
process that is tied at every level to the Strategic
Plan as well as to assessment and budgeting at
the College. To this end, the President, Vice-
President for Institutional Advancement, and the
Director of Research and Development have
formulated a revised Strategic Plan and
accompanying strategic planning process that are
currently under review by the Cabinet (Exhibits
1.6 and 1.7). While most elements of the revised
strategic plan, such as the mission, vision, values,
and institutional priorities and goals, will be

quite familiar to the College faculty and staff, the
College community will require education for a
better understanding of the strategic planning
process. The proactive philosophy of the
proposed strategic planning process represents a
departure from the often reactive behavior that
day-to-day operations and activities have
necessitated.

Resources for Evaluation and
Planning (1.B.6)

Description and Analysis
Organizational Structure
The Office of Research and Assessment was
originally established in 1994 to conduct research
on institutional and instructional effectiveness.
While the intent of the Office has changed little
since then, its scope and impact have increased
considerably. In 2000, the Office was renamed the
Office of Research and Development to reflect its
added focus on resource development through
competitive grant procurement. Along with this
new focus came a commitment of human,
physical and financial resources by the College
leadership.  A new full-time director was hired in
early 2001, and the following year a part-time
administrative assistant position was upgraded
to a three-quarter time research assistant. The
office subsequently moved into a newly
remodeled space in the spring of 2002, and has
seen its budget increase by more than one-third
over the 1999-2000 baseline (Table 1.1).

A more significant change in organizational
structure occurred in 2002, when the Division of
Institutional Advancement was formed (RTC
12001.02; Appendix 1.2). It brought together the
various functions related to institutional

Table 1.1  Budget for the Office of Research and Development

1999-2000 2000-2001 2001-2002

Budget Budget %  Increase1 Budget %  Increase1

Salaries and Benefits $76,833 $80,856 5.2% $105,799 37.7%

Other2 $12,000 $12,900 7.5% $15,250 27.1%

Total $88,833 $93,756 5.5% $121,049 36.3%

1 Increase over the baseline year, 1999-2000
2 Includes goods and services, services, and capital equipment
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advancement that had heretofore been
distributed across several divisions – the RTC
Foundation, institutional research, grant writing,
public information, graphic design, marketing,
and strategic planning. The Division is broadly
charged with resource development, institutional
planning, public information and marketing, and
institutional research. It is hoped that
centralizing these complementary functions will
create a synergistic effect among them and
ultimately make a significant contribution
toward unifying organizational direction and
disseminating information to all campus
constituents as well as to the community.

The impact of the newly-established Division of
Institutional Advancement has already been felt.
Since its formation, the largest fund raiser for the
College to date has been successfully launched:
a campaign to equip the new Technology
Resource Center (TRC). As of June 2003, over
$750,000 has been raised, which represents a
more than ten-fold increase over dollars raised in
any previous RTC Foundation campaign. Its
success is due, in part, to the close association of
the Foundation, marketing and research
functions.  The TRC Campaign has also fostered
alumni relations, and as a result the first-ever
RTC alumni representative now sits on the
Foundation’s Board of Directors.

Data Sources
Nearly all institutional data at RTC are stored
and managed by one of four administrative
applications:  the Student Management System
(SMS); the Financial Management System (FMS);
the Payroll/Personnel Management System,
(PPMS), and the Financial Aid System (FAS)
(Exhibit 1.12). These applications are part of a
legacy system developed nearly 20 years ago by
the Center for Information Services (CIS), a
public entity responsible for providing
information technology support services to the
WACTC system. Although by today’s standards
this system is cumbersome and inefficient, the
community and technical colleges are required to
use it and must operate within its confines.  This
requirement is not without its benefits, however;
it eases state and federal reporting requirements
and ensures comparability of data across peer
institutions. It has also led to the development of
the SBCTC Data Warehouse (Exhibit 1.12). This
data warehouse combines student, personnel,
and facilities data from all colleges with data

from GED testing centers, universities,
community based organizations, Employment
Security and other state agencies. It is used by
the SBCTC for executive policymaking, decision
support, outcomes assessment, research, and
legislatively mandated studies on the system
level. While not without its problems, the SBCTC
Data Warehouse also serves as a valuable
resource on the local level.

Because adult educational programs have unique
state and federal reporting requirements, the
SBCTC developed an additional tracking system
for just these programs. The Washington Adult
Basic Education Reporting System (WABERS) is
a Microsoft® Access application designed to
facilitate data collection and reporting of student
enrollments and outcomes; it contains numerous
data elements that are not collected in the
Student Management System (SMS). All
community colleges, technical colleges and
community-based organizations that provide
state-funded adult education services are
required to use WABERS. As with the other
administrative applications, the mandated use of
WABERS has both advantages and
disadvantages.

Quantitative data are supplemented with
qualitative data based on locally developed
surveys. The Office of Research and
Development uses commercial software to
develop and deploy surveys over the web, a local
network, email or on paper (eListen™; Scantron
Corporation, Tustin, CA). To date, most surveys
are administered on paper. While an optical
scanner (ScanMark 2500; Scantron Corporation,
Tustin, CA) automates some of the data
collection, much of it must be manually entered
into a database.

Research and Reporting
The mission of RTC’s Office of Research and
Development is to provide timely, valid and
useful information to all College units, and to
procure competitive funds to support program
and institutional improvement (RTC 21032;
Exhibit 1.1). The primary research functions of
this Office are to:

• Conduct research on instructional program
effectiveness, including developing,
monitoring, and reporting on indicators of
entering student preparedness; continuing
student performance and satisfaction; alumni
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success and satisfaction; employer
satisfaction; and labor demand.

• Conduct research on institutional
effectiveness, particularly as it relates to the
College’s Strategic Plan.

• Conduct additional research as required to
support policy and decision making.

• Serve as a resource for data-driven issues
external to the College, including
performance of peer institutions, local and
national movements in higher education,
labor market analysis, and economic trends.

• Disseminate research results in publications
that are clear, concise, and comprehensible to
broad internal and external audiences.

Prior to 2001, program and institutional data
were somewhat limited in both scope and
quality; since then, a concerted effort has been to
made to collect, analyze and disseminate
information that is multi-dimensional, valid and

useful to all College constituencies (Table 1.2;
Exhibit 1.12). Research reports are automatically
distributed to the appropriate individuals and—
with the exception of the RTC Program
Evaluations and the RTC Placement Test Rosters,
which require confidentiality—all are available
upon request. Those that have broad interest,
such as satisfaction or climate survey results, are
typically presented at a monthly Employee Team
Meeting. Where appropriate, guides and other
reference materials are provided to help the
reader interpret results (Appendix 1.1). In
addition to the regularly scheduled reports listed
in Table 1.2, the office produces a variety of ad
hoc reports as required (Exhibit 1.12).

Continuous Improvement
In an effort to improve the breadth, depth and
delivery of institutional research, the Office of
Research and Development has set the following
short-term goals:

Table 1.2 Institutional Research Reports for Evaluation and Planning
RTC Office of Research and Development

Use in Evaluation and Planning
Report Frequency

Institutional Departmental Program

RTC Student Program Evaluations Quarterly ¸

RTC Placement Test Rosters1 Quarterly ¸ ¸

RTC Program Report Card - Professional Technical Annually ¸ ¸

RTC Program Report Cards - Basic Studies Annually ¸ ¸

RTC Student Follow-up - Professional Technical Annually ¸ ¸

RTC Student Follow-up - Basic Studies Program Annually ¸ ¸

RTC Graduate Survey results Annually ¸ ¸ ¸

RTC Incoming Student Profile2 Annually ¸ ¸ ¸

RTC Student Satisfaction Survey results Annually ¸ ¸

RTC Indicators of Institutional Effectiveness2 Annually ¸ ¸

RTC Employee Profile Annually ¸ ¸

RTC Institutional Climate Survey results Biennially ¸ ¸

RTC Faculty/Staff Satisfaction Survey2 Biennially ¸ ¸

RTC Internal/External Assessment2 Every 5 yrs ¸ ¸ ¸

RTC Program Advisory Committee Survey Every 5 yrs ¸ ¸ ¸

RTC Community Survey2 Every 5 yrs ¸ ¸ ¸

1 Produced jointly with the RTC Testing Center
2 new for 2003-2004
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• To broaden the internal assessment: To date,
most of the research has centered on
instructional programs; while this is
consistent with the College mission,
assessment of institutional effectiveness
requires a more comprehensive view of the
institution.

• To improve external assessment: The
College is in need of an external assessment
program that serves both as quality
assurance and as environmental scanning.
Unlike internal measures—such as retention
and completion rates—that are somewhat
self-validating, job placement rates, licensure
and certification rates, and employer
feedback provide external validation of
program relevancy and quality. While job
placement of RTC graduates has been
tracked for years, licensure/certification
rates and employer feedback have been
collected only sporadically. Further, little
environmental scanning has been done to
provide the appropriate context in which to
interpret the internal assessment.

• To improve the collection and delivery of
information:  The Office of Research and
Development continually seeks to improve
the collection, analysis, and presentation of
information. This includes adopting
research-based methods; incorporating
technology; improving response time and
interpreting—rather than simply reporting—
results. In response to the College’s stated
goal to ”measure and improve institutional
effectiveness,” this Office continues in its
efforts to meet the needs of a variety of
College constituents and groups, providing
and presenting data that is focused,
understandable, and available at a time
when it is most useful.

• To develop resources:  Since the hiring of the
Director in 2001, most of the efforts of the
Office of Research and Development have
been focused on research. Once the
structures for planning and assessment are in
place, more emphasis will be given to the
development of resources through
competitive grant procurement.

Research, Planning and Evaluation
(1.B.7 – 1.B.8)

Description and Analysis
As described above, the Division of Institutional
Advancement was created to house several
closely-related functions, including institutional
research and planning. In addition to working
closely with the President and Vice President on
strategic planning, the Director of Research and
Development has collaborated with faculty and
other administrators to revise the Faculty
Evaluation procedure (RTC 24408; Exhibit 1.1)
and the Program Review procedure (RTC
13002.024, Exhibit 1.1).  Further, the Office of
Research and Development has worked with
nearly all College units to identify and provide
data needed for the institutional self-study. As a
result, research at RTC is well-integrated with,
and supportive of, institutional planning and
evaluation.

The institution’s research efforts are reviewed
annually by the Vice President of Institutional
Advancement through the College’s
administrator evaluation process (RTC 24305,
Exhibit 1.1). Other planning and evaluation
processes are not reviewed according to a set
schedule, but rather when there is a perceived
need to do so. For example, both the faculty and
administration recognized the need for
evaluation processes that were more
comprehensive and collaborative in nature. As a
result, within the last year the Program Review
procedure and the Faculty Evaluation procedure
were revised to include multiple performance
indices and provisions for planning and
improvement.

Continuous Improvement
Although the lack of a formal process has not
necessarily prevented the review of planning and
evaluation activities, the College should consider
adopting one to ensure that it occurs in a timely
and collaborative manner. The proposed strategic
planning process, currently under review,
includes an evaluation of the planning process
itself at scheduled intervals.
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Communication of Institutional
Effectiveness (1.B.9)

Description and Analysis
The primary means by which RTC communicates
evidence of its effectiveness to the public is the
posting of press releases, upcoming events, and
special notices to the website. In addition, the
SBCTC publishes an extensive series of annual
reports on the performance of each community
and technical college, and the system as a whole
(Exhibit 1.12). These reports are available to the
public on the SBCTC’s website
(www.sbctc.ctc.edu).

Continuous Improvement
The adoption of a strategic planning process
should result in the documentation of progress
toward goal completion, including year-end
performance measures, status of objectives,
analyses, recommendations for future actions,
and other accomplishments that relate to the
goals.  A report to the community should be
completed annually, describing progress for all
goals (Exhibit 1.7).
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1.7 Proposed RTC Strategic Planning Process
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1999-2000 CAREER TRAINING PROGRAM STATISTICS

Program CAREER TRAINING PROGRAMS (FT)

Dean

FT/PT

 Approximate Annual Capacity: 1874

Enrollment Enrolled - Total: 1835

Enrolled for less than 10 days: 67

Enrolled for 10 or more days: 1768

For students enrolled 10 or more days:

E - continued enrollment: 491

T - transferred programs: 50 # days to transfer (median): 87

W - withdrew from RTC: 481 # days to withdrawl (median): 110

C - received certificate/degree: 746 # days to completion (median): 325

Retention Rate: 72.8%

Completion Rate: 60.8%

For leavers (W) only: 1998-1999 and 1999-2000 combined

USE FOR EXTERNAL REPORTING

Student
Outcomes Job-Out Rate: 47.1% N = 156 55.3% N = 319

Hourly wage - Leavers: $10.42 N = 187 $10.34 N = 390

For completers (C) only:

# Certificates Awarded: 733 1998-1999 and 1999-2000 combined

# Degrees Awarded: 69 USE FOR EXTERNAL REPORTING

Placement Rate - Broad: 90.1% N = 548 89.9% N = 1150

Hourly wage - Completers: $12.39 N = 280 $12.43 N = 701

Placement Rate - Narrow: 94.8% N = 429 93.2% N = 869

Student Demographics: Student Preparedness - ASSET Test:

% Tested (prior to enrollment): 52.1% "Passing"

Age in years (median): 28 Score

Student % Of Color: 36.7% Write Score (median): 38 35

      Profile % Female: 47.9% Read Score (median): 40 35

% Immigrants/Refugees: 17.2% Numerical Score (median): 38 33

NOTE:  Blank fields indicate data are not available RTC Office of Research and Development, 9/1/02

The approximate annual
capacity found by
averaging the 4 quarterly
capacities

Total # of students who enrolled during Fall,
Winter, Spring and Summer quarters

# of students who withdrew after fewer than 10
instructional days

See definitions for how rates are calculated

N  indicates the sample
size, or the # of students
upon which statistics are
based

# of students who were enrolled for at least 10
instructional days; program statistics are based on
these students

To increase the
sample size, N, and
thus the reliability of
placement data, I’ve
combined the last two
years of available
data; use these for
external reporting

“Passing” scores
are the federally
established Ability
to Benefit scores
that are used in
financial aid.

These percentages are based on the students who
self-report demographic information

Students who
enrolled for 10 or
more days

Leavers only;
the % who left for
a related job and
the i r  median
wage

Completers
only; note that
placement rates
are based on
completers

All students
who enrolled for
any length of
time

Year and
program
information

# students who were still
enrolled, transferred,
withdrew or completed
by the end of  the
instructional year, and
the # days to outcomes

Any fields left blank means data are not available

Appendix 1.1
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Appendix 1.2
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Goals and Objective - Short & Long

Short-term FY 2000

1. To work with the SBCTC and the legislature to ensure that the design development step
continues to be funded for the planned Technology Resource Center and that Renton Technical
College positioned to receive its fair share of the biennial operating budget from the 2001
session.

2. To work toward ensuring funding for Worker Retraining and WorkFirst projects.

3. To complete the Disaster Preparedness plan (See also Facilities Plan).

4. To explore long-term college expansion possibilities  (See also Facilities Plan).

6. See that the vice president for instruction manages all college programs to ensure that FTE's are
met and quality is maintained.

7. See that the vice president for finance and administration manages the budget to ensure that
funds exist in an amount sufficient to cover an unanticipated student FTE decline of five percent
or less.

8. Ensure that the vice president for student services and plant operations coordinates all activities
essential to ensure an adequate number of students are recruited and retained so that FTE's are
met.

9. Ensure that the vice president for human resources successfully negotiates contracts with
applicable bargaining units.

10. Ensure that the college development director expands the foundation membership to represent
the college's entire service area.

11. Ensure the college development director increases proceeds to the college in excess of the quid
pro quo.

Long-term FY2000-FY2003

1. Play a major role in shaping the future, role, mission, and financial support of technical colleges.

2. To increase the total college service including customized and Workforce programs t o
approximately 4,300 credit hour FTE's within four years and to 4,800 credit hour FTE's within
10 years.

Appendix 1.3
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a. Increases are seen in Office Occupations, Technical Education, and Health Occupations.
 In relation to the latter, emphasis is to be placed on licensing and certification classes
for employed health care personnel.

Changes are seen in Trade & Industrial Education and Home & Family Life-Gainful, with
a continuing shift toward high tech and low tech (service occupations).  Little growth is
seen in Distributive Education.

After maturation is reached, new and expanded offerings would occur by terminating or
curtailing other sections or programs.  (In addition, this ensures that program stagnation
is avoided.)

b. Preparatory programs should be maintained at no less than 50 percent of the total
vocational effort.

c. Basic Studies classes both on and off campus should not be allowed to expand beyond 30
percent of total effort.

d. Increase community service programs including fine and performing arts to a level of one
percent.

e. Maintain projects at less than 10 percent of total effort.

3. Maintain a sound working relationship with faculty and staff through the Faculty/Staff Council
and through individual contacts.

4. To improve general public recognition of the college and to increase student recruitment by
emphasizing the following:
a. Relationships with community based organizations.
b. Services and support services for minorities and females particularly in nontraditional

programs.
c. Reskilling programs, especially for dislocated workers.
d. Use of subcontractual agreements with closely monitored private-for-profit schools.
e. Timely, affordable student transportation.
f. Quality child care services.
g. Availability of federal, state, and institution based financial aid.
h. Coordination of placement by the college and employment security for present and

former students.
i. A continuing commitment to apprenticeship related instruction and to customized

vocational education for industry.
j. An increase in marketing contacts with schools and other agencies in Eastern

Washington.
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College Development Plan FY2000-2003

The Director of College Development is responsible for two functions:  (1) conducting the college's
community relations and (2) management of the college foundation as its executive director.  This one
full-time position reports to the college president and to the chair of the foundation's board of directors.

Short-term FY2000

1. Facilitate the recruitment of at least 10 new foundation board members so that the foundation
is comprised of one or more representatives from each of the school districts of the colleges
service area (Auburn, Enumclaw, Kent, Renton, Seattle, and Tahoma) as well as from the
communities of Bellevue, Issaquah, Newcastle, Sea Tac, and Tukwila.

2. Improve the net proceeds to the college from the foundation to an amount in excess of the
FY98 quid pro quo of $50,000.

3. Plan and implement a formal donor recognition program for the college and foundation.

(See Procedure 24200 for Position Description)

Long-term FY2000-2003

With the continuing decline in state funding, the college needs to develop more revenue resources t o
maintain, update, and add to existing programs and equipment that will meet our customer's needs and
provide for the solid financial health of the college for the future.

The following goals and objectives are needed to create through the foundation a significant revenue
stream for the college beyond normal state subsidies through the establishment of a comprehensive
resource development program.

1. Create and support a Renton College Technical Foundation to produce ongoing revenues
averaging over $125,000 per year.

2. Establish meaningful corporate and business partnerships, focusing on six new corporate leaders
per year.

3. Identify and aggressively seek at least ten new foundation and other private sector grant
opportunities each year.

4. Purse the identification and cultivation of all college constituencies, including the foundation
board, board of trustees, administrators, faculty, staff, advisory committees, college vendors,
students, parents, and alumni.

5. Establish programs to facilitate alumni tracking and followup.
6. Engage in community-wide marketing efforts to enhance the image and presence of the college

through focused media activities and special event "friend-raising."
7. Initiate a planned giving program resulting in two gifts per year.
8. Create college endowment fund(s) totaling at least $250,000.
9. Launch major capital campaign by year 2001.
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Facilities Plan FY2000-2003

Short-term FY2000

1. Complete the Disaster Preparedness plan.

2. Pursue the current construction and remodeling plan. (See Attachment 1)

3. Complete the relocation of select on-campus programs.

4. Renovate reassigned spaces.

5. Continue with design development for the new Technology Resource Center building.

6. Attempt to locate property off campus for future expansion including working with the city of
Renton to explore long term college expansion possibilities.

Long-term FY2000-FY2003

1. On the existing campus, build a Technology Resource Center (library) housing print and non-
print materials; equipment with Internet-accessed computers; having a media production area,
a distance learning center, and a general electronic classroom/community center.

2. Acquire property and secure funding for a centralized apprenticeship training center.

3. Use a system of satellites including in-plant locations for customized pre-employment training,
upgrading, and retraining.

4. Operate off-campus centers in the western and southern portions for our service area.

5. Repair, renovate, construct, maintain college properties in accordance with the developed
schedule.
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Financial Plan FY2000-2003

Short-term FY2000

1. Manage budget to ensure that funds exist in an amount sufficient to cover an unanticipated
student FTE decline of five percent or less.

2. Determine an appropriate operational level for child care.

(See Procedure 24200 for Position Description)

Long-term FY2000-2003

1. Administration
Establish a CD-Rom storage system for Renton Technical College records in administration,
business office, registration, etc.

2. Bookstore
Integrate the point-of-sales system with the Financial Management System (FMS).

3. Business Office
a. Develop and maintain more technical efficiency for budget management and purchasing.
b. Bar code all mail.
c. Develop online access to banking
d. Integrate financial information with student financial aid system.
e. Move the college's budgeting system into the current CIS budgeting module.
f. Automate the purchasing system.

4. Technology
a. Coordinate with CIS to bring new systems on line.
b. Develop and maintain system security.

5. Food Service and Catering
Increase the sales in the catering department.

6. Registration
Increase student access through touch tone registration, student kiosks, and automated data
collections and archival procedures.

7. Shipping and Receiving
Expand department facility and personnel to improve storage and large equipment delivery.
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Human Resources Plan FY2000-2003

Short-term FY2000

1. Successfully negotiate contracts with applicable bargaining units.

2. Manage the search for the new college president.

(See Procedure 24200 for Position Description)

Long-term FY2000 - FY2003

1. Benefit Administration
a. Reduce our workers' compensation costs from first among state agencies to the state wide

average.
b. Develop a viable and effective Return-to-Work program for injured workers.

2. Employee Training
a. Reestablish a Classified Staff Training Committee to identify and implement training for

classified staff.
b. Develop a new employee orientation process which includes visits with a variety of staff

members and a handbook.
c. Develop a Classified Staff Recognition program.
d. Make available a variety of professional development opportunities and incentives t o

foster a highly trained, educated staff.

3. Employment Records
a. Computerize the printing of part-time faculty contract.
b. Change the current hard copy filing system to improve retrieval of personnel records

information by having each employee's file coded on the outside and sectioned on the
inside.

4. Staffing
a. Streamline and computerize the staff (classified and administrative) evaluation process

utilizing computers to decentralize the typing of classified evaluations.
b. Enhance the current recruiting process to identify best sources by type of employee and

develop reporting capabilities on new hires, on a weekly, monthly, quarterly, and/or
annual basis.
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Instructional Plan FY2000-2003

Short-term FY2000

1. Manage all Renton Technical College programs to ensure that FTE's are met and quality is
maintained.
a. State funded
b. Self supported
c. Contract funded
d. Worker retraining
e. WorkFirst
f. Other funded programs

2. Mentor new administrators.

(See Procedure 24200 for Position Description)

Long-term FY2000-2003

1. Upgrade existing instructional programs to ensure currency.

2. Maximize student achievement in vocational programs through increased access to Basic Studies
programs.

3. Increase numbers of Basic Studies students matriculating to RTC vocational programs.

4. Offer Basic Studies programs that support student success in preparatory programs.

5. Expand scheduling options for students in preparatory programs to enroll on a part-time or full-
time basis.

6. Increase supplemental class offerings on nontraditional time slots.

7. Deliver preparatory programs in flexible formats and schedules:  part-time/full-time; short-term
(less than 600 hours)/long-term (over 600 hours); and stand alone/interdependent.

8. Structure as many programs as possible in a laddered curriculum.

9. Continue to provide a large number of small programs (i.e. those employing five or fewer
instructors), rather than offer a small number of large programs.

10. Develop a technology infrastructure that supports flexible instructional delivery, which will
include both traditional methodologies (lecture, laboratory experiences, large and small group
instruction, clinicals, internships) as well as new technologies which allow for individualized and
group interactive instruction.

11. Provide the degree opportunities that ensure RTC graduates are competitive in the job market.
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12. Increase the frequency of General Education classes to better accommodate students seeking
degrees.

13. Investigate options to offer A.S. and B.S. in technology degrees as well as the Certificate of
Completion and the A.A.S. degree.

14. As possible, create opportunities for students to progress from the certificate level through the
baccalaureate level.

15. Restructure a number of supplemental classes/courses so that they can be sequenced into programs
culminating in a certificate or degree.

16. Identify some courses common to two or more programs and implement on an experimental
basis.

17. Plan program and course offerings that enable the college to continue to meet FTE-funded
growth.

18. Implement a consistent competency-based (CBE) curriculum format throughout the college that
incorporates SCANS* skills.

19. When feasible, develop a work-based experience component in every vocational program.

20. Continue to operate abatement programs to offset instructional costs, to provide realistic
training, and to employ students through instructional work study.

21. Increase use of the library as a state-of-the-art resource for faculty, staff, and students.

22. Develop students' ability to use information resources appropriate to their area of training.

23. Review faculty hiring qualifications and procedures to ensure the highest quality instructors in
all skill areas.

24. Expand and support a program of continuous professional development and higher education
credentialing for faculty.  (Expand Back-to-Industry, faculty Incentive Pay, and staff inservice
programs.)

25. Open new avenues of communication between the college and business, industry, and labor
through technology and other means to strengthen cooperation relative to recruitment, work-
based learning, program development, program enhancement, and student placement.

26. Increase the number of high school students continuing their education at RTC immediately after
graduation.

27. Expand articulation opportunities among RTC, high school, and four-year institutions.

28. Provide access to instruction at convenient locations through satellites and distance learning.

29. Strive to become one of the several planned state apprenticeship centers.
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30. Explore a comprehensive Pacific Rim program which includes providing employer-funded
customized training, retraining, and upgrading for American and foreign students at both
domestic and foreign sites and establishing partnerships with key industries using business,
science, and manufacturing technologies.

31. Pursue federal support to strengthen the institution through the Higher Education Act.

* SCANS (Secretary's Commission on Achieving Necessary Skills, U.S. Department of Labor, April
1991) skills include both workplace competencies for utilizing resources, demonstrating

interpersonal/teamwork skills, acquiring and evaluating information, and technology skills, and
foundation skills of workers in the high performance workplace such as thinking skills, personal qualities

such as individual responsibility and basic skills.
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Student Services Plan FY2000-2003

Short-term FY2000

1. Coordinate all activities essential to ensuring an adequate number of students are recruited and
retained so the FTE's are met.

(See Procedure 24200 for Position Description)

Long-term FY2000-2003

1. Consider incorporation of registration and admissions into student services.

2. Develop a placement office.

3. Consider divesting buildings and ground from student services.

4. Increase student services to promote student success and meet students' emerging needs.

5. Increase recruitment and student access to college services through technology.
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Technology Plan FY2000-2003

Short-term FY2000

(See Procedure 24200 for Position Description)

Long-term FY2000-2003

1. Continue to develop such network-based services as required to allow student, employer, and
public access to appropriate informational and instructional resources.

2. The college will provide connections of sufficient speed and quality to allow interactive
interchanges and remote delivery of instruction using video, graphics, data, and voice to any
location.

3. The college will develop electronic classrooms to operate media-based courses and programs.

4. The college will develop production and authoring capability to become a regional training
resource to the statewide system, providing expertise and technical support to the K-20 network,
the SBCTC, the higher education network, and the educational community at large.

5. Instructional and administrative technology systems will support operability with CIS provided
centralized services.

6. The college by itself or in partnership will actively pursue the development and promotion of
technologically-based courses and degree programs.
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RTC FACILITIES PROJECTS 1999-2001

STATE FUNDED PROJECTS

$369,308 - New HVAC for Phase II portion of Building B

$172,402 - Re-roof dental side of Building B and old portion of Building A

$125,911 - Re-capture and complete 1800 square feet in south lower level of Building J

$  74,009 - Replace existing central HVAC unit on Building D, Basic Studies

$  36,650 - Install new electrical panel in Dr. Robert C. Roberts Campus Center to increase
capacity for kitchen, bakery, and fast foods

$  30,000 - Child Care

$  18,361 - New gas furnace and flue assembly in Building K, Automotive Tech lab

$  18,895 - New oil-water separator in Building K, automotive technologies

$  55,451 - Replace storm drain system between Buildings E, F, and D

COLLEGE FUNDED PROJECTS

$325,000 - Remodel of Building F

$  25,000 - Therapy pool repair, Building B

$  25,000 - Dish-line conveyor system replacement in Dr. Robert C. Roberts Campus Center

$  60,000 - Auto Quad remodel in Building K

$  50,000 - College Electronic Sign

$    5,000 - Building A LAD’s and roofers classroom repair; new ceiling, lighting, and tile
flooring

$  10,000 - Computer furniture for new sections of Computer Science and Computer
Networking

$   3,000 - New electrical motor system to raise and lower scatter-line fire door

$   2,500 - Upgrade campus exit lighting system
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UNFUNDED COLLEGE PROJECTS

$250,000 (estimate) Retrofit and install new HVAC system for Building K3 - Auto Quad, Parts Store,
and Administrative Office suite

$  40,000 (estimate) Covered storage to complete the new welding addition to Building A

$  20,000 (estimate) New handicap access and entry decking for Portables 7, 8, 9, and 10

$  35,000 (estimate) Grading and paving of the car pool parking lot south of Building F

$  25,000 (estimate) New irrigation and water system for south end of campus

$  30,000 (estimate) Removal of CVT tile system and installation of new quarry tile in the Dr. Robert
C. Roberts Campus Center cafeteria.

$   3,000  (estimate) Extension of fence on the east side of the campus.
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Standard Two –  Educational Program
and Its Effectiveness

Introduction

Educational programs at Renton Technical
College are designed with the College’s mission
of preparing people for the workplace in mind.
Program and course offerings can be divided
into three broad categories: preparatory training,
apprenticeship, and supplemental courses.

Preparatory programs provide students with the
skills needed to successfully compete for entry
level positions in the career field of their choice.
Included within preparatory programs are the
College’s Basic Studies department and General
Education courses that are offered in support of
associates degree requirements.

Apprenticeship programs are aligned with
specific labor unions and companies in the Puget
Sound area and provide members of those
organizations with classroom and lab training
necessary to complement on-the-job training
they receive at the worksite.

Supplemental courses are developed to address
the continuing education needs of the local
community and are generally linked to the full-
time preparatory programs. These courses are
primarily intended to meet the ongoing
professional development needs of those who are
already employed and seeking to advance in
their chosen career. Community education
classes are also included within the umbrella of
supplemental programs.

Maintaining an appropriate balance among the
three areas of preparatory, supplemental, and
apprenticeship training is critical to fully meeting
the College’s mission as well as serving the
needs of those who come to the institution in
search of career training. As part of its response
to this challenge, Renton Technical College is also
committed to offering a diverse mix of programs
that provide a variety of options to potential
students while satisfying the needs of employers.

The College provides specialized preparatory or
pre-employment job training in 75 active full-
time and part-time programs (Appendix 2.1).

The educational programs permit students with
or without high school credentials to enter at
numerous times, to progress with individual
aptitudes, and to complete low-cost training.
Associate of Applied Science degrees are offered
in 33 preparatory programs, one apprenticeship,
and two evening degrees (Industrial Studies and
Technical Studies). The College cooperates with
joint apprenticeship and training committees
(JATCs) for 16 different apprenticeship programs
to provide entry-level instruction to apprentices
and journey-level training to experienced trades
people. With the addition of four General
Education classes, Apprenticeship graduates in
programs that are at least three years long can
earn an Associate of Applied Science degree in
Multi-Occupational Trades. The College also
offers supplemental vocational retraining or
upgrading instruction. The current College
Catalog provides a detailed description of the
programs and courses currently offered. The
College operates on a quarterly basis with
twelve-week terms in fall, winter, and spring,
and a six-week summer session. Students in full-
time programs attend classes five days a week
for six hours each day. Faculty are contracted to
work a 180-day contract with four in-service
days.

Standard 2.A –
General Requirements

Sufficient Resources Supporting
Educational Programs (2.A.1)

Description and Analysis
Renton Technical College provides a wide array
of human, physical, and financial resources that
support the mission of the College. RTC has
positioned itself to meet its mission by using its
resources well. The 30-acre campus consists of 13
permanent structures and four portables for a
total of 436,058 square feet. Of this,
approximately 70% is designated for
instructional use. Classrooms and laboratories
are equipped to allow learning activities that
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parallel the workplace. The College also operates
satellite programs in Basic Studies, Cosmetology,
and Apprenticeship at various locations in King
County and works closely with its partners in
these endeavors to insure that the quality found
in on-campus programs is maintained in these
programs as well.

The College’s 2000-2001 budgeted income from
all resources was $24.75 million. It is notable that
56.5% of its budgeted expenditures are directly
related to instruction and that an additional 20%
is dedicated to related services such as library,
instructional support, and student services
(Figure 2.1). The College offers significant
support to programs by spending up to a million
dollars on capital equipment purchases annually
using unexpended funds carried over from the
previous budget year. With the assistance of their
program advisory committees, faculty identify
the equipment purchases that are required to
meet the training needs of students for industries
that hire its graduates as well as to maintain

compliance with the standards set by various
program specific accrediting agencies.

The College has historically maintained a high
ratio of instructional staff to administrators,
which is demonstrated by the information
contained in Table 2.1. The distribution of
employees over the various divisions and
departments within the College’s organizational
structure has been fairly constant over time with
the majority of staff serving in faculty positions.

Full-time program FTE budgets are built on a
minimum student to faculty ratio of 18:1. In
practice, this ratio will vary by program from a
low of 12:1 to a high of 34:1. Factors that affect
this are such things as safety, availability of
equipment, and actual classroom size.

Faculty to student ratios in supplemental and
General Education courses will vary from as few
as four students per instructor to 20 or more.
While budgeted enrollment is typically 14 to 16

Table 2.1 RTC Faculty and Staff

1997-19981 1998-19991 1999-20001 2000-20011 2001-20021

Employee Type
# % # % # % # % # %

FT Faculty3 86 16.3% 89 16.5% 91 17.1% 94 17.7% 91 17.8%

PT Faculty3 262 49.5% 257 47.8% 252 47.3% 241 45.4% 234 45.8%

Classified 138 26.1% 140 26.0% 141 26.5% 144 27.1% 138 27.0%

Exempt 43 8.1% 52 9.7% 49 9.2% 52 9.8% 48 9.4%

Total 529 100.0% 538 100.0% 533 100.0% 531 100.0% 511 100.0%

1 Data source: PMIS

2 Data source:  PPMS

3 includes counselors and librarians

Figure 2.1  RTC Operating Budget and Revenue Sources
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students per class, program deans have the
authority to allow a class to run with
considerably fewer numbers if it is determined to
be in the students’ or College’s interest to do so.
Online courses have no minimum enrollment
requirement. Because instructors of these courses
are paid on a per enrollment basis, they are given
the ability to determine the minimum number of
student enrollments.

The College has worked hard to maintain a lean
administration while retaining a strong emphasis
on instructional program support. The programs
are well supported financially to provide
classrooms and labs to serve the mission of job
placement. Laboratories are equipped to allow
learning activities that parallel the workplace.

The College, through its faculty, staff,
administration, advisory committee members,
and the Board of Trustees is committed to high
standards in its human, physical, and financial
resources. These bodies participate in ongoing
program reviews, faculty and staff training, and
advisory committee counsel. Through these
processes, the efficient use of College resources is
monitored so that the high quality of the
institution’s training programs and courses is
maintained.

Continuous Improvement
The College provides the resources needed for its
various instructional programs and courses.
While its philosophy of maintaining a lean

administrative and support staff results in
maximizing the availability of resources to
instructional programs, careful and continuous
monitoring of the budget process should
continue, especially as support from the state
decreases.

Development and Review of
Educational Program Goals (2.A.2)

Description and Analysis
The College’s vision, mission, values, and
institutional goals form an integral part of its
program development and self-evaluation
processes (Figure 2.2; Standard 1.A.5). These are
the starting points for many discussions when
College surveys are developed, and focus groups
and other meetings related to instructional
programs are held.

As part of its annual faculty in-service activities,
the College in 2002 devoted the day to the
writing of individual program self-studies
(Appendix 2.3, Exhibit 2.4). During this process,
instructors in each program were assisted by the
Office of Instructional Improvement in the
development of program goals that could be tied
back to the goals of the institution (see Standard
1). As part of the Program Review Process, these
goals are reviewed every three years during the
scheduled detailed review. That review consists
of verification of relevance to both the goals of
the College and the needs of the employers who

Figure 2.2  RTC Mission, Vision and Values

Mission

Renton Technical College prepares a diverse student population for work, fulfilling the employment needs of individuals,
business and industry.

Vision

Renton Technical College will be the premiere technical college in Washington State offering certificates and associate and
baccalaureate technical degrees.

Values

Renton Technical College is committed to the following values as we fulfill our mission and move towards our vision:
Student-focused ………….. their success is our success

Quality ..……………….…. without compromise
Integrity  ……………….. to say and do what is right

Teamwork  …………… together, we all accomplish more
Respect  …………… for people and feelings, ideas and resources

Service ………….. to our customers and our community
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hire program graduates. Additionally, program
goals are reviewed annually by the program
advisory committee to ensure that they still
address the needs of industry. Institutional goals,
and progress towards attaining them, are
reviewed annually and on a set schedule by the
Board of Trustees, with one goal area reviewed
per each regularly scheduled meeting. Any
changes that the Board may choose to make in
the College’s goals are examined in order to
determine what, if any, changes are needed in
corresponding program goals.

Because this process is new to the College, it
remains to be seen whether or not the goals
created for both the institution and the
individual program areas will be useful and
effective in fostering improvement. The
processes to monitor this are in place but are
themselves new, which will create an additional
challenge as the institution strives to improve all
of the activities in which it engages.

Continuous Improvement
The College should adhere to the procedures it
has put in place, particularly in regard to review
of institutional goals and programs, in order to
determine the effectiveness of its efforts. Reviews
should be completed in a timely manner and
feedback should be provided to all involved
parties so that positive and constructive change
can be identified and implemented. The results
of the process should be communicated to the
campus community at large so that the validity
and importance of goal setting and assessment of
progress is reinforced.

College surveys are developed, and focus groups
and other meetings related to instructional
programs are held. However, participation in
these activities needs to improve over current
levels if they are to provide meaningful and
relevant information that assists in guiding the
future direction of program growth at the
College. This will enhance the College’s
instructional effectiveness by ensuring all voices
are heard, all ideas are considered, and all efforts
are decided upon by consensus and
collaboration. Improving communication
remains a central need in getting the message out
to faculty and staff.

Program Design, Depth, Breadth,
Sequencing, Assessment and Library
Usage (2.A.3)

Description and Analysis
Each technical program consists of a series of
courses designed to provide an organized,
coherent plan for student success. Each course
syllabus contains a written set of highly specific
competencies correlated with assessments,
assignments and learning activities. These have
been created using a specialized software
product known as the Competency-Based
Education (CBE) program that was developed by
an instructor in the College’s Computer Science
Program. This software package provides a
common template for the development of a
training program, starting with its general
description, and leads the instructor through the
creation of the individual courses and their
associated competencies that define the students’
program of study. The College has recently
defined program level outcomes for each
preparatory program that provide the
framework for the development of competencies
within each individual program course.
Program-level outcomes are kept as a part of the
program description. These outcomes are
reflected in the specific competencies by which
the students are assessed.

The College has made a point to ensure that
every certificate program of more than 45 total
credits includes at least nine credits of related
instruction in mathematics, human relations and
communication, which includes information
literacy content, including required library
usage. This is verified as part of the competency
development process.

College policy requires a syllabus and a plan of
instruction for every course, helping to ensure
that a structured curriculum is presented to the
students (RTC 13008 and 13015, Exhibit 2.1).
While faculty have the freedom to determine the
content and format of each of these instructional
tools, the College, through the Office of
Instructional Improvement, has developed
guidelines for their creation and conducted
workshops to assist instructors in their
development.
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Program content is reviewed annually by the
industry advisory committee, and suggestions
are made for the addition, deletion, and re-
sequencing of courses. Every three years, the
program dean, the Vice President for Instruction,
and the President review the program outcomes
and course competencies. In the intervening
years, the appropriate program advisory
committee conducts an annual review to ensure
that program currency is maintained. As part of
the process, the Director of Instructional
Improvement independently reviews the
materials produced by the faculty to ensure a
uniform level of quality and consistency across
programs. The CBE development process is
designed such that learning activities and
assessments are mutually consistent and
supportive of one another.

Entry points into full-time preparatory programs
vary from open entry to a single point per
academic year (Appendix 2.2). Due to the
sequential nature of the curriculum, few full-time
preparatory programs at RTC are open entry, and
almost none are self-paced. Open entry is
successful in programs where vertical learning is
not a major requirement. The meaning of “open
entry” varies by program. For example, in some
cases, students may enroll any day of the week,
as long as there is space available, while in other
programs, students may enroll anytime a new
block of classes begins. Students exit the
program when they have completed all of the
modules that comprise the program curriculum,
which does not necessarily coincide with the end
of a quarter.

The Basic Studies Department operates several
open-entry open-exit programs, offering
instruction in Adult Basic Education, GED
preparation, the External Diploma Program and
ongoing support for self-improvement through
education. Student intake into these programs is
handled in a variety of ways: openings
depending on student enrollment numbers
(under the open enrollment model), a pilot
project using managed enrollment that
incorporates a 15-hour orientation session to
introduce, assess, and counsel students in their
educational options for the instruction, and
counselor referrals. The College also offers
programs in Adult Basic Education at several off-
campus sites. The various groups served by these
facilities represent a diverse population.

Therefore, each satellite location and section
handles enrollment so as to meet the needs of
their respective student base in order to best
address their unique needs. These options have
been developed in response to learner needs
while ensuring a high quality program for a
maximum number of students. In this way
students can receive the instruction the need and
then move on in their individual educational
pursuits.

Full-time programs that offer the least
accessibility to students are those that only have
one entry point annually. This typically occurs in
fall quarter, with those students who enroll
progressing through their program as a cohort.
Limited entry-point programs work well for
complex and vertical curricula and have the
advantage that instructors are free of the need to
orient new students to the program and bring
them quickly up to a level where they can
integrate with those already enrolled.

Continuous Improvement
The establishment of program content
(outcomes, competencies and assessment
methodology) has been greatly enhanced during
the last several years utilizing CBE software. At
present, however, a procedure is not uniformly
applied that ensures that student achievement is
measured using the CBE system, so
implementing this system college-wide is a goal
of the Instruction Division; and many programs
have already implemented it. The College
encourages faculty to attend training sessions to
keep up with industry changes and to buy up-to-
date software and equipment. Because of the
length of the instructional day and attendant
minimal preparation time, faculty are often
unable to implement changes in as timely a
manner as desired.

Program Degree Designators (2.A.4)

Description and Analysis
Renton Technical College offers the Associate of
Applied Science degree in 33 of its career training
programs (Appendix 2.6). Because Washington
State statutes specifically limit the mission of
technical colleges and the degrees that they can
award, this is the only degree option the College
currently has in place.
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Renton Technical College began granting degrees
when it became part of the Washington State
Community and Technical College system. The
College recognizes the importance of making its
associate degree designators consistent with
those of other colleges. Although the College is
not primarily a “transfer institution,” it continues
to pursue opportunities and provide support for
those students who wish to continue their
education at other colleges and universities.
Except for the math courses, the General
Education offerings are considered “college
level” and are intended to be comparable to
similar courses offered at the community college
or university level. College level textbooks are
used, and master’s level faculty teaches the
courses. Although the receiving institution
always determines transferability, English
Composition, General Psychology, and Speech
Communications courses offered at RTC should
be readily accepted for transfer at other
institutions in the state and are, in fact, listed on
the University of Washington transfer list. To
earn an AAS degree, students must expand their
education beyond their technical training and
complete an additional 20 credits of General
Education coursework in writing, math,
psychology, and speech communications.

All certificate programs of 45 credits or more
include a minimum of nine credits of related
instruction in math, communication and human
relations. Because the College recognizes the
importance of these subject areas to workplace
success, those programs that do not lead to
degrees may also contain components of
communication, computation, and human
relations, but not to the same depth as their
longer counterparts. Related instruction is
delivered by the technical instructor within and
in context with the program block. While the
theoretical aspect of the subject matter is de-
emphasized, student learning is focused instead
on its applicability to the workplace.

All of the full-time programs at RTC have well
defined program-level objectives, which state the
general competencies that students completing
the programs are expected to attain. These
include several areas of general competency in
computation, communication, and human
relations, and areas related to the students’

specific areas of study. In addition, each technical
course has a written set of highly specific
competencies correlated with assessments,
assignments and learning activities.

The College also created an innovative degree
option for those students enrolled in evening
classes. By “packaging” related courses into a
required block, identifying electives from other
courses offered as supplemental instruction, and
adding the required credits of General
Education, students were given the ability to
obtain an Associate of Applied Science degree.
Intended primarily for those already employed,
these degrees were intended as a means of
enhancing a student’s employability. They were
initially awarded in four specific program areas:
technical studies, industrial studies, emergency
communications, and business technology.

General Education courses to be completed
toward associates degree requirements cover the
following subject areas: speech, English
composition, psychology, and a mathematics.
Each of these was chosen for its relevance and
application to training for the workplace.
Documentation for degree programs  includes
clearly stated goals and objectives. Degree
programs began in 1991, and students have
chosen to take the degree courses in gradually
increasing numbers, but participation is still
limited. Transfer institutions, licensing boards,
and employers have accepted the AAS degree as
a legitimate credential.

When a student is unable or unwilling to
complete the required General Education
courses, that student may still receive a
Certificate of Completion. The course outcomes
are distinct and separate between the
professional technical courses and the General
Education courses.

Continuous Improvement
If the degree option continues to gain in
popularity, the College will need to expand its
General Education offerings. Programs and
advisory committees must continue to strive to
improve and update the content of programs if
they expand from certificate only to degree-
granting programs. The College must also
develop a transferable math course in order to
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better position those students who wish to
transfer the credits earned at Renton Technical
College and continue their education at other
institutions.

While the College has attempted to offer a degree
option to students enrolled in evening courses,
interest was minimal and few degrees were
awarded. This is due, in part, to having no clear
objectives developed for the degree programs
created, as well as scheduling difficulties related
to low enrollment in required classes and
electives. Additionally, the length of time
required to complete all necessary course work
was believed to be a barrier to enrollment for
many students. The College must revisit its
Evening Degree Program offerings and
determine whether to revamp them to make
them both more accessible and viable for
students, or cease offering them. No real
evidence exists to aid in that decision making
process. Therefore, information gathering and
analysis must also occur so that the right
decision can be made.

Abbreviated and Accelerated
Programs (2.A.5)
Renton Technical College does not offer
accelerated courses due to the intense and
rigorous nature of its programs nor does it offer
abbreviated versions of the full-time programs.

Numerical Summary of Hours, Credit
and Degrees for Career Training
Programs (2.A.6)

Description and Analysis
Renton Technical College defines program and
course length on a clock hour basis. Typical short
programs are 360 to 600 hours in length and are
taught over one to two quarters. Longer
programs are 1260 to 2520 hours in length,
corresponding to three and one-half to seven
quarters of instruction. Currently, there is a wide
variety of program lengths offered (Appendix
2.1). Full-time preparatory programs are taught
during the daytime hours, with students
attending class for six hours each day. This
equates to a 30-contact hour week for both

students and full-time faculty. Associate of
Applied Science degrees are granted for 33
programs of 90 credits or more, when deemed
appropriate by the program advisory committee
and the College administrative and instructional
team.

The lengths of programs in clock hours and the
credits awarded are comparable to those of other
technical colleges in Washington but not
comparable to Washington community colleges.
The hours and credits awarded exceed that of the
community colleges because RTC is a clock-hour
institution and because of the professional-
technical nature of the programs. Sample
comparisons are shown in Exhibit 2.2 for
associate degree programs at several colleges.

Renton Technical College has calculated credit
hour equivalencies for all courses to assist
students who wish to transfer to other
institutions. Credits are calculated as follows
(RTC 21004.02, Exhibit 2.1):

12 hours of lecture = one quarter hour credit
24 hours of lab = one quarter hour credit
36 hours of internship = one quarter hour of credit

In a 360-hour quarter, students may earn 15 to 30
credits per quarter, with 20 credits being typical.
The time spent in each program is divided
between lecture and lab, with a significantly
greater part of that time spent in lab activities.
This reflects the College’s emphasis on hands-on
training as a vital part of the student learning
experience.

Associate degrees may be awarded in programs
that have a minimum of 70 credit hours of
instruction coupled with 20 required General
Education credits. Thus, a minimum total of
ninety credits must be completed to meet the
requirements for AAS degree. Due to the
variance of program length and the ratio of lab to
lecture, some degree programs require
significantly more than 90 credits. The time a
student must study in addition to class time
varies with each program. In some programs
students may achieve their goals with minimal
outside study. However, all students are
encouraged to study in addition to class time for
maximum achievement.
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A comparison of selected RTC programs with
equivalent programs at other colleges in given in
Table 2.2.

Curriculum Design, Approval and
Implementation (2.A.7)

Description and Analysis
Responsibility for the design, approval and
implementation of program and course
curriculum originates and resides with the
faculty who teach in the program. As referenced
previously, the CBE program software plays an
important role in establishing a uniform template
and process for the development and
maintenance of a full-time training program
curriculum. Program advisory committees play a
significant role in guiding the content of the
program and in approving the curriculum that is
developed. They review and approve all
required texts for the program and provide
equipment support where appropriate. Their
operation is governed locally by college
procedure RTC 12003.02 (Exhibit 2.1), which is
based upon guidelines originating with the State
Board for Community and Technical Colleges.
Upon approval of new programs or program
revisions by the advisory committee, a Course
Coding Approval Form is submitted to the Office
of the Vice President of Instruction. The Vice
President of Instruction reviews all curriculum to
ensure that state mandated guidelines regarding
such things as computation of credits, required
courses, total length of program are adhered to.
However, course content is not altered at the
administrative level. Upon approval, a copy of
the Course Coding Approval Form is forwarded
to the Registration Office for data input into the

Student Management System (SMS), an
administrative computer application used to
manage and store all student, course and
enrollment data.  The Course Coding Approval
Form is also electronically submitted to State
Board for Community and Technical Colleges
(RTC Procedure 13010.02, Exhibit 2.1). The
Executive Assistant to the Vice President of
Instruction is responsible for the maintenance of
course descriptions in SMS.

Curriculum is reviewed annually by each
program’s advisory committee and is either
approved or revisions identified and assigned to
the responsible faculty member for revision. This
activity is acknowledged by an action item on
the agenda of the program advisory committee at
their last meeting of the school year. The Vice
President of Instruction is notified of the
committee’s action by receipt of a copy of the
minutes for that meeting.

Curriculum is reviewed every three years as part
of the formal program review process and
should be revised no less than once every five
years unless the program dean or advisory
committee determines such action is
unwarranted. Decisions not to revise curricula
are documented in advisory committee minutes.
A sample of the structure of programs is
provided for reference in Exhibit 2.3.

All supplemental, Basic Studies, General
Education, customized training, and Community
Education offerings have brief curriculum guides
on file with the dean for the program. Guides
and procedures are outlined in applicable
College procedures (RTC 13008, Exhibit 2.1).

Table 2.2  Comparison of Program Credit/Hours Across Institutions

Program Institution Award Credits Hours

Renton Technical College AAS 96 1500

Lake Washington Technical College Certificate 103 1665
Accounting
Paraprofessional

Bellevue Community College AA 90 1080

Renton Technical College AAS 152 2340

Bellingham Technical College AAS Not stated 2322Land Surveyor

Peninsula College AAS 90 Not stated
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In apprenticeship programs, instructors have
primary responsibility for developing the
curriculum, which then gets reviewed by the
Apprenticeship Coordinator and Joint
Apprenticeship and Training Committee (JATC).
Each JATC is made up of an equal number of
labor and management representatives from the
industry and functions much like advisory
committees for the College’s full-time programs.
Major curriculum changes, such as changes to
the program’s length or program outcomes
(“work processes” described in a program’s
standards), need approval from the State
Apprenticeship Council. Minor changes, such as
the sequencing of course material or changes in
how the outcomes are taught, do not. Both minor
and major changes in curriculum are shared with
the dean for apprenticeship, whose assistant
prepares a Course Coding Approval form and
sends it to the Office of the Vice President of
Instruction. Curriculum outlines, apprenticeship
program standards, and minutes of JATC
meetings for each apprenticeship program are on
file with the dean for apprenticeship. Also, each
apprenticeship program coordinator maintains a
copy of these materials for his or her program. A
complete list of apprenticeship programs and
coordinators is kept current in RTC13010.043
(Exhibit 2.1).

Use of Library and Information
Resources (2.A.8)

Description and Analysis
The College is currently in the third year of a
Title III grant, a portion of which was structured
to strengthen the institution’s instruction in the
area of information literacy. As a result of this
grant, the following competency was adopted for
use across all programs:

The Director of the Library works with
individual faculty members to develop
appropriate instructional units for teaching
library and information skills (see Standard 5 for
more information on library instruction). The
Office of Instructional Improvement also works
with instructors on the development of these
units, and a check for their inclusion in
curriculum is included in the Program Review
Process (RTC 13002.024, Exhibit 2.1).
Additionally, many program instructors arrange
a regular library orientation presentation for
their new students.

Due to its size and location, the campus Library
has been an under-utilized resource. However,
with the recent opening of the Technology
Resource Center, which includes a new library
facility in excess of 17,000 square feet, the College
has available to it a teaching and learning
opportunity that will change the way instruction
in this area has been delivered. The biannual
Library Survey tracks student satisfaction with
and use of the library services. It is anticipated
that the results of this survey, when collected
again, will change significantly with the opening
of the new facility.

Internet access is available to virtually all
computers used for instruction, providing
students with excellent access to information
resources. In addition to labs that are dedicated
to particular programs, the College has also
maintained two open labs for student use.
Located in the DeMoss Technology Building
(Bldg J) and the Odem Business Building (Bldg
H), these labs have met the needs of students
outside of normal class time. With the opening of
the Technology Resource Center and its 64-
station computer lab, the two open labs will
cease to operate as such and revert to dedicated

A Renton Technical College competency for information literacy.
Renton Technical College Graduates:

• Are able to integrate information to achieve career, academic, and personal goals.
• Are able to identify, apply, and evaluate information so that they can participate effectively in a

diverse society.
Adopted:  October 29, 2001
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program use. The new open lab will have
Internet access available, as will computers
located in the Library.

Continuous Improvement
The College should verify that the Renton
Technical College competency for information
literacy is incorporated in all full-time program
curricula. Furthermore, the College should work
toward more consistency in how that
competency is addressed in actual classroom
teaching so that all students receive appropriate
instruction in this subject area. As part of this
effort, it is essential that coursework that
contains exercises and assignments designed to
develop mastery of this competency and
demonstrate its attainment be developed where
needed.

Optimal Learning and Accessible
Scheduling (2.A.9)

Description and Analysis
In striving to fulfill its mission of preparing
people for the workplace, Renton Technical
College attempts to schedule its programs of
study in a way that balances the competing
needs of students with the goal of providing
quality and meaningful instruction. To meet the
challenge of accessible scheduling, the College
places high priority on sequencing courses so
that students can finish their program of study
within the stated length of the curriculum, i.e., in
the minimum time possible. In order to meet that
goal, full-time programs are delivered in a block
mode of instruction, and students are scheduled
accordingly. Therefore, rather than having to
register for the individual courses within a
particular program, students are scheduled into
the program block and are guaranteed continued
enrollment as long as they complete each
quarter’s requirements successfully.

Supplemental instruction is intended for those
who are already employed and wish to upgrade
or enhance their workplace skills. Therefore,
supplemental classes are scheduled in the
evenings and on weekends when those most
likely to enroll have the ability to do so. General
Education courses follow this format as well, but
they are also scheduled for mid-afternoon starts,
so that those students who are enrolled in full-

time preparatory programs and wish to graduate
with an Associate of Applied Science degree can
fulfill their course requirements without having
to leave campus and return later in the evening.
While no degree or certificate programs are
offered via distance learning, General Education
classes and supplemental courses are offered in
online format, providing access to a greater
number of students.

Over 50% of full-time students are career-
changers, and many of those persons have
compelling reasons to start training as soon as
possible. For those programs with only one or
two annual entry-points, this can present
problems. Students may opt to go elsewhere,
resulting in a decrease in enrollment, or may
elect to enter a different program that has a start
date that meets their needs. In an effort to
improve retention and improve the quality of
instruction, the College has reduced the number
of programs with multiple entry-points and self-
paced study during the last decade. While there
is evidence to indicate that this action has
produced the desired results, the consequence of
doing so has been a reduction in the institution’s
ability to respond to the retraining demands of
its community. Full-time program entry points
are listed in Appendix 2.2 and are addressed in
RTC 13001.013 (Exhibit 2.1).

Nearly all of the College’s full-time programs are
“block programs” in which students attend all of
the courses offered during the quarter. The
students attend six hours per day in a prescribed
set of courses, with the assumption that they
need to take all of the courses offered. The
advantage to the student is that there are
virtually no scheduling conflicts; the day is used
intensively with no unwanted waits between
classes. However, this scheduling model also
means that students have very little opportunity
to attend class on a part-time basis. There are
only a few full-time programs offered that allow
students to do so.

Another disadvantage of block scheduling and
enrollment is that if the student brings a
transcript showing mastery of one of the courses
on his or her schedule, the student may not have
the option to skip that course and save the
tuition money. This varies to some extent by
program, because in some cases, it is possible to
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enroll on a less than full-time basis. The student
may transfer the credits and, at the instructor’s
discretion, be released during the hours that
course is being taught. Only rarely is it possible
for a student to enter part way through a
program.

The scheduling and block structure optimize
student learning in full-time programs while
sometimes making it difficult for students to
enter programs and take courses as easily as they
might where courses are scheduled individually.
This can be detrimental to students who have a
deadline to complete vocational retraining.
However, the block structure is consistent with
the vocational training model. The College
desires to increase its offerings and enrollment in
supplemental courses, providing more students
the opportunity for retraining.

Continuous Improvement
The College strives to find ways in which
students can be prepared to enter professional
technical programs while they wait for the entry
point, often through the help of the Basic Studies
Center. Improved screening has made it possible
to target those students in need of preparatory
remediation. These factors optimize the learning
experience once the professional technical
courses begin. While greatly increased distance
education and accelerated programs are not a big
part of the College’s plan, distance education is
being added, particularly in the area of General
Education. With the increasingly well-defined
course descriptions, syllabi and designated
instructional time blocks, it has begun to be
possible for students to repeat courses or to
attend isolated courses in preparatory programs
under special circumstances.

Prior Experiential Learning Credit
(2.A.10, 2.G.9 and Policy 2.3)

Description and Analysis
Renton Technical College has an established
procedure, RTC 21002.04 (Exhibit 2.1), for
recognizing Prior Experiential Learning Credit
(PELC). At this time, prior experiential learning
credit is available only for the Evening Degree
Programs. In accordance with the Commission’s
policy on PELC, “2.3  Policy on Credit for Prior
Experiential Learning, “ a student must be

enrolled in and have successfully completed 20
credits at the College before PELC will be
transcripted and that the maximum number of
credits to be earned do not exceed 25% of the
degree program. To establish PELC, the applicant
must demonstrate and document learning that
ties the prior experience to the theories and data
of the relevant academic fields and that falls
within the regular curricula offerings of the
institution. As part of the process, the applicant
must contact Student Services or the appropriate
dean and prepare a portfolio containing the
following information:

• Employment verification from company
• Job description from employer
• Essay from applicant describing how their

work experience meets the course
competencies

• Checklist from immediate supervisor
verifying competencies

• Letter from current employer recommending
that credit be granted

Upon receiving the portfolio, a committee will
review the information and make a
determination as to acceptance or denial of
PELC. If the portfolio is accepted, Attachment 2
of the procedure is to be completed by the
assigned staff. One copy is provided to the
applicant, and one is placed in the applicant’s
file. The applicant will then pay the designated
fee and credit will be awarded. The credit will be
transcripted as PELC.

Continuous Improvement
The College should address the granting of credit
for experiential learning in all of its degree and
certificate programs. Additionally, the
development of challenge courses must be
addressed to that this method of skills
verification is available across all programs on a
consistent basis.

Policies and Procedures for Program/
Course Addition and Deletion (2.A.11)

Description and Analysis
The College has a commitment to maintaining
successful apprenticeship, preparatory, and
supplemental programs. The College has a
specified priority order for identifying and
adding programs, courses, and sections for
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growth (RTC 13002.01, Exhibit 2.1), which is
contingent upon industry need, student interest,
and the availability of capital resources. The
order of priorities is:

1. Add sections of existing preparatory
programs.

2. Add new preparatory programs.
3. Add new supplemental classes/courses that

are related to existing preparatory and/or
supplemental classes.

4. Add additional sections of existing
supplemental classes or courses.

5. Add new supplemental classes/courses that
are completely unrelated to existing
preparatory and/or supplemental classes.

6. Add sections of existing apprenticeship
programs.

7. Add new apprenticeship programs.

The addition of new supplemental offerings or
additional sections requires the signature of a
dean or of a dean and additional administrative
personnel, depending upon the nature of the
course. Approval is also dependent upon the
budget.

The initiation and development of a new
program is conducted by business-industry or by
appropriate Renton Technical College staff (RTC
13010.01, Exhibit 2.1). Surveys, an existing
program advisory committee, or an ad hoc
committee verifies the need for a new program if
it is a new area of training. A representative of an
associated JATC must be invited to be on the
committee if the training is an area that is
apprenticeable. Following the determination to
ad a new program, a Notice of Intent is
submitted to the State Board for Community and
Technical Colleges as outlined in the Process for
Submission and Approval of New and Revised
Programs (RTC 13010.02, Exhibit 2.1). Upon
approval from the State Board, an advisory
committee is formed and program feasibility is
determined. The occupational field must meet
the following assurances:

1. Offer potential employment.
2. Be stable.
3. Be financially supported within the adopted

funding and staffing plan.
4. Avoid duplication of training with other

educational organizations.
5. The skill and knowledge required is

appropriate to the level of operation.

6. The appropriate facilities can be provided.
7. The appropriate instructors can be recruited.
8. The program meets legal or licensing

conditions at the level of operation.
9. The appropriate equipment can be provided.

10.There is cooperation of industry and
organized labor within the programs.

11. The program contributes to a balanced
program offering.

12.Key administrators and faculty support
the program.

13.There is sufficient student interest for
enrollment.

It is College policy that programs that no longer
have market demand or no longer command
student interest will be cut regardless of
expansion or contraction in the college’s FTE
allocation (RTC13002.01, Exhibit 2.1). If there is a
reduction in the College’s FTE allocation, there is
a set order of priorities for program elimination.
Supplemental classes/courses where student
fees do not cover direct instructional costs are
first in the priority order. Preparatory programs
that have the lowest recruitment, retention,
completion, placement, and efficiency rates as
determined by the Program Reduction Criteria
(RTC 13002.01, Exhibit 2.1) are then considered
for elimination, followed by the elimination of
sections of existing preparatory programs and
supplemental classes/courses. However, another
consideration in this process is the unique status
that a particular program may have within the
mix of the College’s program offerings. For
example, a program that is one of only a handful
in the country or that fills a unique niche in the
community may be continued despite low
enrollment if it is viewed as being one that
distinguishes the College from its peers.

Continuous Improvement
While there are specific criteria for program
reduction, the procedure for program elimination
does not adequately reflect additional criteria
that might be considered. The procedure should
be revised in order to more completely describe
the process used.

Additionally, the program planning process
should become a more formalized one that is
more clearly tied to the College’s Strategic Plan.
It should take a long term, proactive approach
rather than the short term, reactive one currently
followed.
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Provisions for Program Elimination
(2.A.12)

Description and Analysis
When students are affected by the elimination or
significant change in program requirements, the
College utilizes a variety of arrangements to
ensure that enrolled students complete their
program in a timely manner and with a
minimum of disruption. The program faculty
and the dean work with the students based on
their individual needs, enrollment date, and the
impact of the curriculum changes to ensure the
best solution for each. One example of a potential
impact because of a significant program change
is currently evident in the students who enrolled
in fall 2001 Computer Science Program. The first-
year students spent time in accounting
coursework and then made a choice of programs
in the second year. The students who started in
the fall of 2002 began a new curriculum that did
not include as much accounting, but instead
included more computing. The fall 2001 enrollees
were allowed to continue in their original course
offerings while the fall 2002 enrollees moved to a
new curriculum in fall 2003. In the case of
program elimination, it has been the practice of
the College to discontinue further enrollment
and complete enrolled students.

Standard 2.B – Education
Program Planning and
Assessment

Processes for Assessing Program
Effectiveness (2.B.1 and Policy 2.2)

Description and Analysis
The College has in place clearly defined planning
and assessment processes for evaluating and
improving instructional programs. The College
utilizes institution-wide and program specific
assessment. These processes have evolved
significantly since the 1993 Self-Study.

The implementation of Competency Based
Education (CBE), and in particular the computer
software produced to aid faculty in its creation,
has provided for the identification of specific
assessment activities within each course. The

assessments are tailored to the program of
instruction. Industry-based skill standards have
also been used as a basis for curriculum
development where available and as approved
by program advisory committees. They provide
an excellent and accepted reference point upon
which instructors can build various assessment
activities. A complete set of program CBE’s can
be found in the Program Self-Study notebooks
(Exhibit 2.4).

The College also conducts several assessment
activities that are intended to identify potential
problem areas within its programs so that
appropriate corrective action can be formulated
and implemented. These activities consist of
quarterly student program evaluations,
employer surveys, and graduate surveys. Each of
these instruments contains questions that are
designed to elicit information that highlights
program strengths and identifies areas for
improvement.

In the past year, a revised Program Review
Process was implemented that places each of the
College’s full-time preparatory programs, as well
as Apprenticeship and Basic Studies, on a three-
year cycle (RTC 13002.024, Exhibit 2.1). Every
three years, each full-time preparatory program
will undergo a comprehensive program review
by a committee that includes faculty, the dean,
the Vice Presidents of Instruction and Student
Services, and the College President. This review
is based in large part on a detailed examination
of the “Program Report Card,” which provides
information on indicators such as enrollment,
retention, completion and placement (Appendix
2.4). Program curriculum is reviewed and capital
equipment needs discussed. The results of
quarterly student program evaluations and
annual graduate surveys are included as part of
the discussion (Appendix 2.5, Exhibit 2.5). The
process also provides a forum for the faculty
member(s) to bring forward any issues relating
to the overall viability of the program that they
believe warrant the attention of administration.
As a result of this review, administration may
take no action, place a program on probation, or
recommend to the Board of Trustees that a
program be closed. Final approval to do so rests
solely with the Board. In the intervening years,
the dean and Vice President for Instruction
review program report cards. A more
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comprehensive review may be scheduled as a
result of this annual appraisal. Any problem
areas identified during the previous year’s
review may also be revisited with the responsible
faculty member in order to determine its status/
disposition. Apprenticeship and Basic Studies,
while still subject to a review, receive a less
comprehensive examination due to their unique
nature.

Standalone classes and short-term programs (i.e.,
fewer than 600 hours) are not subject to this
process. By their very nature, each is designed to
address a specific need, be it course work in a
particular subject area or a sequence of
instruction designed to provide the skills
necessary for employment in a basic, entry level
position. The College relies on the results of
student evaluations as the sole means of
assessment in the former, and a combination of
student surveys and placement statistics for the
latter.

Continuous Improvement
The College has procedures in place to monitor
and assess the effectiveness of its instructional
programs. Those that deal with full-time
programs are newly revised and contain several
data elements upon which a reasonable and
accurate assessment of program viability may be
based. Further, the review process, in conjunction
with the participation of advisory committees in
the development and maintenance of
curriculum, ensures that programs are evaluated
on a regular and consistent basis. The College
should continue its implementation of this more
in depth process to identify both process and
program approval actions that may be required.

Supplemental courses and short duration
programs do not have a formal process of review
in place. While the nature of their scheduling
makes ongoing analysis difficult, the College
should undertake a more detailed review of this
part of its instructional offerings with the goal of
developing a viable process that relies on
multiple indices of assessment.

Learning Outcomes for Degree and
Certificate Programs (2.B.2)

Description and Analysis
During the 2001-2002 academic year, each
instructional program began the process of
identifying and documenting its learning
outcomes. This effort was coordinated through
workshops and aids developed by the Office of
Instructional Improvement. As each program
completes this process, the outcomes identified
are published on the College website. Their
inclusion in other marketing materials will be
accomplished as that information is updated.

Since 1996, the curriculum in each preparatory
program offered by the College has been
reconstructed around career specific
competencies and is documented through
specialized software. This process was relatively
straightforward in some programs, such as Ford
ASSET, where company provided materials were
already competency based and well defined,
while difficult in others where instructors were
required to work closely with their advisory
committees and the Office of Instructional
Improvement to identify them. The process led
to verified and criterion-referenced learning that
aligns competencies with existing skills
standards, focus group input and advisory board
recommendations. Formative and final
assessments are designed to measure how well
the student knows or can perform each of the
program competencies. Competencies
collectively build toward the identified program
outcomes.

Individual program outcomes were used to
develop institution-wide student learning
outcomes (Figure 2.3). When combined, the
following general themes emerged that are
independent of specific program content:
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Figure 2.3  Renton Technical College Learning Outcomes

Renton Technical College students, faculty, staff and administration are committed to the

employability of our certificate and degree graduates.  We promote the knowledge, habits

and skills leading to success in a diverse, technological, information driven society.
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fi Use honest and ethical

behavior in all actions

Communicate
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fi Demonstrate speaking, listening
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fi Utilize lines of communication

to convey information
effectively



60Standard 2

Continuous Improvement
The College should re-emphasize the completion
of curriculum revision that incorporates the
competency-based model, with special attention
give to their alignment with program outcomes.
Program outcomes should be reviewed to ensure
that they align with institutional outcomes.

Assessment and the Improvement of
Teaching and Learning (2.B.3)

Description and Analysis
The College has had a process for reviewing
program effectiveness in place for some time. It
was revised in 2002, resulting in one that is
longer, more comprehensive, and more clearly
written. It also put all programs on a three-year
cycle for detailed administrative review, rather
than the annual schedule contained in its
predecessor. This process identifies retention
rates, placement rates, results of employer
satisfaction surveys and graduate surveys as
indicators of effective teaching and student
achievement. As this process is fully
implemented, the programs will continue to use
the data resulting from it to make program
improvements including curriculum revisions,
equipment purchases, student internships,
professional development for the instructor, or
other strategies suggested by the program
instructional team or advisory committee.

The faculty evaluation process was also revised
in 2002 by a joint faculty administration team,
which placed professional development as the
main focus in its redesign of the process (RTC
24408, Exhibit 2.1; see also Standard 4.A.5).
Quarterly student evaluations, instructor annual
self-evaluations, peer evaluations every third
year, and an annual supervisor evaluation
provide feedback and data for developing an
annual professional development plan for the
instructor. This plan is developed with the
supervisor and supported by tuition
reimbursement for credit classes, back-to-
industry experiences, and participation in
workshops and conferences. These activities are
also the vehicle through which teachers earn
Professional Improvement Units (PIU) required
to maintain certification as required by
Washington Administrative Code.

During the past year, the anticipated reduction in
state funding led to the review of seven
programs for possible reduction. Using the
process outlined in its program review
procedure, administration met with faculty and
the dean for each program to discuss all
pertinent data. Additionally, the program
instructors were provided a forum in which to
advocate for continuation and offer proposals for
improving program results. As a result of this
process, the President recommended to the
Board of Trustees two programs for elimination,
with the resources that had been devoted them
being reallocated to expansion of two others.

Continuous Improvement
The College should ensure that the
implementation of its revised program review
and faculty evaluation processes provide the
data and information needed to make effective
and useful program change, as well as identify
appropriate professional development activities
for faculty that lead to improvement in
instruction. This should be accomplished
through an internal, regular, and ongoing
assessment of the data types collected and the
procedures followed.

Standard 2.C – Undergraduate
Programs

General Education and Related
Instruction (2.C.2 and Policy 2.1)

Description and Analysis
Renton Technical College began granting degrees
when it became part of the Washington State
community and technical college system. The
college recognizes the importance of making its
Associate Degree designators consistent with
those of other schools. Although the College is
not considered a “transfer institution,” it
continues to pursue opportunities and provide
support for those students who wish to continue
their education at other colleges and universities.
Except for the math courses, the General
Education offerings are considered “college
level” and are intended to be comparable to
similar courses offered at the community college
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or university level. College level textbooks are
used, and master’s level faculty teaches the
courses. Although the receiving institution
always determines transferability, English
Composition, General Psychology, and Speech
Communications courses should be readily
accepted for transfer at other institutions in the
state and are listed on the University of
Washington transfer list. To earn an AAS degree,
students must expand their education beyond
their technical training and complete an
additional 20 credits of General Education
coursework in writing, math, psychology, and
speech communications.

The General Education courses (RTC 13001.05,
Exhibit 2.1) are taught separately and discretely
from the other program related course work.
The additional courses required to complete the
requirements for an AAS degree are listed with
each program and are described in the Catalog.
No formal curriculum oversight exists for these
courses, with the sole responsibility for doing so
resting with the program dean and the faculty
member.

All certificate programs of 45 credits or more
include a minimum of nine credits of related
instruction in math, communication and human
relations. Because the College recognizes the
importance of these subject areas to workplace
success, those programs that do not lead to
degrees may also contain components of
communication, computation, and human
relations, but not to the same depth as their
longer counterparts. Related instruction is
delivered within the program block by the
technical instructor and is taught in a
contextualized manner. While the theoretical
aspect of the subject matter is deemphasized,
student learning is focused instead on its
applicability to the workplace. Technical
instructors sometimes feel inadequately prepared
to provide instruction in this subject matter.

Continuous Improvement
The process by which General Education course
curriculum is developed should be formalized to
ensure that the material presented is consistent
with that found in the same courses at other
institutions, thus ensuring its transferability.

The College should ensure that technical
instructors are provided and take advantage of
professional development opportunities that will
lead to an improvement in the delivery of related
instruction.

Rationale, Relevance, and General
Education Offerings (2.C.2 and 2.C.3)

Description and Analysis
As stated in the College Catalog, General
Education courses are an important component
of the AAS degree option. Whereas completion
of the professional technical training
requirements demonstrates competency in the
area of specialty, completion of the General
Education requirements demonstrates a
competence in oral and written communications,
computation, and human relations in the
workplace. Traditional programs of academic
study (such as fine arts, humanities and the
natural sciences) are not generally consistent
with the College’s workforce training mission.
For this reason, the general subject areas of
psychology, English composition, speech, and
mathematics were chosen to round out the
student learning experience for the AAS degree
programs.

Each career-training program includes 20 or
more credits in these courses, chosen to enhance
the student’s general knowledge and to best
complement the skills developed in the major
study area. The complete list of offerings from
the Catalog is shown in Table 2.3; appropriate
College Level Examination Program (CLEP) test
results are accepted for some courses.

Table 2.3  RTC General Education Courses

Course Title Credits

BUS 165 Business Math 5 cr

BUS 175 Business Writing 5 cr

ENG 101 English Composition 5 cr

ENG 103 Technical Writing 5 cr

HUM 101 Human Relations 3 cr

MATH 111 Technical Math 5 cr

PSYC 101 General Psychology 5 cr

SPCH 101 Speech Comm. 5 cr
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The specific General Education courses required
to meet the Associate of Applied Science degree
requirement is published in the Catalog as part
of each program description.

It is believed that the related instruction
occurring within professional technical training
programs is of high quality in many programs,
but not necessarily in all programs. Faculty who
are highly effective in the technical training they
provide may not always be as knowledgeable
and/or effective with regard to some of the
related instruction in their programs.

Although offerings are somewhat limited at this
point, the General Education program is strong
and growing. As new professional/technical
programs are added or as current programs
require additional academic courses to support
student success or meet employer requirements,
it is anticipated that the General Education
offerings will be expanded. With the rapid
growth of career opportunities within Health
Occupations, for example, the College will need
to add science courses to its requirements for
certain programs. In addition, a math sequence
leading to college level algebra, at a minimum
needs to be established through a combination of
related instruction and General Education
courses.

In some programs, the General Education
content appears to be somewhat redundant with
the professional technical component. This most
commonly occurs in math classes, but is not
widespread over all programs. Where a
particular aspect of related instruction is critical
for professional technical learning, it has been
made a part of the vocational program. Students
who choose to get their degree sometimes find
themselves compelled to study material already
covered in their technical program in the general
course. A possible solution might be to eliminate
the academic component within the affected
programs and rely on the General Education
courses to provide it, but because students may
not seek the degree option in a program, doing
so would result in the elimination of course
material needed to complete the certificate
requirements for the program of study. It is also
likely that students would not receive the
information they need at the appropriate point in
their technical program of study.

Continuous Improvement
The College should find ways to accurately
assess student learning and thereby the
instructional effectiveness of the related
instruction within each program. From such an
assessment, a plan can be developed and
implemented to ensure that students in all
programs receive consistently high quality
instruction in the academics related to their
technical field.

Efforts to improve technical instructor confidence
in the delivery of related instruction should be
undertaken as described in the continuous
improvement section of the previous section.

Transfer of Credit  (2.C.4)

Description and Analysis
The course titles and descriptions used for the
College’s General Education courses are
consistent with those offered at other colleges,
and these are often accepted for transfer credit.

At RTC, a credit evaluation committee completes
the evaluation of student requests for transfer,
which includes a transcript review. This
committee consists of Student Services
Counselors, the Registrar, and the Vice President
for Student Services. A formal procedure
governing the operation of this committee is
currently being drafted. The committee evaluates
transcripts of incoming students to determine
General Education course equivalency and
awards credit where appropriate. Requests for
transfer of credit for technical training courses
are reviewed and approved by instructors who
teach in the program.  Articulation agreements
developed through the local Tech Prep
consortium between RTC and area high schools
are in place in several programs. The courses that
transfer have been identified through mutual
agreement by the program instructor at the
College and the high school counterpart. The
College has also developed articulation
agreements with four-year colleges and
universities to help its associate degree graduates
earn credits towards a baccalaureate degree. A
complete list of articulation agreements can be
found in RTC 12006 (Exhibit 2.1).
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Renton Technical College has selected its General
Education courses to complement its training
programs. As such, it does not accept substitute
courses (i.e., a music class will not serve in lieu of
a speech class). An associate’s degree or a
bachelor’s degree from another college does not
automatically confer General Education credit on
an enrolled student for the purpose of a degree at
RTC; rather, the student must meet the subject
matter requirements as outlined in the course
descriptions contained in the Catalog.

Where no articulation agreement exists, credit
transfer is handled according to RTC 21002.04
(Exhibit 2.1). If a student presents a transcript or
can pass a challenge exam, he or she may be
allowed to enter the program at some point other
than the beginning. The block-scheduling model
used by the College for its full-time preparatory
programs imposes some barriers to students
seeking to transfer in credits. The result is that
students who do so typically receive course
credit and tuition reimbursement for a specific
course within a block, but rarely are able to
bypass an entire quarter of instruction and
matriculate into an advanced quarter.
Challenges are seldom requested, and for
isolated courses they are handled by the
instructors in such a way as to allow the student
to demonstrate proficiency in a particular course
while enrolled in the program (RTC 21002.04,
Exhibit 2.1).

Some schools and college have formal
agreements with Renton Technical College that
allow students to matriculate to the college with
advanced standing in select programs where
articulated curricula exists (RTC 12006, Exhibit
2.1). In some instances an agreement exists which
allows credit transfer in both instances of
articulated and unarticulated curricula. In the
latter instance, each transfer of credits is
individually determined in relation to program
requirements and competencies.

As is true in virtually all post secondary
institutions, transferability of courses taken at
Renton Technical College is determined by the
institution to which the student transfers. An
individual may transfer to Renton Technical
College up to 75% of the required curriculum
provided that the breadth, depth, and currency

of learning is comparable to the Renton Technical
College program of study (RTC 21002.04, Exhibit
2.1).

To receive an Associate of Applied Science (AAS)
degree from Renton Technical College, an
individual must complete at least 90 credits of
which the final 25% of coursework in the
technical core must be at Renton Technical
College. Students who have received a Certificate
of Completion from Renton Technical College
may be eligible to receive an Associate of
Applied Science degree by completing the
General Education requirements within five
years from the date of completion for the
technical program certificate in a program that
has not undergone substantial change affecting
75% of the curriculum.

Academic Advising (2.C.5)

Description and Analysis
Student advising at Renton Technical College can
be divided into two distinct areas:  that which is
related to program entry and that which relates
to performance while enrolled in a program. In
the past, RTC has maintained an open-door
policy with no admissions requirements. In order
to place students effectively into programs where
they can succeed, Student Services has made
great efforts to develop a system in which all
prospective students are tested using the
COMPASS assessment. Students then see a
counselor to discuss their aptitude and readiness
for their desired training program and the need
to remediate prior to entry. Students will seek
advice from a counselor as to which programs
will meet their interests and existing skills, but
this is not required of students to register for
programs. Counselors also encourage all
students to visit the program instructors prior to
enrollment. Every professional technical
program has a designated counselor to provide
information and advise the students as they are
preparing to enter a program. Once enrolled,
students may be advised by either the Student
Services Counselor assigned to their program of
study, or by their instructor, depending upon the
situation and its unique needs. However, no
formalized process for developing the advising
skills of instructors is in place at the College, nor
is advising prior to enrollment mandatory.
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Continuous Improvement
The College should undertake a review of its
academic advising processes and formalize the
requirements so that instructors understand
what the expectations are and what will best
benefit students. In support of this initiative, the
College should also identify and provide
professional development opportunities to the
faculty that will assist them in providing
effective advising. Faculty should in turn take
advantage of these opportunities when offered.

Developmental and Remedial
Work (2.C.6)

Description and Analysis
The College strongly encourages all students
entering full-time preparatory programs to take
the COMPASS or ASSET test prior to enrolling.
Recently the College has achieved a near 100%
rate for students taking the test. Based on these
test scores, students are counseled as to their
options for best preparing for their program of
study. Students must achieve established entry
scores to qualify for federal financial aid, certain
apprenticeships, and General Education
coursework. These scores are based on the US
Department of Education’s minimum required
scores for the ability to benefit. When a student is
below the required scores, the student receives a
print out of his or her scores, which provides an
explanation of learning options prior to retesting.
Also, a Counselor or the Testing Center
Coordinator explains to the potential student the
options for remedial education that are available
at the College. Only two programs specifically
require passing the ASSET or COMPASS test
prior to entry; the ability to benefit score
requirements are used for both the LPN and the
Surgical Technologist Programs.

Options for remedial education include
attending Basic Studies classes prior to program
enrollment or concurrently with program
enrollment. Students electing to take remedial
instruction concurrently with their program may
do so by enrolling in basic studies classes which
meet before or after classes begin each day. These
classes are reserved for students in full-time
programs. The College has also placed ESL
instructors from the Basic Studies department in
programs with a high percentage of second

language speakers. However, availability of
funding has limited the ability to do this, and the
ESL instructors are placed in only a few
programs.

With few exceptions, students are not required to
have passed any prerequisite courses before
entering programs. Students are encouraged to
bring certain baseline skills and aptitudes into
the programs. If they do not have basic skills,
they are encouraged to take advantage of the
Basic Studies Center before entering professional
technical training programs. In instances where
students do not heed this advice, they can and do
fail in training programs; however, this
unfortunate combination of events is uncommon.
Math, literacy and ESL training are all available.
In many programs a majority of entering
students require developmental training in areas
such as mathematics and computer literacy,
which might be considered to be prerequisites.

Students on waiting lists also receive a letter with
sample math and grammar questions that has
been developed jointly with program faculty and
Basic Studies faculty. This letter invites students
to attend classes to prepare for their programs of
study as well as to remediate in basic skills prior
to retesting for the COMPASS or ASSET test.

Continuous Improvement
The College does not have a formal
developmental education department nor is that
level of instruction provided. This has been
identified as a deficiency in the support classes
offered and is viewed as especially important to
address given the increasing number of students
who enter programs of study lacking the
requisite academic background to be successful.

Adequate Faculty for Technical
Training (2.C.7)

Description and Analysis
Instructors are hired for technical programs and
classes based on their technical expertise and on
technical, professional, and academic credentials
appropriate to the needs of the programs they
are teaching. This means that the instructors
have degrees, licenses or certificates that exceed
those to be attained by their recent graduates (see
Standard 4.A.1). Instructors for Basic Studies and
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General Education classes are hired based on
their academic credentials and expertise within
the field to be taught. Their credentials are
verified at time of hiring through reference
checks conducted by the Human Resources
Department. Full-time faculty teach most
programs over 600 hours in length, although
there are exceptions, such as Apprenticeship
programs.

Tracking Examination Pass Rates and
Placement (2.C.8)

Description and Analysis
Renton Technical College has collected student
job placement data for a number of years. Data is
collected through state employment databases
and supplemented by information obtained
through instructor contact with program
graduates (RTC 21032). Student placement
information is collected beginning soon after
graduation and during the following six months.
The Office of Research and Development
maintains this information. Some of the
programs require that their students take
licensing or “board” exams upon graduation.
Recently, the Office of Research and
Development has also begun collecting licensure
and exam pass rates. Specific details and samples
of this information are included in the individual
program self-studies (Exhibit 2.4).

Standards 2D, 2E, and 2F
do not apply.
Renton Technical College does not have graduate
programs, graduate faculty, or graduate
students.

Standard 2G - Off-campus and
Special Programs, Including
Continuing Education

Compatibility with Mission and
Goals (2.G.1)

Description and Analysis
Commercial Building Engineer and Cosmetology
are the only two full-time preparatory training
programs taught off-campus.

Continuing education courses and special
programs at Renton Technical College are built
around the College’s mission to prepare people
for the workplace. Continuing education is most
often referred to as supplemental programs or
supplemental classes, in that the primary
purpose is to supplement the professional
technical training in the full-time programs.
Accordingly, continuing education is not
centralized, but instead is run through the
various deans’ offices along with the
corresponding full-time occupational programs.
These are credit-bearing classes aimed at
students who wish to refresh, upgrade, expand
or diversify their employment skills. Courses are
developed in response to employer needs and
students interest, and they are taught by
qualified people from the occupation. Formal
student course evaluations are administered at
the end of each class to ensure quality of
instruction and student satisfaction. In addition,
the College offers non-credit personal interest,
personal growth classes through its Community
Education program.

Contract training is also provided by the College
in response to the specific needs of business,
industry, and other organizations located within
its service area. The Office of Business
development fosters relationships with local
employers that may lead to training
opportunities for the College. Deans also get
contract training requests directly, due to the
types of programs they supervise and the
industry relationships they have built. The
curriculum that is delivered for these courses is
usually focused on enhancing the workplace
skills of current or potential employees.
Depending upon the type of training needed, the
Director of Business Development or the
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program dean will recruit a qualified instructor
or instructors to develop and deliver the
curriculum necessary. Curriculum content is left
to the discretion of the faculty involved, with
significant input provided by the organization
requesting the training so that their specific
needs and goals are met. At the conclusion of the
training session, a course evaluation is
administered to the attendees for the purposes of
continuous improvement.

Because apprenticeship is designed as a system
of learning an occupation in class and on the job,
providing apprenticeship instruction is very
much in keeping with the College’s mission of
preparing students for work. The College
provides apprenticeship instruction for 16
apprenticeship programs in construction,
manufacturing, and public utilities. For many of
these fields, the College offers journey-level
classes as well. Ideas for new classes usually
originate with the joint apprenticeship and
training committee, Apprenticeship Coordinator,
or instructors. The instructors have primary
responsibility for the curriculum, with input and
review from the JATC as described above in
2.A.7. Instructors are hired with significant input
from the Coordinator and the JATC, and they
must meet professional technical teacher
certification standards. Students evaluate courses
and instructors for continuous improvement.
Additionally, some of the larger programs do
more comprehensive program evaluations, and
seek input from the JATC, the students, and the
dean.

The dean for apprenticeship supervises all
apprenticeship programs affiliated with the
College, which helps to ensure consistency in
following institutional procedures. The dean and
apprenticeship coordinators meet as a group on a
quarterly basis, and program-specific meetings
happen as needed. In addition to the College’s
oversight role, apprenticeship programs are
governed by their JATCs and the State
Apprenticeship Council.

Contractual Relationships with
Organizations Not Regionally
Accredited  (2.G.2 and Policy A.6)

Description and Analysis
RTC has contracts with several non-accredited
organizations that provide instruction to
students. The College contracts with two private
beauty schools for Cosmetology instruction:
Cascade Beauty College in Renton and Bellevue
Beauty School in Bellevue. Additionally, Cascade
offers Barber, Esthetician, and Manicurist
training under the same contract. In many
Automotive and Health programs, part of the
instruction is delivered at a job site, in which the
company or organization designates an
employee to serve as the student’s supervisor
and to coordinate with the College instructor
regarding the student’s accomplishment of
specified competencies. Several apprenticeship
programs operate under a contract between the
College and the apprenticeship trust, in which
the trust hires qualified instructors directly. Some
part-time classes are set up in partnership with
industry groups that have access to curriculum
and instructors.

In all cases, the College maintains formal
agreements with these institutions that clearly
describe the type of instruction being delivered,
define the College’s rights to review and approve
curriculum, ensure that faculty meet teacher
certification standards, and provide students
with the rights of any other RTC-enrolled
student. The contracts spell out the financial
obligations, as well as other responsibilities, of
each party. The College President and the
Executive Director (or other appropriate officer
for the non-accredited organization) execute the
contracts, all of which are reviewed by either a
representative from the state’s Attorney
General’s Office or by the College’s Executive
Vice President of Administration and Finance.
Each contract is written for a clearly defined
scope of work and time frame, with mechanisms
for resolving disputes and ending the agreement
early if needed. Copies of all contracts are on file
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with the executive assistant for the College
president. More information about contracting
with non-accredited organizations can be found
in RTC13013 and RTC 22017 (Exhibit 2.1).

When programs or classes are taught under a
contract with another organization, that fact is
made clear to prospective and actual students.
For example, the catalog listing for Cosmetology
reads, “instruction takes place at state-licensed
beauty schools in South King County that have a
contract with Renton Technical College.”  When
prospective students inquire about the program,
they are given an information packet that
includes each school’s name and location, and
they are encouraged to visit each school before
making a decision.

College personnel, usually the dean for the
program area, make site visits to facilities where
contracted instruction takes place. This provides
the staff with opportunities to monitor
instructional quality and to interact with
students enrolled in these types of classes.

Faculty Planning and Evaluation
of Continuing Education and
Supplemental Learning Activities
(2.G.3)

Description and Analysis
It is the responsibility of the program deans to
ensure that the goals of their respective
departments’ supplemental education, including
policies, methods, and delivery systems, are
compatible with the institutional mission.
Because many of the courses that are offered as
part of supplemental instruction originate with
program advisory committees, both full-time
faculty and representatives from industry have a
significant input in determining their content. It
is the program dean who ensures that the
courses taught in evening classes truly
supplement the instruction offered during the
daytime session.

Planning classes and budgets for continuing
education occurs primarily between the dean
and the faculty members teaching the classes.
Many full-time faculty “moonlight,” meaning
they teach supplemental classes at the College in
addition to their regular full-time job. Therefore,
these full-time instructors are definitely involved
in planning the continuing education offerings
within their disciplines. When classes are taught
by part-time faculty, the deans sometimes consult
with their full-time counterparts on scheduling,
equipment use, and other issues to make sure
that there are no conflicts. Furthermore, full-time
faculty can be good resources for instructor
referrals and new course ideas.

Evaluation of continuing education classes
occurs primarily through the course evaluations
that students complete. Unless full-time faculty
members are teaching these classes, they are not
involved in this type of evaluation. However,
full-time faculty members are often in a position
to give feedback on classes informally, based on
what they see and hear from their own students
and people in the industry. This feedback can be
used to refine course content, descriptions,
length, or schedule; or to help a part-time
instructor improve in a weak area.

Administration of Continuing
Education and Special Programs
(2.G.4)

Description and Analysis
The administration of continuing education and
supplemental learning activities is clearly
defined. Deans are in charge of on-campus and
off-campus continuing education, supplemental
programs, and other special programs within
their area of responsibility. Table 2.4 illustrates
the assignment of responsibilities by program
area.
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Distance Education
(2.G.5 and Policy 2.6)

Description and Analysis
Distance education courses that are offered by
Renton Technical College are done so in one
modality – online learning. The purpose of these
courses is to provide access to those students
who are place bound, i.e., have time and/or
distance constraints, so that they can attend
courses to meet degree, certificate, or continuing
education requirements. Online courses support
the mission of the College by helping prepare
students for the workplace. By using the Internet
as the delivery medium and a third party agent
for platform hosting, the College is able to
deliver online courses at a reasonable cost.

Throughout the history of its online courses,
Renton Technical College has used two main
technology providers to host the electronic
classrooms:  Jones Knowledge and Washington
Online. Jones Knowledge was the primary
provider from 1999 through 2002.  In January
2003, Washington Online became the sole
provider for hosting services.

Both providers were carefully selected based on
the level of service and the quality of the support

they provide to students and faculty. Their
platforms allow students to interact in a variety
of modes. Online, real-time chat is available, as is
a bulletin board system for threaded discussions.
Due to their economies of scale, each of these
providers can deliver hosting and technical
support services charging a per use fee. RTC is
then free to concentrate on content development
and delivery. These partnerships with Jones and
WAOL enable RTC to deliver online courses at a
reasonable rate.

College policies clearly establish that online
courses are developed on a “work for hire” basis.
The faculty receives a course development
stipend based on the number of credits for the
course. RTC remains the sole proprietor of the
materials developed for online delivery.

The compensation for online course delivery is
different as compared to on-campus courses.
Early on RTC recognized that online courses in
general might not reach the same level of
enrollment as on-campus courses. However, it
was also recognized that they help broaden the
access to the College’s training. In order to run
these online courses with low enrollment, a per-
student pay scale was devised. Online
instructors get paid a stipend based on the

Table 2.4 Administration of Continuing Education Courses

Department

Technology
Business

Technology
Health

Occupations
Trade & Industry Basic Studies

WorkFirst WorkFirst WorkFirst WorkFirst WorkFirst

Computer
Aided

Drafting

Computer
Applications

First Aid/CPR Apprenticeship ESL

Distance
Education

Office Education Health Journey Upgrade ABE

Information
Technology

Marketing
Education

Const./
Manufacturing/ Public

Utilities

Quality Through
Training
Program

Real Estate Automotive
Workplace

Basics

Small Business GED

Home/Family
Life

Programs

General
Education
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number of students enrolled in the class, while
on-campus instructor will get paid based on
contact time. Using this approach, RTC can
deliver online courses regardless of the level of
enrollment.

Distance education courses first offered at
Renton Technical College consisted of General
Education classes in psychology and English. As
stated previously, online courses were developed
to provide an alternative to on-campus classes
for place bound students. The College has slowly
increased the number of courses it offers online
and now shares classes in math, computer-aided
drafting, and anatomy with Washington Online.
This arrangement allows students from other
colleges within the Washington state community
and technical college system to have access to
these courses through their home campus. The
total number of students enrolled in online
courses has increased both collectively and in
individual courses. Library resources are
available to online learners just as they are for all
programs and courses taught by the College.

Faculty who teach distance education courses are
provided training in this modality through the
Washington Online teacher training course. This
course is itself taught online, giving instructors
firsthand experience as part of their learning
process. Washington Online also provides
specific instruction in the use of its two online
platforms – Blackboard and WebCT. Instructors
are afforded tremendous freedom in the
development of their course materials, with
oversight and approval provided by the
cognizant program dean and the dean
responsible for coordination of distance
education. However, as with supplemental
instruction and General Education, no formal
approval process is in place to monitor these
courses. College policies and procedures give all
ownership rights to the institution for materials
produced by online instructors while they are
under contract. During contract negotiations in

1999, the faculty union withdrew the College’s
proposed clause addressing this issue and has
not subsequently expressed an interest in
bringing it back to the table.

Continuous Improvement
The College should review and revise its
assessment processes to include the evaluation
and analysis of those courses offered in other
than on campus delivery modes. The results of
this study should provide policies and
procedures for addressing the assessment of
student learning for those enrolled in online
classes, the quality and effectiveness of the
instruction provided, the quality and
effectiveness of the host platform, and so on. The
issue of property rights, while addressed in
College procedures, should be resolved
contractually.

Fee Structure and Refund Policy
(2.G.6)

Description and Analysis
Table 2.5 shows the fee structure for Continuing
Education, Special Programs providing academic
credit and non-credit Continuing Education
courses for the 2002-2003 school year.

Table 2.5  Fee Structure for Continuing Education
& Special Programs

Course Fee

Apprenticeship $1.40 per hour

Adult Basic Education No Charge

Community Education Varies by course

English As A Second Language

All students except I-20 No charge

I-20 students $5.21 per hour

General Education

Standard $203.0

Online $240.00

Journey Classes $2.07 per hour

Supplemental – Regular

1 to 20 hours $  74.00

21 to 39 hours $167.00

40 to 90 hours $209.00

Supplemental – Other
see RTC 22006.02,

Exhibit 2.1
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Persons registering in Supplemental,
Apprenticeship, Adult Education, and
Community Education classes will pay the full
applicable fee regardless of date of registration.

A fair and equitable refund policy is applied to
all students at Renton Technical College. If a
student enrolled in a Continuing Education or
community Education class wishes to withdraw
from class and receive a refund of program fees,
he/she must make a request for refund either in
person at the registration office or in writing. If
the request is received before the first class
session, all fees except the $25 registration fee
will be refunded. After the class has started,
whether the student has attended or not, a
refund for withdrawal may be issued according
to the basis outlined in Table 2.6.

Self-support classes, i.e., those in for which
student tuition covers all operating costs, are not
subject to this fee schedule (RTC 22006.01 and
22006.04, Exhibit 2.1).

Granting of Credit for Continuing
Education and Other Special Courses
(2.G.7)

Description and Analysis
“Continuing Education” at Renton Technical
College is in reality an extension of the full-time
professional technical programs and is frequently
referred to as “supplemental.”  Therefore, credits
are granted for most Continuing Education
classes are based on 10 hours of lecture or 20
hours of lab equaling one credit. The exceptions
include courses shorter than 10 hours and
classed offered through the Community
Education Office, i.e., personal interest,

enrichment, etc., which are non-credit classes.
Contract classes may or may not carry credit,
depending upon the nature and extent of the
training.

Although Apprenticeship students do not receive
RTC credit for their individual apprenticeship or
journey classes, completion of their entire
program is seen as equivalent to at least 70
credits. That, together with 20 credits of General
Education coursework, would entitle them to an
Associate of Applied Science degree.

Approval of Continuing Education and
Special Learning Activities (2.G.8)

Description and Analysis
The oversight for continuing education courses
(supplemental), special learning activities
(contract training), and academic courses
(General Education) rests with the program
deans. As stated elsewhere within this Self-Study,
supplemental course content is tied directly to
full-time preparatory employment training
programs. Therefore, their development and
oversight is assigned as part of the program
deans’ responsibilities. Primary responsibility for
actual curriculum development, however, rests
with qualified faculty.

Supplemental courses are developed and
implemented in response to student interest and
industry needs as identified by advisory
committees and/or other representative of
business and industry. Courses are monitored on
an ongoing basis for relevance and quality as
indicated by enrollment patterns, student
satisfaction, and industry trends. Similarly,
responsibility for special learning activities,

Table 2.6  Tuition Refund

Withdrawal Date Refund

Withdraw prior to start date 100% less $25 non-refundable fee

Withdraw within the first 8% of class hours  80% of balance of tuition

Withdraw within the first 9% to 25% of class hour 40% of balance of tuition

Withdraw after 25% of class hours NONE

Community Education Class

   Two business days or more prior to start date 100% less $25 non-refundable fee

    Less than two business days prior to start date    No refund
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which consist primarily of contract training
provided to a specific client, also rests with the
program deans.

General Education course oversight lies
primarily with one dean, with exceptions made
for those courses that are more specialized in
nature and which are intended to support the
attainment of an Associate of Applied Science
degree in a limited number of programs. In those
instances, the program dean responsible for the
related pre-employment program takes
responsibility for them. Once implemented, these
General Education courses are monitored on an
ongoing basis for quality and effectiveness based
on student course evaluations, completion rates,
enrollment patterns, and close supervision.

In the case of specialized learning activities, the
College works closely with the customer
requesting the services to ensure that course
content is consistent with their needs.
Consequently, final approval is ultimately left
with the organization or company requesting the
specialized training. Quality and effectiveness
are monitored and measured in terms of both
student and client satisfaction with the training
received.

While the College has processes and procedures
in place for creating, developing and
implementing these types of course offerings, no
formal institutional body exists for their
approval. Program deans are responsible for
implementing and monitoring these courses,
using the College’s established course
development and student evaluation processes.
However, the monitoring and assessment of
courses is sometimes inconsistent across courses.

Continuous Improvement
While the system in place at the College for the
approval and monitoring of continuing
education, General Education, and specialized
course offerings appears to work well, the
process in place needs closer examination in
order to determine what, if any, additional
oversight may be required in their development
and delivery. Additionally, the evaluation
process should be improved so that assessment is
accomplished consistently across all courses and
leads to improvement in their quality.

Prior Experiential Learning Credit
(PELC)  (2.G.9)
See 2.A.10 above.

External Degree Program (2.G.10)
Renton Technical College has no external degree
programs.

Credit measurement by nontraditional
means (2.G.11)
The provisions of the standard do not apply to
Renton Technical College. Credit awarded by the
College is measured by traditional means.

Academic standards for travel/study
courses (2.G.12)
Renton Technical College has no travel/study
courses.

Standard 2.H – Non-credit
Programs and Courses

Description and Analysis
While the mission of Renton Technical College is
clearly focused on workforce training, the
College also recognizes its responsibility to serve
the needs of the community in which it is
located. Community Education is therefore
committed to providing a variety of specialized
classes that appeal to a broad range of interests
and to people of all ages. Courses are offered in
career and finance, fitness and recreation,
landscape, home improvement, language and
communication, personal enrichment, and
performing arts. Class offerings are changed
often and in response to the interests and needs
of the community. Instructors plan, outline and
discuss their course offerings with the
Community Education manager. However, the
program manager takes care to ensure that
programs offered in this area do not duplicate
the subject matter that is presented in
supplemental courses.
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The procedure for introducing a new community
education class is as follows:

• An interested party submits a proposal.
These proposals often originate with the
individual who is also interested in teaching
the class. The Community Education
Manager reviews the proposal and, if
accepted, interviews the prospective
instructor. The Community Education
Manager may also initiate the process and
recruit an instructor to teach the class.

• The class is submitted to the Vice President
of Instruction on a course code sheet.

• The class is given an item number.
A program sheet is completed and sent to
Registration. Registration forwards it to the
PIO office to be published in the quarterly
Class Schedule.

Abbreviated course outlines are developed and
maintained by the instructor for each class
offered in Community Education. If a change is
in the course is required, the instructor discusses
it with the Community Education Manager. The
change is then reflected in the course description
on file with the College and in the Class
Schedule.

The Community Education Manager reviews the
programs run each quarter, focusing on

enrollment as the primary indicator of viability. If
the number of students enrolled has experienced
a decrease over time, or has been historically low,
the Manager will drop the course from the
current offerings.

Students evaluate Community education
instructors at the completion of each course
(Exhibit 2.5). The completed evaluations are
reviewed by the Community Education Manager
who uses the results to foster improvement in the
offerings and as part of the process for
determining whether or not to continue a specific
class. Student fees support all direct costs of the
community education program. Table 2.7 shows
that the enrollment in Community Education
courses has remained a stable percent of the total
enrollment at RTC over the last several years.

RTC does not offer courses that award
Continuing Education Units.

Continuous Improvement
The College should review the processes that
lead to creating, approving, and maintaining
course outlines and curriculum for Community
Education classes in order to determine if
adequate controls exist to guarantee their quality.
More formal procedures appear to be required in
approval and control of curriculum.

Table 2.7 Community Education Enrollments: 1999 through 2001

2001 - 2002 2000 - 2001 1999 - 2000

Un-Duplicated Headcount 3057 2982 3120

Percent of Total RTC Enrollment 18.9% 18.1% 18.1%

Appendices
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2.6 Full-Time Pre-Employment Training Programs:  Degrees and Certificates Awarded
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Appendix 2.1:  Inventory of Pre-Employment Training Programs

Current Pre-Employment Training Programs:  2002-2003

Current Programs Certificate Hours Certificate Credits
A.A.S.*
Credits

Max.
Co-Op. Hrs.

Accounting Programs

  Accounting Clerk 720 43 N/A 0

  Accounting Paraprofessional 1260 76 96 324

  Bookkeeper 1080 65 N/A 144

Administrative Office Management 1260 80 100 288

Autobody Repair and Refinishing 2340 135 155 540

Automotive Technology 2340 131 151 144

Automotive, Ford ASSET N/A N/A 149 1260

Automotive Service Technician-ITEC N/A N/A 158 1260

Auto Parts Systems, Sales & Handling 1260 73 N/A 0

Band Instrument Repair Technology 1260 66 91 312

Bank Teller** 63 5 N/A 0

Central Service Technician** 120 9 N/A 0

Commercial Building & Industrial Engineering

  Commercial Building Engineering 1984 127 147 0

    Air Quality Specialist 672 46 N/A 0

    Control Specialist 864 55 N/A 0

    Hazardous Waste Specialist 336 24 N/A 0

  Industrial Engineering 1828 116 136 0

    Electrical Specialist 816 51 N/A 0

    Maintenance Specialist 468 31 N/A 0

Computer-Aided Drafting** 200-280 15-21 N/A 0

Computer Applications 720 38 N/A 180

Computer Network Technician 1260 71 91 180

Computer Programming** 320 24 N/A 0

Computer Science 2520 148 168 630

Cosmetology 1800 92 N/A 0

  Barber 1104 56 N/A 0

  Esthetician 696 34 N/A 0

  Manicurist 696 34 N/A 0

Culinary Arts 1620 86 106 0

Custodial Training (KCRJC) 300 18 N/A 0

Dental Assistant 1156 70 90 0

Drafting 1260 77 97 0

Early Childhood Careers 1080 60 95 0

Electronic Service Technician** 600 40 N/A 0

Electronics Technology 1260 54 N/A 0

Electronics Technology/Industrial Electronics Technician 1260 70 90 180

Electronics Technology/PC & Network Support Technician 1260 70 90 180
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Current Programs Certificate Hours Certificate Credits
A.A.S.*
Credits

Max.
Co-Op. Hrs.

Emergency Dispatcher 630 38 N/A 0

Industrial Studies** N/A N/A 93 0

Technical Studies** N/A N/A 93 0

Nursing Assistant** 252 15 N/A 0

Job Skills for Trade & Industry (ANEW) 600 36 N/A 315

Legal Secretary/Legal Assistant 1260 72 92 324

Licensed Practical Nurse 1260 81 101 0

Machine Technology/CNC 2520 148 168 552

  Computer Numerical Control (CNC) 720 38 N/A 0

Major Appliance & Refrigeration Technology 2520 151 171 0

  Kitchen Major Appliance Technology 1260 79 N/A 0

  Laundry Major Appliance Technology 1224 77 N/A 0

  Refrigeration Technology 1260 75 95 0

Massage Therapy Practitioner 1080 70 90 144

Medical Assistant 1260 82 102 0

Medical Office Programs

  Medical Administrative Secretary 1260 72 92 216

  Medical Receptionist 720 44 N/A 0

  Medical Office Coder 1260 74 94 216

Medical Office Skills** 210 19 N/A 0

Multi-Occupational Trades (Apprenticeship) 6432 Per apprenticeship N/A

Office Equipment Repair 600 32 N/A 60

Office Support & Administration Programs

  Administrative Assistant 1260 70 90 252

  Office Support/Receptionist 720 40 N/A 144

Office Skills** 196-227 17-20 N/A 0

Paraeducator/ Instructional Assistant 1608 92 112 0

  Level I 624 38 N/A 0

  Level II 444 26 N/A 0

  Level III 540 28 N/A 0

Pharmacy Technician 1330 79 99 0

Phlebotomy Technician** 160 8 N/A 0

Practical Accounting** 216 19 N/A 0

Professional Baking 1260 68 N/A 0

Software Applications** 128-148 10-13 N/A 0

Surgical Technologist 1440 80 100 0

Surveying Engineering

  Field Survey Technician 1260 64 N/A 282

  Land Survey Technician 2340 131 151 102

Welding 1620 91 111 312

*Associate of Applied Science (AAS) degree.
**Part-time programs.
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Pre-Employment Training Programs:  Added Since 1999

Added Programs Year Added Added Programs Year Added

Central Service Technician** Winter 2001 Maintenance Specialist** Fall 2001

Child Development Associates** Fall 2001 Medical Office Coder Fall 2001

Computer-Aided Drafting** Fall 2001 Medical Office Skills** Fall 2001

Computer Programming** Fall 2001 Office Administration** Fall 1999

Electrical Specialist** Fall 2001 Office Skills** Fall 2001

Emergency Communications** Fall 2001 Phlebotomy Technician** Fall 1999

Industrial Engineering Fall 2001 Practical Accounting** Fall 2001

Industrial Studies** Fall 1999 Property Maintenance Assistant** Winter 2002

Kitchen Major Appliance Technology Fall 2001 Software Applications** Fall 2001

Laundry Major Appliance Technology Fall 2001 Technical Studies** Fall 1999

**Part-time programs

Pre-Employment Training Programs:  Deleted Since 1999

Deleted Programs Year Deleted

Automotive Mechanics (option only) Fall 1999

Baking Basics Summer 2001

Call Center Specialist Fall 2000

Cook Fall 1999

Customer Service Representative Fall 2000

Electronic/Electrical Maintenance Fall 1999

Electronic Manufacturing Fall 1999

Emergency Communications Fall 2003

Fashion Merchandising, Marketing & Management Fall 1999

Health & Wellness Technology Fall 2003

Landscape Fall 2000

Major Appliance Repair (option) Fall 2000

Manufacturing Engineering Technology Fall 1999

Medical Transcriptionist Fall 2001

Nursing Assistant, Certified Fall 2002

Office Administration Fall 2002

Police Reserve Academy Fall 2002

Waiter/Waitress Fall 1999

Warehousing Fall 2003
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Appendix 2.2  Full-Time Pre-Employment Training Programs and Their Entry Points

PROGRAM ENTRY POINTS

Accounting Clerk Fall, Winter or Spring

Accounting Paraprofessional Fall, Winter or Spring

Administrative Assistant Fall, Winter or Spring

Administrative Office Management Fall, Winter, Spring or Summer

Autobody Repair and Refinishing Fall, Winter, Spring

Automotive Technology Fall, Winter, or Spring

Auto Parts Systems, Sales and Handling First of Every Month

Barber Open Entry

Bookkeeping Fall, Winter or Spring

Commercial Building Engineering Open Entry

Computer Applications/Data Entry Fall Winter, Spring, or Summer

Computer Network Technician Fall, Winter, or Spring

Computer Numerical Control (CNC) Fall, Winter, or Spring

Computer Science Fall only

Cosmetology Open Entry

Culinary Arts Open Entry

Dental Assistant Fall or Winter

Drafting Fall only

Early Childhood Careers Open Entry

Electronics Technology Fall, Winter, or Spring

Electronic Service Technician (evening program) Fall, Winter, or Spring

Emergency Dispatcher September or March

Esthetician Open Entry

Ford ASSET Fall only

Health & Fitness Technologist Fall or Winter

ITEC Automotive Service Technician Fall only

Industrial Engineering Open Entry

Job Skills for Trade & Industry (ANEW) September or February

Kitchen Major Appliance Technology Fall or Spring

Laundry Major Appliance Technology Fall or Spring

Legal Secretary/Legal Assistant Fall, Winter, Spring, or Summer

Licensed Practical Nurse Fall or Winter

Machine Technology/CNC Fall or Winter

Major Appliance & Refrigeration Technology Fall or Spring

Manicurist Open Entry

Massage Therapy Practitioner Fall or winter

Medical Administrative Secretary Fall

Medical Assistant Fall

Medical Receptionist Fall or Winter

Medical Office Coder Fall
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PROGRAM ENTRY POINTS

Musical Instrument Repair Technician Fall or Spring

Office Equipment Service Technician Fall, Winter, Spring, or Summer

Office Support/Receptionist Fall or Winter

Paraeducator / Instructional Assistant Fall, Winter or Spring

Pharmacy Technician Fall only

Professional Baking Open Entry

Refrigeration Technology Fall or Spring

Surgical Technologist Fall or winter

Surveying Engineering/Field Survey Technician Fall only

Surveying Engineering/Land Survey Technician Fall only

Warehousing First of each month

Welding Open entry
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Appendix 2.3  Fulltime Programs:  Program Self-Study Summaries

Apprenticeship Programs

Mission and Goals
The mission of the Apprenticeship Programs department is to train a diverse student population
in construction, manufacturing, and public utilities apprenticeship programs, fulfilling the needs
of workers and employers in the region.

The goals of the Apprenticeship Programs are to continue to provide responsive training by
soliciting and acting upon industry input; continue to invest in capital equipment, supplies, and
other program enhancements; promote RTC-affiliated apprenticeship programs; ensure that all
full-time apprenticeship faculty have fulfilled professional development requirements and are
certified as professional-technical instructors; and create articulation agreements with four-year
construction management programs.

Description

The Apprenticeship Programs department is made up of several programs.  Each has an
apprenticeship coordinator employed by the apprenticeship sponsor (either an apprenticeship
trust or a company), and one or more faculty.  All the apprenticeship programs affiliated with
RTC involve labor and management in joint apprenticeship training committees (JATCs).

Programs currently affiliated with RTC include:  Automotive Machinists; Carpenters, King
County; Carpenters Specialty Training; Carpenters, Yakima; Custodial; Heat and Frost
Insulators/Asbestos Workers; Lathers, Acoustical, and Drywall Systems (LADS); Machinists;
Millwrights; Pile Drivers; Plasterers; Plumbers and Pipefitters; Refrigeration; Roofers; Saint
Gobain Containers; Seattle Public Utilities Water Pipe Workers; and Stationary Engineers.  Half
of these programs are on RTC’s main campus, with the other half in various locations.  The
larger programs tend to have their own facilities, and RTC pays a share of the facilities costs.

Analysis and Appraisal

Apprenticeship strengths at RTC and statewide include:  good wages and benefits for students;
reinforcement of learning on the job and in class; and significant investment by industry.
Apprenticeship challenges at RTC and statewide include: the ability to admit new apprentices
varies with economy; the difficulty of people outside apprenticeship understanding the
instructional system; and the fact that colleges have a disincentive to fund apprenticeship.

The Apprenticeship Programs department is fulfilling its mission and meeting its goals.
Apprentices in King County typically earn about $15/hour to start, and earn about $25-30/hour
by the time they graduate.  According to a statewide study done by the Workforce Training and
Education Coordinating Board, apprenticeship graduates in 1999-2000 earned 150-175% of the
hourly rates earned by graduates of other types of training programs.

Continuous Improvement Plan

Apprenticeship coordinators and the Dean try to promote apprenticeship, publicize the
application process, explain why admissions are so dependent on the economy, and seek to
reassure people that Apprenticeship Programs are interested in attracting qualified candidates
from all backgrounds.  The Apprenticeship Programs encourage women and people of color into
the trades and use a clearinghouse called the Apprenticeship Opportunities Project.  Many
coordinators have streamlined their intake process.
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The Dean and several coordinators have been involved in statewide discussions about
apprentice grades, considering several options.  Also, RTC is working with construction
management programs at universities to develop articulation agreements to allow movement
from apprenticeship into related baccalaureate programs.  SBCTC has created a set-aside fund
for colleges, with money specifically earmarked for apprenticeship.  This alleviates the financial
disincentive somewhat, but it does not fully resolve it.

Individual apprenticeship programs have oversight from their JATC, the State Apprenticeship
Council, and the College.  The department meets together quarterly to discuss and resolve
common issues.  Apprenticeship Programs take part in the College’s Program Review process
every three years.  These mechanisms allow continual improvement of programs and
prioritization for future improvements.

Contact(s)

Beth M. Arman, Dean for Trade & Industry and Apprenticeship
(425) 235-7863, barman@rtc.ctc.edu

Basic Studies Programs

Adult Basic Education (ABE) Program

Mission and Goals

The mission of the College is to prepare a diverse population for work. The goal of the Adult
Basic Education Program (ABE) at RTC  is to provide educational opportunities to help
individuals develop basic, personal, and workplace skills necessary to succeed as workers,
family members, and citizens in the community. The specific program goals include: assisting
the student in mastering basic skills in reading, writing, and math skills; providing opportunities
for the student to learn about a variety of career training options available through local and
state resources; adhering to the ABE Level competencies set forth by the Office of Adult
Education; and providing students with a means for transitioning into other College programs to
gain professional technical training.

Description
The ABE classes are often a starting point for instruction at Renton Technical College. Learners
learn about our classes in four main ways: self-enrollment, referral from the testing center or
faculty, referral from Student Services, and referral from local and state agencies. Students
come to the College’s learning centers with a wide range of skills, and part of the orientation
process for the Basic Studies Program is to ensure correct placement within ABE’s multiple
programs. The orientation is used as a mechanism to ensure accurate goal setting, assessment
for level placement, and as a means to orient the student to the services provided by the
College.

Students come to the Adult Basic Education classes to learn basic skills in reading, writing, and
math, to review the skills they have forgotten, to prepare for work upgrading, and to prepare for
professional technical training offered at  the College. The courses are open entry; however,
enrollment is managed so that students may take advantage of the orientation to the College
and the ABE courses offered. Typically, students attend 10-15 hours per week.

Each learning center is equipped to serve the students with large group learning labs, smaller
lectures rooms, tutoring rooms, and faculty work areas. Faculty request additional facilities and
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technology to meet the ever-changing needs of the students.  The dean budgets and supports
the faculty requests for materials, equipment, and technology. These are funded by the College
and through the department budgets.

Analysis and Appraisal
The ABE program faces many challenges in serving students who come into the learning
environment with a wide range of skills and needs. Faculty do not feel that they can adequately
cover all the desired group classes. The development time, not the teaching time, is the issue.
The teachers tend to focus on the majority of needs in ABE: writing and math rather than cover
all the other possible classes that support ABE education. Tailored materials are another
challenge. A further concern is the development of performance assessments.

Continuous Improvement Plan
Program priorities are determined by what make the best sense for the students and how to
best assist them in meeting and/or exceeding their goals. To this end the program is always
working to use the student evaluations to tailor and modify offerings. There are several
opportunities each year for the Basic Studies Advisory Board to meet with students to gain
insight and ask questions about the program: these focus groups have provided ideas for
curriculum updates and requests for additional equipment.

Contact(s):

Michele Benjamin Lesmeister, Program Faculty
(425) 235-2352 x5583, mlesmeister@rtc.ctc

Brush Up for Technical Programs

Mission and Goals

Brush Up for Technical Programs upholds the mission of the College by offering to a diverse
population the academic study and training that leads to successful entry into a professional or
technical program and/or employment opportunities in the local community.  The Brush Up for
Technical Programs course goals are to prepare its students with entry-level career concepts,
analytic skills, computer skills, and work place skills as these skills apply to basic reading,
writing, and math.

Description
Currently, students whose stated goals are not GED, high school completion, or EDP must be
able to document completion of ABE Level 4 in reading, writing, and/or math based on their
stated career or employment goals to be enrolled in Brush Up.  These students will finish at
least 30 to 60 hours of study for program completion.  Students will test out of the program with
at least 80% competency on a final assessment at program end.  Brush Up serves men and
women of varying races, ages, educational, and economic backgrounds.  Students may be self-
referred or referred by various private, governmental, or public organizations. Student services
counselors, testing center staff, basic studies instructors, and technical professional instructors
also make referrals to this program.

The general requirements for faculty certification to be teaching this program includes a
minimum of a bachelors degree in adult education or a related field, and background and
experience teaching adults in a basic skills program. Experience using computerized instruction
for basic skills or other vocational areas is preferred, and program faculty have demonstrated
ability to work positively with diverse populations of students.  Full-time faculty in this program
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must maintain ongoing certification with an average of three credit hours or the equivalent per
year.

The program is well equipped with multiple learning facilities.  Each center is equipped to serve
the students with large group learning labs, smaller lecture rooms, tutoring rooms, and faculty
work areas.

Analysis and Appraisal

Because this program utilizes group and/or self-paced course work based on student self-
identified goals and needs, it can be difficult to assess student learning. Since this course is not
one tracked by the WABERS system, centralized data on student gains and outcomes is
extremely difficult to compile.  Data can be drawn from the SMS system to determine which
Brush Up students later enroll in training programs.  Based on data pulled from fall 2000 to fall
2003 in the SMS system, about 53% or the students served in the Brush Up program actually
entered a training program here at RTC.  However, this method of tracking success is
incomplete.  It does not account for students who went to work or to another institution for
training.  A clear, effective, and efficient way of evaluating this program is currently not utilized
and needs to be designed.

Continuous Improvement Plan

The Brush Up Programs are redesigning and developing CBE files and syllabi for Brush Up
Classes per student need based on student comments and program faculty input, and also
plans to review program effectiveness by documenting self-paced learning activities and plans
in CBE.  An exit survey to follow-up with all students served is currently under design.  Brush Up
has been added to the College’s regular cycle for program review.

Contact(s)

DeEtta Ryan, Program Faculty
(425) 235-2352 x5583, dryan@rtc.ctc.edu

External Diploma Program (EDP)

Mission and Goals

The mission of the College is to prepare a diverse population for work. The External Diploma
Program (EDP) provides an opportunity for students to attain a high school diploma.  The
structure of EDP offers an option to the College’s diverse learners.

Description
Under the direction of the Dean of Basic Studies, EDP Program staff consists of a coordinator,
three trainers, seven advisor/assessors and one advisor.  The coordinator conducts information
sessions, works with the PIO to disseminate information to the community, makes initial contact
with potential candidates, and maintains records. The trainers, advisors, and assessors are
certified through the National External Diploma Program Council.  The advisor/assessor
implements the program.  One individual may be a trainer, advisor, and assessor.

EDP consists of two phases, Diagnostic and Assessment.  The Diagnostic Phase evaluates the
basic skills of the applicant in reading, writing, and math.  During this phase, the advisor makes
specific learning recommendations where improvements are needed to ensure the applicant
has the needed skills for the next phase.  Upon the completion of this phase, the applicant
becomes an EDP candidate.
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In the Assessment Phase, the candidate completes five Task Booklets (one a week) over a
period of several weeks working at home.  Spot Checks, Interviews, and Tasks provide the
vehicles for the demonstration of specific competencies.  The candidate will have completed the
Assessment Phase when she or he has done the following: 1)completed five tasks, 2)
participated in a Spot Check/Interview appointment for each Task, 3) re-attempted all “Not
Demonstrated Competencies” in Post-Task Assessment (PTA) until all 65 competences have
been demonstrated, and 4)completed the Individualized Assessment.

Analysis and Appraisal
EDP is based on prescribed competency and applied performance measures.  The program
expects adults to demonstrate their ability in a series of simulations that parallel job and life
situations and to take responsibility for acquiring instruction by using existing community
resources.  This specifically prohibits instruction from the advisor or assessor.

A yearly report is used by program staff to monitor program completions.  Tracking the number
of diplomas awarded helps in evaluating program growth and effectiveness.   A participant
survey has been designed to evaluate program effectiveness and participant satisfaction.  This
information will also be used in future marketing.

Continuous Improvement Plan

Individual advisors and assessors communicate regularly and make suggestions for
improvement.  With a small program, changes are possible with little formality.   Program
directors from all EDP sites are working with OAL to promote and develop long-range plans for
further training and site development throughout the state.

Contact(s)
Maggie Lemenager, Program Faculty
(206) 205-3571, mlemenager@rtc.ctc.edu

English as a Second Language (ESL) Program

Mission and Goals
The mission of the ESL Program is to provide competency-based English language instruction
in various contexts that will prepare students for work, additional training or education, and for
involvement as productive citizens in their community.  In keeping with the College mission, the
program strives to meet the following goals:

• Help the largest possible number of immigrants develop the basic language and
computer skills to enable them to attain basic needs, enter the workforce, begin to
pursue further training or education, and participate fully as citizens.

• Provide language instruction in tandem with entry level employment skills to meet the
current needs of employers.

• Provide instructors and curriculum to employers for on-site ESL classes.
• Provide additional ESL instruction and support to current students and other instructors

in technical programs at the College.
• Provide employment-focused language instruction to students receiving public

assistance.

Description
ESL instruction addresses six levels of competencies through regular and special classes:
ß LEP Pathway, for individuals receiving state aid (TANF);
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ß Blended, vocational and English instruction for enrolled second language students;
ß Integrated, simultaneous instruction in English and a vocational area;
ß Student Success in Technical Programs/ESL, oral skills training for enrolled students;
ß Planning for Student Success/ESL, for language preparation before enrollment in

programs;
ß Workplace Basics, on-site instruction for employees of local businesses.

The program provides instructors and curriculum at the following satellite sites:
     Downtown Employment & Learning Center, Seattle Even Start, Hill Crest School, Renton
     Worksource Renton Kent Learning Center

     Springwood Apartment Complex, Kent King County Regional Justice Center

At present, no certificate is issued to completing ESL students.  Faculty are required to have at
least a baccalaureate degree, ESL preparation and teaching experience.  The College employs
five full-time tenured faculty, five full-time contracted and 20 part-time instructors.  Instructional
equipment varies by site needs and includes computers, overhead projectors, audio/video
tape/CD players and video cameras.

Analysis and Appraisal
Student progress is evaluated at various intervals, depending on individual goals.  Progress
is measured by performance tasks based on competencies for each level.  Faculty receive
feedback from various sources: students evaluations, student focus groups, performance
evaluations by the dean, and peer evaluations every three years.  The Basic Studies Advisory
Committee meets once a quarter to offer their input concerning program quality and
effectiveness.  The program receives feedback from DSHS and private nonprofit agencies that
refer students, and from technical instructors who accept ESL Program students.  Program
strengths include significant intensity (10-15 hours/week), assessment based on performance,
and convenient locations. The ESL Program is challenged to expand performance-based
assessments, increase available space and access to computers, develop computer literacy
curricula, and upgrade facilities at the Kent Learning Center.

Continuous Improvement Plan

The recent addition of a computer lab and upgraded computers has improved access to
technology but reduced the availability.  The computer lab is shared by ESL and Basic Skills
programs so scheduling conflicts occur.   Some relief is anticipated with the completion of the
new Technology Center.  Some faculty are actively involved in developing performance tasks.
The program is reviewed each year by the instructional staff and dean; a detailed review is
conducted every three years by College administration.

Contact(s)

Marcia Arthur, Program Faculty
(425) 235-2352 x5593, marthur@rtc.ctc.edu

GED Program

Mission and Goals

The mission of the College is to prepare a diverse population for work.  The mission of the GED
Testing Preparation Program (GED Program) is to provide students who have not completed
high school or had previous school success with a means to attain high school equivalency.
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The goal is to assist students in preparation for passing the GED examination, which enhances
the learner’s opportunities to earn a living wage.

Description

The GED test for 2002-03 has undergone a change in format, content, and test items to more
nearly represent the skills found in a typical high school curriculum.  The GED test identifies the
knowledge and skills that graduating high school seniors actually have and can perform, not
what they should know and do.  Since the program is individualized, the length of time that a
student is in the program is determined by the student’s learning needs; an average length is six
months.

Currently, the GED Program is offered at six of the nine Basic Studies sites.  Students enroll
from a variety of sources: self-referral, counselors, parents, employers, and agencies. The
faculty in this program must meet College certification requirements. The facilities and
equipment vary from site to site, although each site has access to materials and technology. At
the completion of the program, the student receives a Certificate of Completion from the College
as well as a GED Certificate from the state.

Analysis and Appraisal
Programs are evaluated on a quarterly basis utilizing measures of student success and
retention, and student evaluations.  Focus groups, consisting of Advisory Committee members,
evaluate programs on an annual basis by visiting program sites and meeting with students,
where students evaluate program effectiveness. Practice GED tests are administered when
readiness is indicated by student performance.  These scores are used to track student
progress, determine tutoring needs, and guide instruction. Records are kept of the pass rates of
the Official GED tests.  Student success, individualized instructional plans, computer instruction,
and group and individual instruction are indicators of the program’s strength.  In order to
intensify services, the GED program offers 15 – 30 hours per week of class instruction.  The
ability to offer more GED testing times at College has been a challenge. At this time, the
program does not have a formal process for textbook selection but is as per faculty request.

Continuous Improvement Plan

The state offers training for GED faculty, who, through their professional development plans, are
supported and encouraged to attend.  Implementing suggestions from student evaluations, the
Basic Studies Advisory Committee and focus groups ensures continual improvement.  RTC has
received a grant to assist students with learning difficulties, and this is a current priority, which
will benefit GED test takers.

Contact(s)
Rosemary Bresina, Program Faculty
(206) 205-3571, rbresina@rtc.ctc.edu

Professional Technical Programs:  Business Technology

Accounting

Mission and Goals

The Accounting Program prepares students for careers in accounting and supports the mission
and goals of the College by providing a diverse population with a broad and solid knowledge
base that is relevant to the workplace. The goals of the Accounting Program are to provide
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students with technical training and related skills and to foster the professional work ethic and
attitudes necessary for successful employment and professional growth.

Description

The Accounting Program offers Certificates of Completion for Accounting Clerk (ten courses
over two quarters), Bookkeeper (fourteen courses over three quarters), and Accounting
Paraprofessional (sixteen courses over four quarters). In addition, an AAS degree is awarded to
students completing the Accounting Paraprofessional program plus an additional 20 specific
academic credits. Displaced workers, individuals seeking a career change, and those wanting to
update skills to reenter the workplace all benefit from the program. Graduates work in a wide
variety of local businesses (Boeing, NC Machinery, Warranty USA, Washington State
Department of Transportation) and hold various job titles, such as cost accountant, bookkeeper,
accounting clerk, accounts payable/receivable clerk, and others.

The three full-time faculty members have extensive and relevant backgrounds. One instructor
holds an MBA degree and CPA certification and has over 20 years of industry experience;
another holds a law degree and over 20 years of industry experience; and the third holds a BA
and a fifth-year certificate along with over 20 years experience teaching business education.

This program’s facilities include three classrooms, access to 48 computers and two high-
capacity laser printers, and numerous software programs such as Word, Excel, QuickBooks,
Access, and Integrated Accounting.

Analysis and Appraisal

Course offerings within the Accounting Program are established in response to industry needs
and standards identified through input from Advisory Committee members, other employers,
local business organizations and associations, and professional publications. College staff and
Program Advisory Committee members review courses annually. Students evaluate the
program, staff, and facilities quarterly. Employment statistics are prepared and reviewed
annually. Student progress is evaluated using a variety of exams, in-class questions, quizzes,
presentations, numerous projects, and online assessments. Enrollment continues to be strong
(53 students as of the beginning of Fall 2002); student faculty evaluations generally average
over four out of a possible five, and students are finding jobs (79 % placement).

Challenges that need to be addressed are how to improve language skills for ESL students,
meet demands of rapidly changing business technology, provide online  support to students,
ensure transferability of courses, and increase program completion rates (currently at 60%).

Continuous Improvement Plan
It is expected that a strong demand for program graduates will continue through the next
decade.  Accounting is the “language of business,” and opportunities for well-trained accounting
clerks, bookkeepers, and paraprofessionals are typically available in both expanding and
declining economies.  Furthermore, the Puget Sound area will continue to grow, regardless of
fluctuations in the aerospace industry, as a major port city and link to the Pacific Rim countries.

Course content has been and will continue to be reviewed regularly and modified as needed.
Personal computers, including up-to-date operating systems, have been installed and will need
to be frequently updated. Websites with supporting links, and online practice exams have all
been added to the program website and will have to be continually reviewed.
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The Accounting Program has been working with the Title III coordinator in developing online
help for the ESL students.  When there is applicable demand and funding is available, an ESL
instructor works three hours each day with the new ESL students providing extra help in
accounting and the computer literacy classes.

The modification of entry requirements, orientations, and the development of a detailed website
providing increased program expectations, online testing, online syllabus and class
assignments, and online practice exams will all contribute to an increased completion rate.

The Accounting Program should continue to be evaluated to determine that instruction is
relevant, technology remains current, instruction support is adequate and articulation
agreements with four-year schools are explored and developed.

Contact(s)

John Newcome, Program Faculty
(425) 235-7869, jnewcome@rtc.ctc.edu.

Administrative Office Management Program

Mission and Goals

The mission of the Administrative Office Management Program is to prepare students for
employment in the world of work in an office setting for virtually any industry.  The program
supports the mission and goals of the College by providing a diverse population with a broad
and solid fundamental knowledge base for employment.

Description

The Administrative Office Program is self-contained; students remain with one instructor
throughout the six-hour class day for the duration of their training.  A certificate is awarded at
completion of 11 months or 1260 clock hours (80 credits) and demonstrated competence in all
areas.  To earn an AAS degree, students need to complete additional General Education
courses.  Students may enter at the beginning of the fall, winter and spring quarters.

Multiple modes of instruction include lecture, demonstration, lab, group activities and projects.
There are 18 courses in the Administrative Office Management Program, including a
cooperative work experience option.   These support program goals with the inclusion of general
business courses, accounting, basic office skills and computer applications as well as related
instruction in math, written and oral communications, human relations, leadership training, office
safety and job search activities. The program is geared to individuals in transition: unemployed,
displaced workers, career changers, those seeking to update their skills, and other transitional
students wishing to enter or re-enter the workplace.

The instructor holds both bachelor’s and master’s degrees in education, and has over 25 years
of experience in teaching and school administration.   A single large classroom contains work
desks as well as an open computer lab equipped with 22 computers and 10 laser printers.  A
smaller adjoining room contains two additional computers networked for Internet research
projects.  Software includes Windows 98, Office 2000, Typing Tutor and Access.  There are
individual 10-key calculators for each student, two overhead projectors, and a computer
projector.  The instructor’s office opens directly into these classrooms to facilitate student
access to the instructor.  Adjoining the main classroom is another large classroom used for
lecture-based instruction and equipped with a TV monitor and VCR player.
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Analysis and Appraisal
Program effectiveness at Renton Technical College is assessed through two different, but
complementary, processes:  the administrative Program Review process and the Advisory
Committee review.  Employment statistics are prepared by the Office of Research and
Development, based upon State Department of Labor employment statistics and on instructor
provided data.  The instructor works closely with employment agencies and receives frequent
feedback and evaluation of graduates’ job performance.  Student learning is measured by
established course competencies.  Areas that need attention are the design and implementation
of more classroom presentations and activities; additional strategies to address the needs of
ESL students with various backgrounds and abilities; the improved communications skills of all
students through writing and awareness projects; the development of comprehensive projects
that can be administered efficiently and graded objectively; and accurate assessment and
evaluation of students’ critical thinking skills.

Continuous Improvement Plan
The faculty will develop and implement plans for more classroom presentations and activities to
address a variety of students’ abilities and learning styles, review and modify the curriculum to
keep pace with rapid changes in office technology, and develop relationships with employers
who might hire program graduates.  More direct faculty contact with members of the business
community will be needed to strengthen the Advisory Committee membership and participation.
The instructor will bring more of the business community to the students by scheduling more
guest speakers and arranging for more field trip opportunities.

Program goals will be reached through the continuing, cooperative efforts among
administrators, faculty, and support staff.  Continued support in terms of the budget for
equipment, software, and facilities will, of course, be needed to ensure the continuation and
growth of the program.

Contact(s)

Vic Varick, Program Faculty
(425) 235-2249, vvarick@rtc.ctc.edu

Computer Applications/Data Entry Program

Mission and Goals

This program supports the College’s mission by preparing a diverse population to fulfill industry
needs as well as striving to meet the needs of the individual student.  The current goals of this
program are to maintain viability while continuing to serve the needs of industry, and to prepare
as many students per quarter as possible for successful employment.
Description

This fast-track program prepares students for a variety of entry-level office positions. Students
range from beginners to those who have already achieved some level of competence but want
to increase their computer skill and knowledge.  The program admits students weekly and is
designed to be completed in two quarters.  Upon graduation, students receive a Certificate of
Completion.

The single faculty member holds a current five-year teaching certificate and has taught this
program for the past 18 years.  Program facilities are located adjacent to the other business
technology programs and include a lecture room and a computer lab with 24 workstations and
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other supportive peripherals.  The computer stations are connected to a campus network that
allows them to access current software packages.

Analysis and Appraisal

Instructional and program effectiveness are evaluated quarterly by student evaluations, biannual
Dean observations, annual Dean evaluations, and faculty self-evaluations.  Student learning is
evaluated through written exams, practical applications and exams at the end of each unit of
study as well as assessments of on-the-job satisfaction after graduation.  Competencies,
assessment tools, learning activities, and assignments are well defined and in place for this
competency-based program.

Program strengths are its currency in meeting technology and industry standards, the faculty’s
knowledge and expertise, Internet access for all students, compact program length with an
individualized pace for the motivated student, the opportunity for students to register for
additional time if they need more than two quarters to complete the program, and frequent
evaluation and modification of curriculum to keep the program course content current.   Program
challenges include the occurrence of equipment down time (repair time), unstable classroom
environment (too cold, too hot), and high student-faculty ratio (24:1).  The compact program
length and individualized pace, which is an advantage for some students, can be a challenge for
the unmotivated student.

Continuous Improvement Plan
Plans for improvement include continual monitoring of industry and new technology to maintain
standards, participating annually in Back-to-Industry training to update faculty skills, attending
classes, seminars, and in-service meetings as necessary to renew focus, continually prioritizing
improvements needed in the program and the facilities, and increasing Program Advisory
Committee membership annually to include a good base for industry input.  The priorities for the
program include the improvement of retention and completion rates (58% and 46.2% in 2000-
2001, respectively), utilization of current industry software and technology, and acquisition of
leading edge software and technology

Contact(s)

Denise R. Jordan, Program Faculty
(425) 235-7852, djordan@rtc.ctc.edu

Legal Secretary/Legal Assistant Program

Mission and Goals
The Legal Secretary/Legal Assistant Program prepares students for successful employment in a
legal environment and provides employers a resource for hiring qualified entry-level support
staff.  Program goals are to develop students’ understanding of legal terms and procedures,
business English and communications, computer skills, basic law office skills, and the
importance of ethics and professionalism in the workplace.  These goals are consistent with and
support the College’s mission statement.

Description

The Legal Secretary/Legal Assistant Program is an 11-month, 1260-hour, full-time day program.
The program prepares students to work as legal secretaries, receptionists, and word processors
in law firms and law-related offices.  A maximum of 22 students can be served at any given
time, and students are enrolled at the beginning of fall, winter and spring quarters.  The program
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is nationally accredited by NALS, an association for legal professionals. The curriculum includes
20 courses generally classified in five areas:  legal studies, law office procedures, business
English and communications, computers and keyboarding, and general courses such as human
relations, basic math, and job search.  Internship and co-operative work experience options are
available to third- and fourth-quarter students.  Students receive a Certificate of Completion and
are placed in law offices and governmental agencies such as the Attorney General’s office. The
Associate of Applied Science degree option is available to students who also complete 20
credits of General Education courses.

One instructor teaches all courses, and she has worked in the legal field for over 15 years.  She
is a Certified Professional Legal Secretary and is MOUS (Microsoft Office User Specialist)
certified at the expert level in Word, Excel, and PowerPoint.

Analysis and Appraisal

The Program Advisory Committee holds three meetings per year to discuss curriculum changes,
enrollments, graduate employment, internships and cooperative work experiences, and the
overall future direction of the program. The RTC Program Review process includes the annual
review of program statistics by the instructor and Dean.  Current data suggests that student
satisfaction is lower than expected and that corresponds to a decline in retention and
completion rates.   Some reasons for non-completion include financial considerations,
involuntary withdrawal due to lack of attendance, dissatisfaction with the instructional program,
difficulty of course, better employment opportunities, career choice not suitable, and relocation.

Students complete competency-based curriculum and associated final assessments, learning
activities, and assignments for the courses.  Evaluations completed by employers after an
internship or cooperative work experience indicate student achievement.  For the 1998-1999
and 1999-2000 combined reporting period, the typical median hourly wage for the Legal
Secretary/Legal Assistant Program was $12.13.  This wage is comparable to $12.43, the
average of all full-time training programs at Renton Technical College.

Continuous Improvement Plan

Program improvement strategies include more extensive instructional planning by the instructor.
In addition, the College may consider adjustments to enrollment patterns to facilitate individual
student success and satisfaction.  Further analysis will be ongoing to address areas of concern.
Further review by the Vice President of Instruction and other staff may be needed to identify
causal factors and strategies for the improvement of retention and completion rates. The
instructor’s continued involvement with NALS will do much to ensure that the curriculum
remains current with the legal office field.

Contact(s)

Glenda R. Hanson, Program Faculty
(425) 235-7853, ghanson@rtc.ctc.edu

Medical Office Program

Mission and Goals

The Medical Office Program prepares students for entry-level employment as medical
receptionists, medical administrative secretaries and medical coders by teaching practical
concepts as well as the analytic and technical skills necessary to succeed in the field.  The
program’s goal is to offer students an opportunity to learn workplace skills in a learner-focused
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environment and to foster an awareness of interpersonal skills focused on workplace behavior,
nonverbal and verbal communication.  This is done through interactive computer applications,
group projects and the use of real life scenarios to identify and implement skill sets in problem
solving.  Preparing students for employment in this field is consistent with the College mission.

Description
The Medical Office Program consists of approximately 22 courses and provides for three
certificate options: Medical Receptionist (2 quarters), Medical Administrative Secretary (3.5
quarters), and Medical Coder (3.5 quarters).  Student completing either of the latter two options
(i.e., the secretarial and coder) may pursue the Associate of Applied Science degree.

The program serves students wanting to enter the medical office field and employers hiring
medical receptionists, secretaries, coders and transcriptionists. Students that complete the
program typically go to work at hospitals and specialty clinics.  Student demographics show that
the average student age is 33 and most students are female; 15% are immigrants or refugees;
and 38% are of students of color.

The two full-time faculty members possess over 19 years combined industry experience. The
Medical Office Program has two computer classrooms with 16 and 25 computers, respectively;
one dedicated lecture classroom with instructor computer and LCD projector; 20 ten-key
calculators; two VCRs and TVs; 50 cassette transcribers; anatomical models; and posters and
charts.  Additional learning aids include computer Internet access, telephones, medical
software, specialized keyboarding software, and the SUM Program transcription system with 20
transcription stations.

Analysis and Appraisal
The Medical Office Program is guided by industry and competency-based criteria, and student
feedback is collected on a quarterly basis.  Student learning is assessed through graded and
non-graded learning activities, review exercises, quizzes and tests throughout the program.

The Medical Office Program has seen increased enrollment over the last three years and  has
an ongoing waiting list of one to two quarters for entry.  Enrollment figures from the year 2000-
2001 more than doubled in 2001-2002, from 11 continuing enrolled students to 24 continuing
enrolled students.  In addition, student withdrawal decreased from 41% to 29% during that same
time period.  This program has been challenged over the last few years due to instructor
turnover.

Continuous Improvement Plan

Efforts will continue to establish a strong, stable program with the current instructors functioning
as an increasingly experienced team.  The opportunities for students to practice hands-on
receptionist, secretary, coding and medical record skills will be expanded by obtaining an
upgraded version of Medisoft, a digital and voice-recognition transcription service and a multi-
user phone system.  Plans also include achieving program recognition from both AHIMA and
AAPC for the Medical Coding Certificate and having a faculty member become certified in
coding.

Contact(s)

Donna Maher, Program Faculty Shannon Sharpe, Program Faculty
(425) 235-7815, dmaher@rtc.ctc.edu (425) 235-2352 x5598, ssharpe@rtc.ctc.edu
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Office Support and Administration Program

Mission and Goals

The mission of the Office Support and Administration Program, consistent with the College
mission, is to prepare students of diverse populations for entry-level employment in the office
occupations.  The program goal is that students receive extensive hands-on experience using
current computer technology and business software such as Microsoft Office.  Graduates will
gain employment fully confident in their abilities to meet the needs of today’s office.

Description

The Office Support and Administration Program offers two certifications:  Office Support and
Receptionist (720 hours/40 credits) and the Administrative Assistant (1260 hours/70 credits).
Students are admitted to the programs in September and January for OSR and AA and also in
April for AA.  Classes meet daily, Monday through Friday, from 8:00 am to 2:30 pm.  In addition
to the extensive hands-on computer training, the program emphasizes developing oral and
written communication skills, understanding office procedures, working in teams, and
developing critical thinking and problem solving skills. Upon graduation, students receive a
Certificate of Completion.  The Administrative Assistant students may also choose to complete
20 General Education credits and earn an AAS degree.

Requirements for teaching in this program include two years experience in the office industry
and two years teaching experience.  Degrees are encouraged but not required.   Both
instructors for the program meet the above requirements with one instructor also possessing a
Bachelor of Science degree and the other in the process of obtaining a degree in education.

Analysis and Appraisal
Instructors are assessed on a quarterly basis (with the exception of the summer quarter)
through a confidential survey by the students and through classroom observation by the Dean.
In addition, Advisory Committee recommendations, employer satisfaction, annual graduate
surveys, retention data, completion rates, and job placement statistics are maintained to
ascertain the quality of instruction and the effectiveness of the training program.  Although these
assessments do not measure individual learning, this information is reflective of the overall
outcomes for the program.

Methods for student assessment include traditional testing methods, a demonstration of mastery
of concepts, and completion of specific hands-on projects.  Homework assignments, daily class
assignments, attendance, and classroom participation are also included.   Assessments are
designed to meet the needs of all learning styles.  Assessment outcomes may result in
individual development plans or curriculum modification to ensure student success.  Final
student assessment is the responsibility of the faculty.  Placements have been excellent (over
85%), and students that have completed the program receive an average of $12 an hour
starting wage. A challenge is to improve retention and completion rates to the extent possible.

Continuous Improvement Plan

Plans to improve enrollment and student satisfaction include replenishing program brochures,
keeping website links updated, completing a marketing CD, continuing to provide adequate
hardware and software, and improving communication between departments.

Contact(s)
Gail Dugan, Program Faculty Leza Schimelpfenig, Program Faculty
(425) 235-2352 x7820, gdugan@rtc.ctc.edu (425) 235-352 x7877, lschimel@rtc.ctc.edu
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Professional Technical Programs:  Culinary Arts

Professional Baking

Mission and Goals

The mission of RTC’s Professional Baking Program is to prepare students for professional
certification by the Retail Bakers of America and receive a Certificate of Completion from RTC.
The Professional Baking Program supports the Renton Technical College mission by preparing
individuals for broad based employment opportunities in the baking industry.

Description

This program offers a complete “hands-on” approach to baking, emphasizing industry
competencies at every level. Graduates acquire skills in ovenwork, breads, scaling, pies,
cookies, Danish, puff paste, cakes, and safety and health department standards in preparation
for jobs in in-store bakeries, hotels, restaurants, and wholesale and retail bakeries. The program
includes industry field trips and baking demonstrations by industry professionals.

To successfully graduate, the student needs to complete 1260 clock hours (68 credits) during
the 11-month program and to accumulate a grade point average of at least C. Enrolling
students, who are admitted in an open entry format, must be at least 18 years old, hold a Food
Handlers Permit, and should have vocational interest and goals related to the field of baking.
Classes are held beginning at 6:00 am through 12:30 pm, Monday through Friday in the Bakery,
Room 109, Dr. Robert C. Roberts Building (I Building).

The bakery is well equipped to meet today’s industry standards; safety and efficiency are
emphasized in all aspects of the curriculum. The instructor is certified by the Retail Bakers of
America as a Certified Master Baker, Certified Master Pastry Chef (certified in Germany), and
he maintains a current vocational certification with the state of Washington.

Analysis and Appraisal
The Professional Baking Program’s outlook for years to come is very promising for enthusiastic
career-minded students.  With a low student-to-instructor ratio, authentic assessment and
mastery learning are the criteria by which students are evaluated.  Seventy-five percent of the
evaluation is based on the hands-on performance of the student measured against the desired
outcomes of industry standards of taste, flavor, appearance, time deadlines, texture, and
presentation. In addition, student quizzes and written tests are also part of the final evaluation
process. Student progress, including attendance, participation in the classroom, CBE progress,
and the hands-on performance of the bakery station is evaluated every Monday on the weekly
student evaluation form.

One of the strengths of the program is the simple and quick method of the student’s production
determined by the visual and hands-on quality of his or her product. One challenge of this
program is that the number of lab hours is at times not sufficient to accommodate preparation
for special functions and large production orders. Another challenge is that because of physical
restrictions in the current facility, the possibility of adding more student work lab space is very
limited.

Continuous Improvement Plan

Current plans include increasing retention rates, adding a new student computer lab area for
food costing and research, and increasing the lab space. The faculty of the program keeps
current with industry standards by completing 104 hours of Back-to-Industry training each year
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at local bakeries and maintaining a state of Washington Professional Certification. With
assistance from the Advisory Committee, the instructor utilizes his knowledge to ensure
continual improvement for the Bakery program.

Contact(s)

Erhard Volcke, CMB, CMPC, Program Faculty
(425) 235-2352 x5596, evolcke@rtc.ctc.edu

Culinary Arts Program

Mission and Goals
In support of the College’s mission to “prepare a diverse student population for work, fulfilling
the employment needs of individuals, business and industry,” the Culinary Arts Program helps
students to return to or to join the workforce for the first time with new training for entry into an
industry that demonstrates consistent growth and job potential. The program’s goal is to “enable
students to succeed as culinarians, leaders, and individuals in learning through an ‘on line,’
production-oriented kitchen and classroom environment.”  Program goals and mission are
associated with the College’s strategic plan and vision for the future by presenting a quality
program and producing students who meet the needs of today’s workforce.

Description
The Culinary Arts Program is an American Culinary Federation accredited program designed to
train students to function professionally in the restaurant industry. All phases of fundamental
cookery are addressed in a concise curriculum with emphasis on development of skills and
techniques necessary for advancement in restaurant and hotel kitchens. The program offers a
wide range of subject areas from basic knife skills, deli procedures, cafeteria style cooking,
dining room service, nutrition, and storeroom procedures to more advanced sauce preparations,
meat fabrication, American regional cookery, and advanced hot and cold food presentations.

The general requirement for a Certificate is the completion of 1620 clock hours (90 credit
hours). The student is also required to complete 108 hours of co-op/internship in a restaurant or
hotel kitchen. For the AAS Degree, the student is required to complete an additional 20 hours of
General Education requirements.  The instructor is a Certified Executive Chef and Certified Chef
Educator with the American Culinary Federation, and he maintains vocational certification with
the state of Washington.

Analysis and Appraisal

The major strengths of the Culinary Arts Program include the organization and administration of
a competency-based culinary arts training program, an excellent regional reputation for quality
graduates, the program’s accreditation by the American Culinary Federation, and the
involvement and support of the Advisory Board. The program functions in an excellent facility
that is continually updated and maintained.

Challenges include the financial needs of the student body and the limitations that students’
financial problems place on their abilities to concentrate on their education. Open entry of
students into the program causes conflicts related to Chef/Instructor time, retention levels, class
planning and level of instruction. In addition, many students come to the program unprepared in
basic reading, writing and arithmetic skills. Renton Technical College is developing a process
whereby these students are identified through testing and counseled and provided with
additional instruction in these areas.
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Continuous Improvement Plan

Plans for this program include the re-alignment of the current structure of instruction to the
Standards of the American Culinary Federation and current industry standards. Upon the
completion of a Program Review in 2003, this restructuring will be made clear and will be
successfully implemented. Current plans also include increasing retention rates, adding a new
student computer lab area for food costing and research, and increasing the lab space.

The instructor of the program keeps current with industry standards by completing 104 Back-to-
Industry hours per year at local restaurants and by maintaining a state of Washington
Professional Certification. With assistance from the Advisory Committee, the instructor utilizes
his knowledge to ensure continual improvement for the Culinary Arts Program.

Contact(s)

Douglas Medbury, FMP, Culinary Arts Director
(425) 235-5845, dmedbury@rtc.ctc.edu

Professional Technical Programs:  Health Occupations

Dental Assistant Program

Mission and Goals
The Dental Assistant Program mission is to prepare students for certification and employment in
a supportive, nurturing environment that encourages continuous improvement as well as
personal and professional growth.  The program is certified by the Commission on Dental
Accreditation of the American Dental Association, and adopts the Principles of Ethics set by the
ADAA as its core values.  With its emphasis on preparing graduates for work in the field of
dental assisting, the program mission is consistent with, and supportive of, the institution’s
mission.  The goals include providing students with the ability to demonstrate competencies that
have been identified.  The expected outcomes are that students will take the National Board
Certification Exams, obtain certification, and gain employment in the dental field.

Description
The program is 1120 clock hours (66 credits).  At the successful completion of three quarters,
students receive a Certificate of Completion and are eligible to take the DANB exam. Twenty-
two students are admitted each September and January.  Students are placed in community
specialty, general, and clinic dental facilities while enrolled.  During the clinical phase, students
work in the facility dental clinic with instructors, staff and volunteer dentists.  Instructors are
required by the College to have a state Vocational Education Certificate.

The ADA accreditation requires instructors to hold a baccalaureate degree, DANB certification,
and first aid/CPR certification.  The Dental Assistant Program has two faculty members.  Both
work directly with a local dentist, who has been hired to treat patients in the RTC Dental Clinic
where she works with the dental assisting students.

The facility consists of a didactic classroom, a laboratory classroom with 22 stations, and a clinic
with eight fully functional operatories that are used for pre-clinical and clinical instruction. State-
of-the-art technology is utilized in the dental clinic, including a new sterilization method and
computers, which are being added this year.  All equipment is directed toward attainment of
program goals, which reflect current dental practices.
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Analysis and Appraisal

Instructional and program effectiveness is measured by quarterly student evaluations,
biannual administration evaluations, dentist competency evaluations, internship evaluations,
and post-graduate surveys.  Statistics from DANB and job placement records are also used to
measure effectiveness.  Assessment outcomes may result in individual development plans to
ensure students are provided additional help, if needed.

All procedures relative to evaluation require students to demonstrate mastery of higher order
knowledge and application.  Cognitive, affective, and psychomotor skills are addressed in the
evaluation process.  Final student assessment is the responsibility of the faculty and completed
after consultation with a dental professional.

Strengths of the program, as determined by the evaluation methods, include a strong clinical
emphasis, high DANB scores, high employment statistics, and excellent retention rates.
However, evaluation methods also show employment trends and the local economy often
support students leaving the program early to enter the workforce. Student evaluations have
emphasized the need for the acquiring of high tech equipment, which is currently being
purchased, and the need for a lower student/teacher ratio, which will be accomplished by the
hiring of a clinical assistant this year.

Continuous Improvement Plan

Current plans include the addition of computers to operatories, upgrading to digital x-ray
equipment, developing an AAS degree option, and adding an air abrasion system.
Instructors are continually taking CE courses to keep up with current dental practices. Changes
and additions are constantly being made by prioritizing improvement plans and input provided
by the Advisory Committee.

Contact(s)

Kathy Leviton, Program Faculty and Program Administrator
(425) 235-2352 x5560, kleviton@rtc.ctc.edu

Licensed Practical Nursing Program

Mission and Goals

The mission of the Licensed Practical Nursing Program is to prepare students for professional
licensure and employment, and is therefore consistent with the College’s mission.  The program
is approved by the Washington State Commission of Nursing and supported by Washington
State law as it pertains to the practice of practical nursing.  The program provides a curriculum
that enables students to view and care for clients in a holistic framework.  The academically
excellent program is provided within an open, positive atmosphere that facilitates individual
learning for a diverse student body and prepares graduates to pass the state board exam and
be eligible for employment in a variety of health care settings.

The expected outcome of the program is that each graduate will have the knowledge and skills
necessary for entry as a Licensed Practical Nurse into the health care field based on
professional standards of practice, and have adequate knowledge and experience to take the
National Council Licensure Examination for Practical Nurses (NCLEX-PN).
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Description

This certificate program, which includes1260 clock hours (81 credits), is designed to be
completed in four quarters (11 months).   At the successful completion of four quarters, students
receive a Certificate of Completion and concurrently may obtain an AAS degree with completion
of specified General Education requirements.  Students are admitted to the program each
September and January, with class admission currently at 32 students.

The Licensed Practical Nursing Program has four full-time faculty members and several part-
time clinical instructors.  Instructors are required to be RNs with a BSN and two years teaching
experience.  Clinical instructors are required to be RNs.  Instructors collaborate on program
content and courses with each faculty member being responsible for teaching selected courses
in the curriculum.  Many courses are team-taught.   Faculty members and the coordinator report
directly to Health Occupations Dean.   

Facilities include two didactic classrooms and a laboratory classroom for pre-clinical skills
practice and demonstrations.  Computer technology is utilized in lectures and assignments.  The
facilities are being redesigned for more efficient and state-of-the-art technology.

Analysis and Appraisal
Instructional and program effectiveness are measured by quarterly student and course
evaluations, biannual administrative evaluations, instructor evaluations, clinical evaluations, the
NCLEX examination results, and post-graduate surveys. The program competencies are
evaluated for effectiveness each quarter.

The program’s strengths as determined by the evaluation methods demonstrate a consistently
high percentage of students passing the NCLEX-PN exam; a strong clinical emphasis along
with theoretical background; and statistically high employment rates within six months of
graduation.  The program’s challenges as determined by previous evaluation methods included
the need for a program coordinator who meets the master’s degree requirement, and the need
for revisions of the curriculum and instructional methods and content.  In response to this, the
current coordinator was hired in July 2002.

The current curriculum was revised, and the process of syllabus and CBE review and revision
continues. New faculty were hired to replace faculty who resigned in August 2002.  New faculty
who started this fall are currently taking classes toward certification.  Other program challenges
include the fact that three of the four current faculty are new as of the Fall Quarter 2002 and
started in the middle of the third quarter of the program.  There is also a clear need for more
clinical sites for acute care, OB and Pediatrics clinical experience, and there is a need for more
up-to-date technical equipment in the Clinical Lab.

Continuous Improvement Plan

The program is currently under revision to maintain industry standards as well as compliance
with the Washington State Nursing Commission requirements for schools of nursing and to
develop alternative pathways in collaboration with local healthcare providers to provide
programs such as MA or CNA to LPN as well as to ensure that current students are able to
articulate into degree programs to advance to an RN degree.  One of the steps in this process is
to offer the opportunity for LPN students to obtain an AAS degree that would be transferable to
other institutions.

In response to requests from industry, changes are considered and planned so the college’s
diverse population is better able to access the program.  Envisaged is the provision of evening,
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weekend, and online courses.  This will greatly improve the opportunities for students who are
unable to attend a traditional Monday-Friday class schedule.   In consideration of a lengthy
waiting list of candidates desiring an LPN program, the program envisions increasing class size
to 40 students with three entry points over the next year.

Technology and facility updates are also planned for the coming year in order to reach these
program goals.  The following elements will need to be reviewed and upgraded: equipment
needs such as computers, cameras, and new demonstration equipment mannequins for the lab;
reorganization of the current clinical laboratory; and updated and revised textbooks, current
reference materials, videos, and faculty certification in teaching.

Contact(s)
Kathleen Giuntoli, Program Coordinator
(425) 235-2392, kgiuntoli@rtc.ctc.edu

Massage Therapy Program

Mission and Goals
The mission of the Massage Therapy Program at Renton Technical College is to provide
graduates a firm basis in massage therapy theory, principles, and practices, and to prepare
them to become licensed professionals practicing therapeutic massage for health maintenance,
assessment and rehabilitation of body tissues and systems. This mission is in alignment with
the College’s mission.  Students who complete the program develop a holistic view of the client,
the therapist, and of massage therapy that reflects awareness of the dynamic relationship
between the profession and the physical, psychological, environmental, and social dimensions
of the individual.

Description
This program, approved by the Washington State Board of Massage, prepares students to
practice therapeutic massage, which is an integral part of sports medicine, nursing care, and of
physical, mental and emotional well-being.  The program offers specialized training in sports
medicine, deep tissue massage, hydrotherapy, foot reflexology, pregnancy and pediatric
massage as well as entrepreneurial and job search skills. Student clinic and internship
experience are required.

Successful completion of this program prepares the students to take the Washington State
Massage Licensing examination.  With the successful completion of this nine-month, 1080-clock
hour (70 credits) program, students earn a Certificate of Completion.  With the successful
completion of another 200 hours (20 credits), a student can earn an Associate of Applied
Science degree.  Students enrolling in the Massage Therapy Program must meet program
health requirements, be at least 18 years of age at the time of licensure exam, hold a high
school diploma or GED, and pass a Washington State Patrol background check.

Analysis and Appraisal

Authentic assessment and mastery learning are the basis on which students are evaluated.
Course and program competencies are carefully developed along with evaluation instruments;
the instruments are objective and are validated by the Advisory Committee, administrator,
faculty, and College administrative/instructional team. Clinical and laboratory experiences are
competency-based and evaluated in accordance with documented criteria.
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Assessment outcomes may result in individual development plans or curriculum modification to
ensure students are provided additional assistance and/or other support services, if necessary.
All procedures relative to evaluation require students to demonstrate mastery of higher order
knowledge and application. Cognitive, affective and psychomotor skills and domains are
addressed in the instructional and evaluation process.  Final student assessment is the
responsibility of the faculty.  Along with individual didactic course evaluations, pre-clinical,
clinical and laboratory observations, the College administers quarterly program evaluations and
annual graduate surveys, and tracks enrollment, retention, completion and job placement to
ascertain the quality of instruction and the effectiveness of the training program.

In 2000-01, retention and completion rates were 78.9%.  While they do not measure individual
learning, program statistics are reflective of its sum effect. Program enrollment has remained
healthy and stable over the last several years.  Annual capacity is 44, and there is consistently a
waiting list of approximately 75 individuals who have made application to enroll in the program.
The program attracts a diverse group of individuals.

As a result of the College’s Program Review process and Advisory Committee review, changes
have occurred in curriculum, instructional materials and equipment. Course structures were
modified in 2002 to allow for a degree program, textbooks were changed to better meet student
needs and technological equipment was added to the classroom and lab.

Continuous Improvement Plan
Improvements to the program are being made through a peer tutoring plan, expanded
instruction on insurance billing, a thorough review of externship sites, implementation of a dress
code to ensure professionalism, use of Abatement Funds for student activities that will result in
students’ professional growth, and a change in hours of the evening class from a 12:00 pm start
time to a 3:00 pm start time.

Contact(s)
Paul Haertig, LMP, Program Faculty Darlene Lewis, LMP, Program Faculty
(425) 235-2451, phaertig@rtc.ctc.edu (425) 235-2352 x5729, dlewis@rtc.ctc.edu

Medical Assistant Program

Mission and Goals
The mission of the Medical Assistant Program is to prepare a diverse student population for
work, fulfilling the employment needs of individuals, businesses and industry.  The mission of
the program is essentially the same as the mission of Renton Technical College.  One goal of
the Medical Assistant program is to provide training that will enable graduates to function as
Medical Assistants according to the American Association of Medical Assistants (AAMA)
DACUM Standards. Another goal is to provide the knowledge needed to sit for the American
Association of Medical Assistants CMA Certification/ Re-certification Exam.

Description

This program, accredited by the Commission of Accreditation of Allied Health Education
Programs (CAAHEP) prepares students to become multi-skilled professionals to perform a
variety of patient-related tasks in physician offices and other health care settings. This 11-month
program, which includes 1260 clock hours (82 credits), offers graduates an opportunity to
complete a technical training program and start working the day after they graduate.



100Standard 2

The curriculum is designed to meet the requirements of categories A, C, and E Health Care
Assistant as described in WAC 246-826-170. Graduates from the Medical Assistant Program
receive a Completion Certificate from Renton Technical College and have the option of earning
an AAS degree. Graduates also have the option to become nationally certified by the American
Association of Medical Assistants by sitting for the national exam held in January and June each
year.

Currently program facilities include a 45-seat classroom, learning lab and computer lab.
Equipment includes a skeleton and a manikin that depicts the locations of organs in the body.
The computer lab includes 18 networked computers and five stand-alone computers.  The
computer lab has Internet access and several programs related to word processing and
complementary programs to textbooks.  An LCD projector in the computer has recently been
added, and a complete laboratory setting in the classroom includes storage for medical
supplies.  Other pieces of medical equipment include an autoclave, centrifuge, autocrit machine,
two EKG machines, glucometer, four microscopes, venipuncture equipment, refrigerator,
oxygen tank, and nebulizer.

Analysis and Appraisal

Students are evaluated through quizzes, oral reports, return demonstration of skill sets,
observation of relational and critical thinking, mid-terms and quarterly final exams.
Program effectiveness is assessed through two different, but complementary processes:  the
administrative Program Review process and the Advisory Committee review. The Advisory
Committee meets annually with the faculty to review the program goals/objectives, curricula,
textbooks, equipment, instruction strategies, and budget. The Program Review process
functions on a three-year cycle.  In years one and two of the cycle, program statistics are
reviewed by the associated faculty and dean. If there is cause for further review, the program
undergoes a more extensive review that involves the Vice President of Instruction, Student
Services, and other College departments, and an action plan is formulated.  Such an in-depth
review and action planning session is scheduled for year three of the cycle, regardless of
program performance, to encourage continuous improvement.  Course and program
competencies, revised in the second year of the cycle, and recommendations made by the
Advisory Committee are considered at this time.

Continuous Improvement Plan

There is a need to update computer software and printer capability in the computer lab.  Copy
machine capabilities need to be seen as a priority to the learning environment.  Faxing is
another skill set to add because of the increased use in the work place.  Due to the increased
number of students in the classroom, it is necessary to provide more practice equipment and
learning tools related to health care.  Other improvements to the program include development
of a curriculum emphasis on team skills.

Contact(s)

Terri Ann Calnan, Program Faculty
(425) 235-2352 x5734, tcalnan@rtc.ctc.edu

Pharmacy Technician Program

Mission and Goals
The Pharmacy Technician Program provides supportive and quality educational and lifelong
learning opportunities to students entering and advancing their pharmacy careers. The program
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goals help students achieve success in the pharmacy profession, thus supporting the College’s
mission. These goals include preparing students to work as team members in a complex and
diverse workplace; hands-on experience and internships in a changing industry; and practice to
industry, clinical, and legal standards.

Description
The American Society of Health System Pharmacists accredits this 11-month program, which
consists of 1330 clock hours (79 credits).  Students who successfully complete the program
receive a Certificate of Completion and have the option of completing additional specified
courses to earn an Associate of Applied Science degree.   A wide range of businesses use
Pharmacy Technician services, including hospital pharmacies, retail pharmacies, home health
care pharmacies, long-term care pharmacies, and pharmaceutical companies.

The Pharmacy Technician Program currently has three active faculty members: a Pharmacy
Technician, who is a full-time instructor and a graduate of the Pharmacy Technician Program at
Renton Technical College in 1993 with nine years of experience at Overlake Hospital Medical
Center; a Pharmacy Technician, who is a full-time instructor and a graduate of the Pharmacy
Technician program at Renton Technical College in 1991 with a year and a half experience at
Highline Community Hospital, three and a half years of experience at Overlake Hospital Medical
Center and two years at Safeway Pharmacy; and a Pharmacist, who is a part-time instructor
and a graduate of the University of Washington School of Pharmacy with twelve years of
experience in pharmacy and ten years as Director of Pharmacy Technician Program at Renton
Technical College.

Two classrooms are used for teaching, one of which contains a Computer Lab, Intravenous
Solution Mixing Lab, and various Acute Care Lab stations.  There is also a simulated Retail
Pharmacy Lab.  A larger lecture room is used on occasion.

Analysis and Appraisal
Effectiveness of College programs is evaluated at least quarterly by the departments and yearly by the
College.  Students also fill out confidential evaluations on the program and instructors.  Students
demonstrate skill sets and competencies through quizzes and hands-on demonstration.  Students and
graduates are capable of obtaining employment upon completion of the program.  Challenges are
primarily related to the large number of ESL students enrolled in the program.  It is important to
address learning styles and adapt information for instructional design based on the unique student
population.

Continuous Improvement Plan

Collaboration between various health occupational department programs is increasing.  There is
also improved access to computer technology and teaching technology.  Based on industry
standards, the program has identified communication as an area that needs enhancing.  This is
being addressed with peer tutoring and encouragement for participation in basic studies.  Future
improvements are prioritized based on available resources and student needs.

Contact(s)

Lauri Masel, Program Faculty
(425) 235-2495, lmasel@rtc.ctc.edu
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Surgical Technologist Program

Mission and Goals

The mission of the Surgical Technologist Program is to prepare a diverse student population to
be allied health professionals.  Program graduates become an integral part of the team of
medical practitioners providing surgical care to patients in a variety of settings and fulfilling the
needs of the community.  The program is accredited by The Accreditation Review Committee on
Education in Surgical Technology under the Commission on Accreditation of Allied Health
Education Programs.  With its emphasis on preparing graduates for work in the field of Surgical
Technology, the program mission is consistent with, and supportive of, the institution’s mission.

Description of Program
The Surgical Technologist Program,  which consists of 1440 clock hours (80 credits), prepares
students to function as members of the surgical team in  an operating room delivering patient
care.  With the prerequisite of an anatomy and physiology course and additional courses
completed, an Associate of Applied Science is offered.  The student is trained as the primary
scrub person and unsterile circulator.  The student learns the theory and develops the skills to
obtain, handle, set up and pass instruments, equipment and supplies as indicated during the
procedure; maintain an orderly sterile field; process specimens; transport, position, ground,
prep, drape patients and maintain records; and sterilize and disinfect instruments and
equipment.

The student spends a major portion of the course training in health care facilities throughout the
greater Puget Sound area.  The student also receives job training in the allied health areas of
endoscopy, labor and delivery, and sterile processing.  The program prepares the graduate to
take the national certification examination from the Liaison Council for the Certification of
Surgical Technologists, a branch of the Association of Surgical Technologists.  Two classes of
18 students each are admitted each year, one in September and one in January.
The Surgical Technologist Program has two faculty members; one is a Registered Nurse and
has been with the program since 1989 and functions as the program director; the other is a
Registered Certified Surgical Technologist, who joined the program in 1991.
The program utilizes two classrooms each with an office for the faculty member, a three-room
lab for simulation of operative procedures, and several supply rooms.

Analysis and Appraisal

Program effectiveness is measured by quarterly student evaluations, biannual administrative
evaluations, outcomes assessment as required by the accrediting body, and the Program
Assessment Examination that the students take before graduation.  Employer and graduate
surveys are done for each graduating class at one year and six months respectively. The
Advisory Committee does a program review on an ongoing basis and endorses the program at
the end of the year.   Feedback from clinical sites indicates that program graduates are “well
prepared.”  Lab facilities help to keep student preparedness levels high.  Students also
participate in allied clinicals, which support a more in-depth understanding of areas related to
surgery.  Students are evaluated on cognitive, affective and psychomotor domains with written
examinations, laboratory practice and competencies, and clinical evaluations by faculty,
preceptors and clinical educators.

The number of students who have graduated in 1996 through 1999 is higher than any other
surgical technology program in the state.  Program graduates earn an average of $14.36 per
hour as entry-level surgical technologists.  The average for surgical technologists in the entire
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state of Washington as reported by the Association of Surgical Technologists was $15.59.
Broad placement rate for graduates in 1998 – 2000 was 100% and remains high.

Continuous Improvement Plan

A new core curriculum has just been published and includes geometry and physics in regard to
endoscopy and robotic applications.  These will have to be incorporated into the program by the
end of this academic year.  The program is exploring the use of a camera to simulate
endoscopic surgery and the angles related to placement of trocars and instruments, and the
program is in the process of purchasing newer equipment, which will better reflect reality in the
operating room.   Plans have been made to integrate more technology into program instruction.
Faculty continue to explore emerging technology for incorporation into the curriculum.

Contact(s)

Rosemary Thurston, Program Faculty Tami Rable, Program Faculty
(425) 235-7812, rthurston@rtc.ctc.edu (425) 235-2352 x558, trable@rtc.ctc.edu

Professional Technical Programs:  Home and Family Life

Early Childhood Careers Program

Mission and Goals

Renton Technical College’s mission is to prepare a diverse student population for work, fulfilling
the employment needs of individuals, business, and industry.  The Early Childhood program
supports this mission by preparing students to implement quality care and early education for
young children within diverse child care settings.

The goals of the program are to prepare students to work effectively within the early childhood
profession; increase students’ knowledge and skills in early childhood education; and provide
students with practical experiences to enhance their ability to implement a culturally relevant
and developmentally appropriate curriculum for diverse groups of children and families.

Description
This is a nine-month, 1080 clock hour (60 credits) Certificate of Completion program, and offers
students the opportunity to continue their education by pursuing an AAS degree. Students who
wish to earn their AAS degree must complete the Certificate of Completion in Early Childhood,
take 20 additional credits of General Education (math, speech, psychology, and English), and
complete one of the early childhood 15 credit series (CDA, Management, or Special Needs).

Lectures are conducted in a typical classroom setting. Students use computers, unit materials,
supplies, and educational resources.  Also, there is a simulated “lab” setting where students can
plan, create, observe and participate in activities as though they were in an actual early
childhood educational setting.

The program is offered during the day (M-F 8:30-3:00) or the evening (Tuesday and Thursday
nights 6:00-9:30 and every other Saturday from 8:00-3:00.)  Both programs require a 20-hour
per week internship at a licensed child care program or family child care home. The Early
Childhood Careers program has two active faculty members.  Both instructors have a master’s
degree in education and have taught in the field of early childhood for more than 15 years.
Additional staff are contracted to conduct the supplemental courses that are provided for those
students seeking to obtain their Associate of Applied Science degree.
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Analysis and Appraisal

Assessment of the program’s success in meeting its mission and goals include quarterly student
evaluations, Dean evaluations conducted annually, field placement supervisors’ feedback and
input, weekly feedback sheets from students on their own progress, and student assessments,
which include demonstrations, assignments, tests, reviews and projects.

Program strengths include the program’s response to the community by offering classes for full-
time and part-time ECE professionals, high placement rate, satisfied employers, courses based
on best practices, and culturally relevant anti-bias principles and competency based instruction,
which honors adult learning styles and the existing knowledge of students.

Continuous Improvement Plan
Prioritized plans based on community and student needs and feedback from the Advisory
Committee include continuing to offer the evening ECC program, providing and expanding
opportunities for students to take additional supplemental classes that are required for their AAS
degree, offering  online courses in early childhood, and offering training opportunities (a one day
conference on ECE topics) for providers in the community to come to RTC to earn their STARS
hours, to learn about the campus and course offerings, and to gain interest in continuing their
education.

Contact(s)

Barbara Culler , Day Program Faculty Sharon Knight, Evening Program Faculty
(425) 235-2202, bculler@rtc.ctc.edu    (425) 235-2352 x7901, sknight@rtc.ctc.edu

Paraeducator Program

Mission and Goals

The mission of the Paraeducator/Bilingual Assistant Program is to prepare students for
professional certification and employment by providing a supportive, multicultural environment
that encourages lifelong learning, teamwork, and continuous growth.  The program is based on
the Washington State Core Competencies for paraeducators as developed through an Office of
the Superintendent of Public Instruction (OSPI) grant in collaboration with the Washington
Education Association.  The program prepares graduates for work in supportive roles in K-12
public and private institutions, and is consistent with, and supportive of, the institution’s mission.

Description

The program is designed to be completed in 4.5 quarters, including one summer quarter.  The
program consists of 1620 clock hours (90 credits) with the option of a Certificate of Completion
or AAS degree that is congruent with the Elementary and Secondary Education Act (ESEA).  In
addition to receiving classroom instruction on topics such as curriculum, methods of discipline,
and child development, students are required to complete a morning internship in an
appropriate setting for six weeks during each quarter.

The Paraeducator Program has one full-time faculty member, who is also the program’s
founder.  The instructor of this program holds a master’s degree in education with emphasis in
curriculum and instruction, a Professional Education Certificate for Elementary Teachers, and
an Initial Program Administrator’s Credential.

The program will be housed in the new Technology Center by Summer Quarter 2003.  This
facility and workroom is adequate for future anticipated expansion and includes the addition of a
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permanent lab.  The adjacent, relocated library will improve student access to reference
materials.

Analysis and Appraisal

Program assessment is achieved through feedback from cooperating internship sites and an
Advisory Committee.  Currently, the program holds a 100% return rate on letters of
recommendation from cooperating teachers.

Evaluation of students is based on authentic assessment and mastery learning.  The instructor
uses the following evaluation criteria:  the 14 Washington State Core Competencies, informal
assessment, letters of recommendation from cooperating intern sites, internship observations, a
written final, and a portfolio project.  Final student assessment is the responsibility of the faculty.
Assessment outcomes may result in individual development plans or curriculum modification to
ensure students are provided additional assistance and/or other support services, if necessary.
All procedures relative to evaluation require students to demonstrate mastery of higher order
knowledge.

Challenges to this program include difficulty in attracting male and minority populations.  It is
also a continuing challenge to arrange for fieldwork sites, which are important in the application
of learning and the retention of students, for 20 students per quarter.

Continuous Improvement Plan
The instructor’s first priority for future improvement is to establish articulation agreements with
four-year universities.  Measures are being taken to increase male enrollment through the use
of a Carl Perkins Grant.  Program visibility to a broader spectrum of the population will be
increased with presentations at the Washington State Paraeducators Conference.

Contact(s)

Wendy O’Reilly, Program Faculty and Program Coordinator
(425) 235-2409, woreilly@rtc.ctc.edu

Professional Technical Programs:  Technology

Computer Network Technician Program

Mission and Goals
Renton Technical College’s Computer Network Technician Program prepares students for
success in the information technology industry through a professional-technical learning
environment that values solid academic preparation, hands-on practice, marketable computer
skills, internship experiences, and responsible, professional behavior.  The program’s emphasis
on preparing students for the workplace is in alignment with the College’s mission.

Description
The Computer Network Technician Program is one year or 1260 clock hours (71 credits) in
length. Subject matter includes electronics with mathematics, personal computer operating
systems, personal computer maintenance, introductory networking, Windows network
technologies (workstation, client/server), Linux installation and administration, enterprise
network technologies, network programming, business communications and human resources,
job search strategies, and optional internship and cooperative education opportunities. Upon
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graduation, students receive a Certificate of Completion. Students who complete an additional
20 credits of General Education courses can earn an Associate of Applied Sciences degree.

The program has three full-time faulty members who collectively bring over fifty years
experience in electronics and computer information as well as advanced educational degrees
and teaching experience.

The Computer Network Technician Program has three classrooms that serve as both instruction
and lab environments.  Each room has a minimum 24 computers for student use, running or
configurable to run Windows XP Professional, Windows 2000 Server, Windows 2000 Advanced
Server, and Redhat Linux 8.0.  All computers are or can be networked at 100 megabits/second
over Ethernet or configurable to meet instruction and lab purposes.  There are three one- gigabit
per second (1 GB/sec) Ethernet fiber optic switches, 12 classroom servers, four CD burners, six
inkjet printers, three high-speed laser printers, two 802.11b wireless network access points,
three LCD projectors, and a T1 link to the World Wide Web.

Analysis and Appraisal

Enrollment in the Computer Network Technician Program has been growing since its inception.
During the years of 1998 – 2001, the median age of students entering the Computer Network
Technician Program dropped from 34 to 28 years of age.  This factor is due to increasing
enrollment of “Running Start” and Tech Prep high school students. Students of color make up
37% of the enrollment.  The number of students from Eastern Europe and Southeast Asia has
held steady at 14%, on average, during 1998 – 2002.  ESL training is not embedded into the
curriculum, but ESL assistance is provided through the Basic Studies Program.  The curriculum
has been revised twice during the past two years in order to align the program with industry-
requested or required certifications, and to align with focused skill sets that will afford graduating
students the opportunity to pursue industry training, certification, and employment.

Continuous Improvement Plan
In order to remain fluent in their field, Computer Network Technician faculty pursue ongoing
review and evaluation of their respective courses and curricula.  Such effort requires a plan for
continuous improvement.  Specifically, Computer Network Technician faculty will continue to
upgrade technical skills, make new industry connections to foster and facilitate internship
opportunities for students, and recruit Advisory Committee members from a broad spectrum of
business and industry.

Contact(s)

William Sanderson, Program Faculty
(425) 235-2352 x5765, wsanderson@rtc.ctc.edu

Computer Science Program

Mission and Goals

In keeping with Renton Technical College’s goals of preparing students for the workplace, the
Computer Science Program prepares students for success in the information technology
industry and for continuing education through a professional-technical learning environment that
values solid academic preparation, hands-on practice, current and marketable computer skills,
internship experiences, and responsible professional behavior.  Program goals include not only
technical skills for each student, but also skills in written and oral communications and
demonstrable analytical thinking and problem solving skills.
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Description

The Computer Science Program is 22 months or 2520 clock hours (148 credits) in length. It
continues through all four quarters from fall through summer.  The program encompasses a
rigorous curriculum of study across a wide base of computer topics, including PC hardware,
office applications, computer math, database development, programming languages, digital
imaging, web development, and networking.  The program also prepares students for success
in the workplace through courses in writing, technical presentations, teamwork, and human
relations.  Upon graduation, students receive a Certificate of Completion.  Students who
complete an additional 20 credits of General Education courses can earn an Associate of
Applied Sciences degree.

Program faculty is composed of professional engineers, mathematicians and programmers, all
of whom bring a combination of advanced degrees, professional certifications and real-world
experience in the subjects that they teach.  They work to continuously upgrade both their own
skills and the curriculum, and to keep up with the changing demands in the workplace.

Program facilities include four networked and Internet-connected computer labs, which allow
students to succeed in this program whether or not they have access to computers outside
school.  Computers and software are updated continually to expose the students to relevant
business technology.  Instructors’ stations have computers with LCD projectors.

Analysis and Appraisal
In addition to graded hands-on assignments, projects, and testing, the program uses a
combination of quarterly student assessment, annual administrator observation and
assessment, and monthly faculty collaboration to determine how the continually updated
curriculum is working in achieving program goals, and how well it is being received by the
students.   A strength of the program is that faculty constantly add classes and/or upgrade
teaching materials to present to students.

Continuous Improvement Plan

Since program content changes often, faculty work to standardize and perfect the organization
of courses and reuse the delivery methods that have proven to be the most effective.  In this
way, the program achieves the best consistency in our “product,” despite many changes in the
computer science field.

Contact(s)
Karen Braunstein-Post, Program Faculty
(425) 235-7818, kpost@rtc.ctc.edu

Drafting Program

Mission and Goals
The mission of the Drafting Program is to provide high quality education and training that
prepares students with the concepts, analytic skills and Computer Aided Drafting (CAD)
techniques necessary to attain employment and succeed in the field of engineering and design.

Description

The program is 1260 clock hours (77 credits) and is designed to be completed in four quarters
(11 months).  Students attend class six hours a day.  Topics include, mechanical drafting,
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geometric dimensioning and tolerancing, civil design, architectural drafting, flat pattern
development, technical math, technical writing, and job readiness.
In addition to earning a Certificate of Completion, students can earn an Associate of Applied
Science degree by adding a sequence consisting of technical math, English, psychology, and
speech communications for a total of 20 credits.

The one faculty for the Drafting Program is a certified Autodesk Instructor with a Certificate of
Completion in Drafting.  He is a member of the American Design Drafting Association (ADDA)
and holds a five-year teaching certificate.

The facilities for this program include two areas, a drafting lab and a computer lab with 22
computer stations.  Computers are equipped with the latest version of Autodesk software.

Analysis and Appraisal

Over the last few years, placement of students in jobs has ranged from 82% to 86%.
Historically, there has been a high demand for industrial draftspersons with hand drafting skills
in the College’s service area due to the presence of Boeing and related industries.  The
program has, thus, served the needs of local industry by providing trained entry-level personnel.
The program has drawn individuals from diverse ages groups and backgrounds who are
seeking a short-term training program that will qualify them for employment in the aerospace
field.  Employers that have hired graduates of the program include, Elcon Associates, DCI
Engineers, The Boeing Co. and Auburn Mechanical.

Continuous Improvement Plan

Evaluation, revision, modification, and purchasing of high tech equipment will continue to be a
high priority in the Drafting Program to ensure program quality.  Prioritizing improvement plans
include changes and additions such as upgrading blueprint and reproduction equipment, adding
Autodesk Inventor, and upgrading furniture.

Contact(s)

Michael Biell, Program Faculty
(425) 235-2309, mbiell@rtc.ctc.edu

Electronics Technology Program

Mission and Goals

This one-year Electronics Technology certificate program is designed to accommodate and
prepare a diverse student population and to meet their educational needs and the needs of the
workforce, thus supporting the mission of the College.  The newly implemented curriculum
includes theory, related instruction courses, and skills necessary to gain employment at the
entry level of the electronics industry.

Description

Electronics Technology, First Year is an 11-month program of 1260 clock hours (84 credits) of
instruction and associated labs.  It provides for three entry points yearly.  This new program
contains all state requirements to award successful students a one-year Certificate of
Completion.  Continuing students are encouraged to complete one of the second year options
offered in the Electronics Technology Program and earn their two-year certificate, or AAS
degree.  Businesses and companies that are expected to hire program graduates include
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computer companies, aerospace industries, broadcasting companies, and electronics
manufacturers.

Faculty in this program possess a minimum of ten years education and field experience, and a
current Washington State Vocational Education Certificate. The combined experience of the
three instructors in the first year program is in excess of sixty years.

This program is housed in modern facilities that include three lab/lecture rooms and one
computer lab with 20 stations.  A variety of state-of-the-art test equipment is provided in each
lab, and the computer lab has current electronics training software. Each instructor station has a
computer with LCD projector.

Analysis and Appraisal

Students are evaluated by performance on both written examinations and hands-on lab
experiments.  The percentages of student retention and placement are substantially higher in
comparison to electronics programs in other local colleges.  Periodic program reviews are
performed to modify existing curriculum to better serve the needs of students and industry.

Continuous Improvement Plan
Program evaluation has highlighted one particular challenge regarding an increase in retention
and placement.  The retention rate of the first quarter has been considerably lower than the
other two and a half quarters within this one-year program.  Additional focus and changes have
been considered and implemented to allow these first semester students to perform activities
that produce immediate positive learning and feedback.  So far the results have been very
encouraging, and this winter the retention rate has improved considerably.

Contact(s)

Alex Lorentson, Program Faculty
(425) 235-2352 x5735, alorentson@rtc.ctc.edu

Electronics Technology - Industrial Electronics Technician Program

Mission and Goals

The mission of the Industrial Electronics Technician Program is to provide students with a high
quality foundation to enable them to gain entry-level employment in the electronics career field.
Emphasis is placed on providing students with a broad array of subjects allowing students more
variety in their choice of possible career paths. With this emphasis of preparing graduates for
success in the field of industrial electronics, the program’s mission is consistent with, and
supportive of, Renton Technical College’s mission.

Program Description

The program is 1260 clock hours (70 credits) and is designed to be completed in four quarters
(11 months). Topics covered include motors and motor controls, programmable logic controllers,
electronic components not covered in the first year Electronics Technology Program,
microcontrollers, robotics, electronics communications, first aid and CPR, and job readiness
skills. Completion of the first year Electronics Technology Program or equivalent is a
prerequisite for this program. Upon graduation, students receive a Certificate of Completion.
Students have the option of completing 20 credits of General Education to earn an Associate of
Applied Science (AAS) degree.



110Standard 2

The Industrial Electronics Technician Program has one faculty, who has been with the College
since 1997 and has worked in the electronics career field since 1973. During nearly 22 years in
the United States Air Force, he was an instructor for seven years, earning the rating of Master
Instructor. Upon retiring from the military, he worked as an Electronics Instructor for ITT
Technical Institute.

The facilities for the Industrial Electronics Technician Program currently include two rooms, one
used for robots and large trainers, and the other for general lab work and personal computer
work. Theory coursework is currently conducted in the same room in which general lab work is
performed. This arrangement has been found to be inefficient as it provides too many
distractions. Students also have visibility problems with board work and multimedia
presentations. This summer a lecture room will be added to the program to address the issue of
teaching in lab.  Equipment is adequate for the present; however, replacement equipment will
continue to be budgeted to replace old malfunctioning and/or outdated equipment.

Graduates from this program have a wide variety of career choices. Past graduates are working
for such companies as Rockwell Collins (industrial electronics), Tharco (cardboard boxes),
Sealed Air (bubble wrap), Zetron (communications), Philips Oral Care (Sonicare toothbrush),
and many more.

Analysis and Appraisal

Student learning is assessed using a three-pronged approach. This approach consists of analyzing
written student input from lab reports and other written assignments, observing student activity during
class time, and administering examinations. Examinations may be written or physical activities. The
Advisory Committee meets annually with the faculty to review the program goals/objectives, curricula,
textbooks, equipment, instruction strategies, and budget.  If necessary, they may recommend program
changes to maintain currency with professional and technological changes

Continuous Improvement Plan
Program faculty is always watching for new developments in the electronics field that need to be
included in the curriculum, and monitoring those areas of the curriculum that have become
outdated and must be removed. Test equipment needs to be maintained and updated as
needed. The industrial electronics facilities are currently in the planning stages of being
upgraded. The faculty is currently in a Master of Education program to improve his instructional
methods.

Contact(s)

James W. Scheidegger, Program Faculty
(425) 235-2300 x1, jscheidegger@rtc.ctc.edu

Electronics Technology - PC and Network Support Technician

Mission and Goals

The mission of the PC and Network Support Technician Program is to provide high quality
training related to the theory, operation, and support of computers and networks in order to
prepare students for employment.  Program goals include educating students about the
atmosphere of the workplace, preparing students to approach problems in a systematic and
logical way, and maintaining currency with the ever changing high-tech industry.  By preparing a
very diverse student population for meaningful employment in industry, this program supports
the mission and goals of the College.
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Description

The program is 1260 clock hours (70 credits) and designed to be completed in four quarters (11
months). Topics covered include PC hardware and operating system support, Linux support,
Novell NetWare support, Microsoft client and server support, networking infrastructure, and job
readiness skills.  Completion of the first year Electronics Technology Program or equivalent is a
prerequisite for this program. Upon graduation, students receive a Certificate of Completion.
Students have the option of completing 20 credits of General Education to earn an Associate of
Applied Science (AAS) degree.  Graduates of the program work for organizations such as
Microsoft, Boeing, the Department of Social and Health Services, Washington State Liquor
Control Board, Renton Technical College, and various hospitals.

The PC and Network Support Technician Program has one faculty member, who has been the
sole instructor since 1990 and taught all phases of electronics for six years prior to that.  Since
the program is a single-faculty program with three student entry points per year, each quarter
has been designed to be stand-alone.  While this arrangement poses certain challenges, the
faculty has developed a two-week review period in which continuing students are able to
sharpen their own skills by tutoring the new students.
Facilities include a 20-seat lecture area and a 20-position lab with two computers at most lab
stations.  The lecture area was recently added by opening up a wall to a vacant room.  The lab
is wired for 100Mbit Ethernet with a gigabit fiber link to the campus network.  There are two
Windows 2000 file servers, a NetWare server, and a Linux server.  The lab is equipped with
several hubs, switches, and routers.    The equipment has been updated several times over the
years to maintain currency with industry standards.

Analysis and Appraisal

Student learning is assessed using several methods:  analyzing written student input from lab
reports and assignments, observing student activity during class time, administering
examinations, and monitoring student mastery of course competencies.  Examinations may be
written or hands-on lab activities.

Program effectiveness at Renton Technical College is assessed through two different, but
complementary, processes:  the administrative Program Review process and the Advisory Committee
review. The Advisory Committee meets annually with the faculty to review the program
goals/objectives, curricula, textbooks, equipment, instruction strategies, and budget.  If necessary,
they may recommend program changes to maintain currency with professional and technological
changes.  The Program Review process functions on a three-year cycle.  In years one and two of the
cycle, program statistics are reviewed by the associated faculty and dean.

Continuous Improvement Plan
With rapid changes and new developments in the PC and Network Support field, faculty will
continue to be watchful for technologies that need to be included in the curriculum, as well as
parts of the curriculum that have become outdated and must be removed.  Computers and
networking devices need to be maintained and updated as needed.  The PC and Network
faculty is currently attending classes to update his skills and instructional methods.

Contact(s)
James E. Milstid, Program Faculty
(425) 235-2300 x2, jmilstid@rtc.ctc.edu
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Surveying Engineering Program

Mission and Goals

The surveying profession recognizes a need for an effective training program to bring new
workers into the profession at an entry level.  The Surveying Engineering Program’s mission is
to prepare surveying technicians for long term employment, leading to technical-level and
professional-level careers.  The Surveying Engineering Program finds a home at RTC as
training for a first career or career change that can be made with one or two years of education
for persons from many walks of life.  The surveying profession continues to have high demand
for trained workers, and a current goal of the program is increasing enrollments.

Description
The program is a two-year, full-time training program with a one-year option and an associate
degree option.  The complete program is 2340 hours (131 credits) plus 20 General Education
credits for the AAS degree.  Coursework includes algebra and trigonometry, verbal skills, basic
computer skills, surveying field techniques, land boundary theory, drafting and technical
computer skills, applied math and scientific theory, interpersonal and business skills.

The Land Surveyors’ Association of Washington approached the College in 1988 to create a
comprehensive training program, and the current program was launched in September, 1990.
Full enrollment in the program is fifty, and actual enrollments have been around thirty-five for
several years.  Typically, students aged 25 to 40 (median age 34) enter the program for a
career change or after several years of underemployment.  A common source of students is
persons from the construction industry wishing a less physically demanding career in a field
somewhat similar to the one they are leaving.  A majority of program graduates are placed in
surveying and engineering consulting firms in the Puget Sound area, where they are
encouraged to work toward their professional licenses.  A large minority go to work for local
government agencies.  The program supports one or two supplemental evening courses each
quarter, which are attended by persons from the same firms who hire program graduates.    

The program has three classrooms, two for lecture, and one dedicated computer lab of 20
stations.  Much lab time is spent outdoors, and the main campus has ample space for most lab
activities.  The program has developed a base of realistic survey data for the use of its classes.
The profession demands workers who are proficient on electronic field instruments and
Autocad-based computer systems, so the program strives to maintain a fleet of about 10 survey
instruments, averaging one purchase per year, and new computers every two to three years.

The two current instructors have Professional Surveyor Licenses, which are the same credential
anticipated by their graduates.  One has an associate’s degree, and one has a bachelor’s
degree, both in the surveying field.

Analysis and Appraisal

Enrollment in the program has been below capacity.  Enrollment has been a challenge to the
Land Surveying education throughout the United States.  The College remains in
communication with other schools in looking for strategies to find students to fill the jobs.

The Surveying Engineering Program participates in school-wide assessment activities.  There
are no active plans to seek ABET accreditation. The faculty achieve high marks in the areas of
student evaluation and placement rates.  In addition, the faculty make an effort to track
graduates’ long-term accomplishments, noting that by 1999, graduates were beginning to
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become licensed.  Several firms have hired repeatedly out of the program, indicating their
pleasure with previous graduates.

Continuous Improvement Plan

An active Advisory Committee of 13 members annually scrutinizes the program and suggests
changes to keep pace with the profession, both in equipment and course content.  The
members of this committee are professionals and technicians in firms and agencies that hire
program graduates, or have an indirect interest in the program’s success.  The Advisory
Committee reviews the courses annually, and considers course redesign – moving old courses
out and creating new ones.  Notable recent additions are Geographic Information Systems,
Communications, and Human Relations.  The Drafting course (hand drafting) has been
removed.  Of equal importance, the outcomes of existing courses are continually reviewed.  The
program is working to make more active use of the competency based education system of
assessment.

Plans are being considered to modify the name of the program to more correctly represent the
profession, and to incorporate the CBE document into the evaluation process for students.  For
the long term, plans are being considered to develop a partnership with the profession and to
create a bachelor’s degree program in a Washington university, possibly using an “upside-
down” degree model.

Contact(s)
Jim Coan, Program Faculty Martin Paquette, Program Faculty
(425) 235-2338, jcoan@rtc.ctc.edu (425) 235-2338, mpaquette@rtc.ctc.edu

Professional Technical Programs:  Trade and Industry

Auto Parts Systems, Sales and Handling Program

Mission and Goals

The mission of the Auto Parts Systems Sales and Handling Program is to provide students with
skills and knowledge needed to work in automotive/industrial/marine wholesale, retail or
dealership parts departments.  The program prepares students from diverse backgrounds for
successful employment.  As a result, the program supports industry needs by providing qualified
students to meet the challenge of local and national businesses.  With its emphasis on
preparing graduates for work as parts specialists, the program mission is consistent with, and
supportive of, the institution’s mission.

Description
The Auto Parts Systems, Sales and Handling Program is designed to prepare students for work
in the automotive and light truck parts industry. Students receive training through a combination
of classroom lecture, industry seminars, and hands-on store operation.   The program is 1260
clock hours (73 credits) and is designed to be completed in four quarters (11 months).  A
certificate in Parts Systems, Sales and Handling is granted to students upon completion of the
program. Topics covered include wholesale and retail operations, automotive/industrial/marine
systems, electronic cataloging, parts cataloging, safety, marketing, and customer relations.

The Auto Parts Systems, Sales and Handling Program includes a classroom and a fully stocked
operational parts store (laboratory).  State-of-the-art TRIAD computer software provides the
basis for instruction in the classroom and hands-on training in store operations, management of
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inventory and personnel, and service writing.  The program has one active faculty member, and
methods of instruction include classroom lecture, demonstrations, group discussions and
projects.

Analysis and Appraisal

Several methods are employed to verify instructional effectiveness.  Students have the
opportunity to evaluate the instructor and program each quarter. Specific questions, designed to
address key areas of instruction, give the student the opportunity to examine the effectiveness
of curriculum and method of delivery. Students’ evaluations typically reflect recognition of the
value of the real-world atmosphere provided by the fully stocked student-operated store.
Currently, the state-of-the-art computer system has given students an opportunity to develop
skills required by today’s automotive industry.

The Advisory Committee meets three to four times a year to review program viability and
instructor effectiveness. The Dean of Trade and Industry systematically conducts faculty
observations. The observation includes a summary covering the following criteria: instructional
skills, classroom management, handling of student discipline and attendance problems, and
knowledge of the subject matter.

Instructional effectiveness is evaluated at the end of fall, winter and spring quarters.  Student
learning is verified through written evaluations and observation of students as they perform
hands-on skills. Pretests are often employed to gauge the effectiveness of the learning process.
The hands-on approach coupled with instructor guidance has proven effective.

Program challenges include multiple program entry points, and the need for enough computers
so that students do not have to double up on them for in-class work and assessment. In
addition, workstations should be connected to the Internet.  Students enjoy the instruction and
facility but often request a longer program in order to prepare them for the multi-faceted
automotive parts industry.

Continuous Improvement Plan

Program improvements must reflect industry demands. To keep pace, the Auto Parts Systems
Sales and Handling Program must include in-depth, hands-on training of fifteen automotive
systems. Students must have a dedicated facility offering them the ability to study these
systems in relationship to the entire vehicle.  Many valuable resources could be made available
to students.  Access to a shop laboratory equipped with a rotisserie-mounted vehicle for student
hands-on activity is a must. In such a setting, students would be able to study the relationship of
components, instead of only referring to a text book. An assistant would greatly enhance the
ability of the instructor to facilitate student learning.

Efforts to attract younger students through high school visitations and partnering with industry
will increase student enrollment and provide qualified graduates to meet industry demands.
Creating internship opportunities in various segments of the automotive industry will enhance
training taking place in classroom and laboratory.  Encouraging industry professionals to make
regular presentations in class will assist students to understand where opportunities exist and
how they may more fully benefit by the application of program instruction.

Contact(s)

John Bradford, Program Faculty
(425) 235-2352 x5586, jbradford@rtc.ctc.edu
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Auto Body Repair and Refinishing Program

Mission and Goals

The mission of the College is to prepare a diverse student population for entry-level employment
in today’s work place. The Auto Body Program is fulfilling this mission by training and placing
diverse students in the work place on a regular basis. These students leave the program ready
to take on the stresses and expectations of their new jobs.

Description
The Auto Body Repair and Refinishing Program at Renton Technical College is a 20-month,
2340 clock hour certificate program that prepares students for entrance into the automotive
collision repair industry. All courses are taught in accordance with recommended industry
procedures and standards set forth by industry-recognized organizations such as the National
Institute for Automotive Service Excellence and the Inter-industry Conference on Auto Collision
Repair.

The program courses are divided into five main areas of study: Non-structural Analysis and
Damage Repair, Structural Analysis and Damage Repair, Mechanical and Electrical
Components, Plastics and Adhesives, and Painting and Refinishing. All areas of study have
received certification by the National Automotive Technicians Education Foundation, which
reflects the highest level of achievement awarded to any auto body program.

Students learn through a combination of classroom and shop experience utilizing industry as an
extension with field trips and seminars. All shop training is performed using state-of-the-art tools
and equipment within one of the most modern facilities in the nation. Emphasis is placed on
safety and professionalism.  Students are taught using hands-on training. If the student needs to
do a task in his or her new job, there is a good chance that he or she will have done that task
numerous times in the classroom and the lab. This extensive training prepares students for
anything they may face in the “real world.”

Students who successfully complete the program receive a Certificate of Completion; those who
complete an additional 20 credits of General Education courses may also receive an Associate
of Applied Science degree. Of those who do complete the program, 94% will find a job in the
trade. These high numbers are due in part to the qualifications of the instructors, who have over
40 years combined experience in the trade, and to the structure of the program.

Analysis and Appraisal

Instructional and program effectiveness is measured on a daily basis in the classroom.
Students’ skills are compared to the average skills of those in the trade. Students are also
evaluated by pen and paper type assessments. These are used in moderation and always as a
way to reinforce what is taking place in the hands-on lab experience. Written finals are given at
the end of each quarter to evaluate long-term learning. Both types of assessments show the
program to be extremely strong in its effectiveness.

Diversity within the program’s student body is shown both in the percentage of people of color
(23% average in the last three years) and percentage of females (8% average in the last three
years). The Auto Body Program also shows a superior level of training as shown in Renton
Technical College’s level of ‘Prepared for Work’ students, the highest of any program in the
western part of the state.  The program looks strong in the 2002-2003 year. Enrollment is at
near capacity. First quarter dropout rate is at a five-year low. Students are excited about the
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program and the high number of jobs in the industry. The average income for completers is over
$12.40 an hour, and businesses are eager to receive new employees from the College.

Continuous Improvement Plan

Both instructors are currently addressing challenges in the program. In an effort to retain more
students, the faculty have asked the College to change the meeting time to 7:00 am-2:00 pm.
This small change will allow students who must work to support themselves the ability to start
work earlier in the day but still be able to attend classes and thus complete the program.  Both
faculty are also actively working to promote the program to high school aged females and
people of color. CBE’s are being revised to meet the needs of potential employers. Finally, both
faculty are searching for new ways to encourage students to become lifelong learners.

Contact(s)

Shawn Ervin, Program Faculty
(425) 235-2269, servin@rtc.ctc.edu

Automotive Technology Program

Mission and Goals

The Automotive Technology Program is designed to prepare students for employment in the
automotive technology repair industry.  This is accomplished through program goals, which
include teaching practical concepts, teaching technical theory, and requiring students to perform
competency-based tasks set forth by NATEF.

Description of Program
The Automotive Technology Program is 2340 clock hours (130 credits) long.  Students complete
the program in two years and receive a Certificate of Completion. With an additional four
General Education courses, a student can earn an Associate of Applied Science degree.
Students also earn two industrial certifications, the CFC Handling Certificate and the
Washington State ASE Emission Certificate;  they can also earn ASE certifications in the
automotive area.  This program serves students wanting to enter the automotive profession and
businesses hiring technicians.  Program students typically go to work at dealerships,
independent and franchise repair facilities.

Renton Technical College was the first college in the state to receive NATEF certification for its
Automotive Technology Program.  Since then RTC has continued to meet industry needs more
effectively by upgrading equipment required for today’s high technology vehicles.  Currently the
program is accredited by NATEF and offers the opportunity for 11 ASE/industry certifications.
The automotive technology program has two full-time faculty members, who have over 40 years
of combined experience in the automotive repair industry as well as all the possible ASE
certifications.

The Automotive Technology Program has two complete shops, including 16 bays and two
classrooms with lab areas, which are used to simulate a real working environment.  The
program has two computers for student use as well as the following machines: computerized
alignment, diagnostic scope, two emission analyzers, precision measuring devices, fuel injection
bench analyzers, 12 hydraulic lifts, and other miscellaneous tools and shop equipment.
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Analysis and Appraisal

The Automotive Technology Program serves a diverse student population, generally reflecting
the demographic distribution of the College’s service area.  In 2001-2002, 93% of program
graduates found employment with an average wage rate of $12.00.  Over the last three years,
job placement rates have ranged from 92-94%. Reports from industry and other placement data
support the conclusion that the program imparts sufficient skills for students to gain initial
employment and remain working thereafter.

The Automotive Technology Program has an excellent reputation for providing a quality
education that is reflected in the program’s enrollment, which has remained healthy and stable
over the last six years.  Generally there are more students on the waiting list than the program
can accept at the start of every year.

Continuous Improvement Plan

It is generally agreed that with the ever increasing complexity of the automobile, that the
automotive technicians will need to possess ever greater levels of theoretical knowledge.
Students will be required to possess greater math and reading skills before entering the
program.  Too many students struggle with basic math, reading and writing skills; perhaps
minimum standards will be a necessary requirement before students are accepted into the
program.

Contact(s)
Mike Fobes, Program Faculty Jim Mellon, Program Faculty
(425) 235-2352 x2379, mfobes@rtc.ctc.edu (425) 235-2352 x5849, jmellon@rtc.ctc.edu

Band Instrument Repair Technology Program

Mission and Goals
The mission of the Band Instrument Repair Technology Program is to prepare students for
employment in music stores, dedicated repair facilities, educational institutions and in self-
employment situations.  With its emphasis on preparing graduates for work in the field of
instrument repair, the program mission is consistent with, and supportive of, the institution’s
mission.  Additional goals of the program are to enhance the reputation of technicians in the
musical community and to provide an avenue for continuing education for technicians already
employed in the field.

Description

Band Instrument Repair Technology is a one-year program leading to a Certificate of
Completion. An Associate of Applied Science degree option is available. Students are enrolled
continuously for three and one half quarters (11 months). Students may choose to enter at the
beginning of fall, winter or spring quarters.  Current student enrollment consists of individuals
from Washington, Oklahoma, California, New Mexico, Iowa, and Japan.  Recent enrollment
included students from Canada, Washington, Wisconsin, Wyoming, New Jersey, Oregon,
California, New York, Montana, and Illinois.

The Band Instrument Repair Technology Program utilizes one full-time faculty member and
part-time faculty members for supplemental courses in guitar and string instrument repair.  The
full-time instructor holds an Associate of Applied Science in Musical Instrument Repair from
Renton Technical College, an Associate in Science degree from Central Florida Community
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College, a Bachelor of Science in Engineering Technology from the University of Cincinnati and
the Master of Music Education degree from the University of Missouri-Columbia.

Renton Technical College has one of the best-equipped band instrument repair facilities in the
country. The 5000 square foot facility houses a central laboratory/classroom with 18 individual
work benches, two dent removal rooms, a buffing/polishing room, a chemical cleaning room, a
soldering/machining room, a string repair room, a practice room and a program library/audio-
visual room.  Students have access to the Internet through the campus' T1 connection.

Analysis and Appraisal

Student learning is constantly being evaluated through instructor observation, authentic
assessment and peer assessment.  Students demonstrate mastery of course/program
competencies on a daily basis.  The strength of the program is the hands-on nature of learning
leading to a dramatic change in student competency upon graduation.  The major challenge to
student completion is the College’s lack of interest in determining student preparedness for the
program.  Students with limited English proficiency are allowed to enter the program, despite the
existence of a prerequisite.  Historically, these students incurred much difficulty in absorbing
instructional information as well as grasping instrument repair nomenclature.

Continuous Improvement Plan

The issue of student preparedness has been addressed by the Program Advisory Committee.
The instructor is currently serving on the College’s Retention Committee in effort to address this
situation.  As a result of the 2002 Advisory Committee review, recommendations were made to
change the name from Musical Instrument Repair Technician to Band Instrument Repair
Technology, resulting in a more accurate description of program content, to upgrade the facility
to include acetylene units at each student workstation, and to eliminate some hazardous
materials used in the chemical cleaning process to conform to environmental regulations and
industry standards.

Contact(s)

Daryl L. Hickman, Program Faculty
(425) 235-2453, dhickman@rtc.ctc.edu

Commercial Building and Industrial Engineering Program

Mission and Goals

The Commercial Building and Industrial Engineering Program is a full-time, open entry/open exit
program that prepares students for a wide variety of job opportunities in the maintenance and
operation of commercial and industrial facilities. The goals of the program ultimately lead to the
accomplishment of the College mission.  The goals are to develop a fully functional operating
facility that allows hands-on training; continue developing lesson plans, tests, and competencies
for the new Industrial Engineering courses; and analyze the “homeland security” issue and
prepare appropriate curriculum.

Description
The program offers a choice of three paths a student may take to acquire Certificates of
Completion: Stationary Engineering, Commercial Building Engineering, Industrial Engineering,
or both. The Stationary Engineering is an “umbrella” title, which includes both Commercial
Building and Industrial Engineering programs. By completing the required General Education
courses, a student can earn an AAS degree in addition to a Certificate of Completion.
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Students can choose from several time frames and enroll as full-time, part-time, or “other”
student. Students utilize the program as apprentices for the Western Washington Stationary
Engineers Training Trust and as journeymen maintenance personnel for industrial and
commercial properties. Faculty members must be journeymen in the field, and it is desirable that
they possess the licenses and certificates to work in the maintenance field.  The full time faculty
member for this program has been an instructor for Renton Technical College for 23 years, 15
as a part-time instructor and 8 as a full-time instructor. He has worked in the Commercial
Building Engineering field for 18 years before becoming a full-time instructor.  He holds
numerous industry certifications, has served as a national textbook reviewer for textbooks in his
field, and is an editing author for one textbook.  Another instructor has taught at Renton
Technical College part-time for two and a half years and at Fullerton Community College full-
time for 8 years. He has 35 years working in this field and is presently a Chief Engineer for
Cushman Wakefield. He holds numerous industry certifications. The other part-time instructor
has taught boiler operator classes part-time for Renton Technical College for seven years. He
works in the facilities department of the Seattle Public Schools and holds several industry
certifications. The facility for this program is located off-campus at 18 E Street SW, Auburn, WA
in an office-warehouse space shared with the International Union of Operating Engineers and
Western Washington Stationary Engineers Training Trust.

Analysis and Appraisal

The most effective method used to evaluate program and instructional effectiveness is
evaluating the results of third party testing. The faculty evaluate the results of these exams. In
addition to the third party testing, faculty members evaluate students through assignments,
quizzes, tests, and observations of deductive reasoning to determine how effective they will be
on the job. The biggest challenge is keeping up with new technology, codes, and regulations,
especially for the third party testing, while maintaining the older technology.

Continuous Improvement Plan

A fully functional mechanical room is planned to include all the appropriate equipment. The
students will use this equipment for collaborative learning in actual hands-on situations for
operating, repair and preventative maintenance.  Ultimately, there is a need for additional faculty
either as an instructional aide or a second faculty member for the 12 noon through 4:00 pm time
frame.  The issues of new technology and equipment, and “homeland security” are being closely
watched to determine if and when they need to be incorporated into the program.

Daryl Walker, Program Faculty
(253) 351-0567, darylwalk@aol.com

Cosmetology Program

Mission and Goals

The mission of the Cosmetology Program is to prepare a diverse population for work as hair
stylists, cosmetologists, barbers, manicurists, and estheticians.  This mission is similar to the
institutional mission in that the program prepares students for work and meets the needs of
students and the industry that hires them.  The program’s current goals are:  revamp the
curriculum structure to avoid “in-progress” grades; study funding levels and partnerships, and
decide on a course of action for delivering cosmetology education; and create stronger ties to
industry through the use of additional Advisory Committee members, industry-based panels,
surveys, or other methods.
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Description

The Cosmetology Program consists of four related programs:  Cosmetology; Barber;
Esthetician; and Manicurist.  All programs offer a Certificate of Completion.  Following program
completion, students are prepared to take a state exam to become licensed in their field.  The
program is being revised to more closely match what happens in student clinic and to eliminate
in-progress grades.  The new format includes numbered classes such as Lab I, II, III, and
Theory I, II, III.

Students register through Renton Technical College, although the instruction is actually
delivered at one of two private beauty schools that have contracts with the College.  These
schools hire the instructors directly and develop their own lesson plans within the requirements
set by the state and the College.  RTC monitors program quality through periodic visits to the
beauty schools, meetings, phone calls, evaluation of students and graduates, and statistics on
completion, job placement, and licensure.  The two training facilities have ample space for
instruction.

Analysis and Appraisal

The program’s strengths include the realistic lab training, in which students perform
cosmetology services on real clients, and the preparation for the state exam.  The program’s
challenges include the fact that there is little or no financial aid available and that the state
licensing requirements make the program very time-focused rather than competency-focused.
This can be detrimental to students.

The program is, for the most part, fulfilling its mission and meeting its goals.  However, students
in this set of programs seem to have lower completion, retention, and job placement rates than
students in the College as a whole.  There are several theories as to why this may be; at this
time, the main cause or a solution that would solve the problem have not been determined.

Continuous Improvement Plan
Department of Education regulations prohibit colleges from granting financial aid for students
attending programs that are not on campus or taught by college instructors, although there is a
provision for financial aid arrangements between one accredited institution and another.  At the
current time, College personnel are unwilling to take on the liability that this would entail.  The
College has and uses the ability to grant financial aid to students who meet certain targeted
funding requirements.

The directors of the two beauty schools have encouraged Department of Licensing to
emphasize competency-based education, through the reinstatement of the practical exam and
students’ ability to petition to take the exam once they have reached at least 1400 hours and
have met the criteria established by their school.  Both of these changes seem positive for the
students and the industry.

The College will continue to monitor the curriculum, program quality, and delivery format
through the Program Review process, statistical analysis, and discussions among the
participants.  The program hopes to have an added role for industry in the future, providing a
forum where faculty can hear more directly from the people who hire program graduates, thus
fulfilling the program mission more effectively.

Contact(s)
Beth M. Arman, Dean, Trade & Industry and Apprenticeship
(425) 235-7863, barman@rtc.ctc.edu



121 Standard 2

Emergency Dispatcher Program

Mission and Goals

The Emergency Dispatcher Program prepares students for employment in the field of
emergency communications by teaching the practical concepts, analytic skills, and technical
skills necessary to be effective members of the public safety team.  In doing so, the Emergency
Dispatcher Program upholds the Renton Technical College mission of preparing the student for
employment and meeting the needs of the citizens the students will serve, including their
employers and fellow public safety employees.

The goals of the Emergency Dispatcher Program are to provide the community with well-
trained, responsible dispatchers upon whom they can rely during highly critical and emotional
incidents; to instill in the students a sense of civic responsibility and professional ethics related
to public safety careers; and to facilitate a student-centered, practical learning environment that
promotes an ideal of education as a lifelong learning process.

Description

The Emergency Dispatcher Program is a full-time, 630 clock hour certificate program, with an
Associate of Applied Science in Emergency Communications option.   The program prepares
students for placement in public safety 9-1-1 centers as well as in other related public safety
positions and non-emergency dispatching positions.

The full-time instructor for the program must have a minimum of three years of employment as a
public safety dispatcher, certification through Association of Public Safety Communication
Officials as both a Telecommunicator and Fire Communications Instructor, certification through
King County Emergency Medical Services as an Emergency Medical Dispatch Instructor, and
certification through the state of Washington as a professional technical instructor. Outside
instructors are contracted to teach Industrial First Aid/Healthcare Provider CPR, and
ACCESS/WACIC.  A paramedic is contracted to team teach the King County Emergency
Medical Dispatch certification course.

The Emergency Dispatcher Program facilities include a classroom and an emergency
communications lab.  The classroom is equipped with personal computers with Internet
connection, a library of resources including periodicals, texts, interactive CDs, video tapes, and
audio tapes of actual 9-1-1 calls. The unique training environment of the fully equipped lab is
what sets the program apart from others in the state.  The lab includes 10 training consoles with
multi-line phones, 2-way radios, computer-aided dispatch software and mapping systems.
These phones and radios are connected to 10 remote stations in the classroom, allowing for live
practice of all aspects of emergency communications on a daily basis.  All phone and radio lines
in the lab are recorded for critique.

Analysis and Appraisal

In addition to the formal methods of program evaluation such as student evaluations,
administrative evaluations of faculty, and program reviews, informal feedback from students,
Advisory Board members, and employers provides vital information that is implemented in a
much shorter timeframe.  Student learning is also evaluated in a variety of ways, in each subject
area  (e.g., portfolios, practical skill evaluations, and written exams).

The strengths of the program are the diversity of learning activities through which the students
gain knowledge and skills, and the daily hands-on practice of emergency dispatching in the lab.
A challenge for the program is the inability to prohibit students who are unemployable in public
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safety (due to background issues, usually criminal convictions or drug use) from enrolling in the
program; this leads to damage of the program credibility when Renton Technical College
students are sent to a communication center for a tour or internship and are found to have
felony convictions.

Continuous Improvement Plan
To summarize the proposed program revisions, the program would be lengthened to a three full
quarter program allowing for more in-depth training in critical topics, such as Emergency
Medical Dispatch, where community expectations and industry standards have pushed the need
for knowledge and skill beyond what can be taught in the current format.  The newly revised
certificate program would include 70 credits of training. This will allow students the opportunity
to earn their AAS in Emergency Communications with only an additional 20 General Education
credits.

As an integral component of the ongoing improvement of the program, the faculty of the
Emergency Dispatcher Program works with the Dean of Trade and Industry and the Office of
Instructional Improvement to develop a Professional Improvement Plan.  This plan is reviewed
and modified annually and includes not only those activities that support the continued
certification of the faculty as a Washington State Professional Technical Instructor, but also
support the educational and other professional development needs of an instructor for this
specific program.

In order to place students in an appropriate program, counselors and registration assistants
need to have as much information as possible about issues regarding employability as
Emergency Dispatchers. Packets of information with disqualifying crimes and drug use, and
self-assessment surveys for potential students were distributed to Student Services and
Registration departments. A five-minute video, a program web page, and informational packets
provide additional means of conveying important information about employability to students
and staff. Each potential student is also advised to schedule an interview with the instructor prior
to enrollment to ensure that he or she is properly placed in the program and will be employable
in the industry.

Contact(s)
Noreen Light, Program Faculty
(425) 235-2319, nlight@rtc.ctc.edu

Ford ASSET Program

Mission and Goals

The mission of the ASSET (Automotive Student Service Education Training) Automotive
Technology Program is to be the primary source of new technicians for Ford/ Lincoln /
Mercury/Mazda dealerships in the Northwest region. The goal of the Ford ASSET Program is to
train ASSET Program students to analytically diagnose, service and maintain Ford / Lincoln /
Mercury/ Mazda automotive products/components using manufacturer-recommended
procedures. With the program emphasis on preparing for work in the automotive industry, the
program mission is consistent with the institution’s mission.

Description
The ASSET program at Renton Technical College is designed to provide entry-level technician
training through a combination of classroom and mentored learning at Ford / Lincoln/ Mercury/
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Mazda dealers throughout Washington, Idaho and Eastern Montana. The program length is
2520 clock hours (138 credits) and is completed in five instructional units over eight college
quarters (22 months).  In addition to the automotive training courses, four General Education
courses are required to obtain an Associate of Applied Science degree for a total of 2720 clock
hours (158 credits). Upon graduation, students receive Ford Motor Company Service
Technician Specialty Training certification as well as an Associate of Applied Science degree in
Automotive Technology.

The ASSET Automotive Service Technician program has two full-time faculty.  Instructors hold
current Washington State Vocational Teaching certificates as well as Ford Motor Company
instructor certification.

Analysis and Appraisal

Student performance is assessed through written examinations, visual observation of hands-on
application of diagnostic and repair competencies, plus observation of workplace skills. The
program uses NATEF competencies as the core competencies of the program.

The program strength is that it has maintained a 100% job placement rate since program
inception. An external survey conducted by Ford Motor Company (October 2002) shows 83.2%
of Renton Technical College ASSET graduates over the past five years employed at Ford
dealerships, indicating successful career preparation.

Program challenges are to increase dealership support and student enrollment, and to improve
student retention rates. The overall program challenge is to improve the marketing of the
program to dealerships and students alike, highlighting the skills obtained through the program
and emphasizing the benefit of the Ford STST certifications to the sponsoring dealer and
students.

Continuous Improvement Plan
Plans include improving dealership and student support by marketing of the program through
website access and increasing student retention through earlier placement in dealerships.  The
program plans to continue offering Ford Service Technician Specialty Technician certifications
to maintain and improve graduate marketability.

Faculty members are required to submit a Professional Improvement Plan annually to the Dean
and the Vice President of Instruction.  Goals are clearly outlined with time being dedicated to
industry update training and professional teacher development. Successful execution of the
annual improvement plan ensures the faculty remain in good standing with state requirements.
Validation of the Washington State Teaching Certificate is required every five years.

Requests for new equipment are submitted in the yearly budget requests, and a prioritization
schedule is adopted with Advisory Committee, instructor, and administrative consultation to
ensure that available capital monies are used for the greatest need.

Contact(s)

Brian Thompson, Program Faculty
(425) 235-5804, bthompson@rtc.ctc.edu
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ITEC Automotive Service Technician Program

Mission and Goals

The mission of the ITEC (Industry Technicians Education Coalition) Automotive Service
Technician Program is to provide a steady base of qualified automotive technicians to
participating automotive industry locations.  With its emphasis on preparing graduates for work
in the automotive industry, the program mission is consistent with the institution’s mission.
Current goals are to increase enrollment, improve student completion rate, and to strengthen
the base of participating automotive repair locations.

Description

The automotive training portion of the program is 2520 clock hours (138 credits).  It is designed
to be completed in five units over eight college quarters (22 months).  In addition to the
automotive training courses, four General Education courses (20 credits) are required to obtain
an Associate of Applied Science degree for a total of 2720 clock hours (158 credits).  The AAS
degree is the only completion option for the program.  Each of the five instructional units are
approximately 18 weeks in length with nine weeks in the classroom/laboratory followed by nine
weeks of full-time paid mentored work experience at a participating automotive repair facility.
Two classes are in operation at any point in time, so that one group is in the
classroom/laboratory environment while the other group is in the work-based cooperative
environment.  Program entry is fall quarter only.

The ITEC Automotive Service Technician Program has two full-time faculty.  Both are ASE
Certified Master Technicians; one has been an instructor at the College since 1985 and the
other since 1998.  The program classroom/laboratory is located in room K-113 of the College’s
automotive complex.  The facility is approximately 6,000 square feet and is configured to
accommodate 22 students.  The facility layout was designed by the College staff and the
Program Advisory Committee to duplicate real world automotive shop conditions as closely as
possible.  Every effort is made to maintain state-of-the-art technology and practices.  The
Program Advisory Committee reviews both the facility and equipment annually to ensure that
appropriate practices are followed.

Analysis and Appraisal
The College administration evaluates both the faculty and the program annually with major
evaluations on a three-year cycle.  The Program Advisory Committee also evaluates the
program on an annual basis.  The students evaluate each training unit upon completion.  This
information along with student retention, job placement, completion rates, and post graduation
surveys of both graduates and employers are used to ascertain the quality and effectiveness of
the ITEC program.  In addition, NATEF certification is reviewed on a five-year cycle.

Students who complete the program are employed in the automotive repair industry at wage
rates higher than those who complete the Automotive Technology program, or than Renton
Technical College graduates generally.  That wage rate reflects employer satisfaction with the
graduates of the program.  Even those students who withdraw from the program are employed
in the automotive industry (Job-Out rate).  The program is successful in its mission of preparing
students for work.  Enrollment in the program has increased steadily over the past five years.
The program is unique with its requirement that students be employed (sponsored) at the
beginning of the training and its emphasis on extensive cooperative work-based training.

There are three major challenges to recruiting students.  The first is recruiting students who are
adequately prepared for a real work environment (capable of obtaining and maintaining a
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sponsorship).  Secondly, the students need to be academically prepared for the General
Education requirements of the Associate in Applied Science degree (adequate ASSET or
COMPASS scores to qualify).  The third recruiting challenge is to maintain an adequate supply
of participating automotive repair facilities that are appropriate for mentoring of a student.
These challenges are strongly reflected in the program retention and completion rates as loss of
sponsorship or failure to complete the General Education requirements constitute the majority of
program withdrawals.

Continuous Improvement Plan
Faculty members are required to submit a Professional Improvement Plan annually.  The Dean
and the Vice President of Instruction review the plan.  Goals are clearly outlined with time
dedicated to industry update training and professional teacher development.  Approximately
50% of professional development is devoted to automotive industry training and 50% to
instructional training.  Continued validation of the Washington State Teaching Certificate is
required every five years, and successful execution of the annual improvement plan ensures the
faculty remain in good standing with state requirements.

Requests for new equipment are submitted in the yearly budget requests.  A prioritization
schedule is adopted to ensure that available capital monies are used for the greatest need.

Recruiting students is an ongoing effort, and instructors continually develop relationships with a
wide variety of automotive dealerships and repair facilities and maintain a list of shops that have
the potential to sponsor an ITEC student.

Contact(s)

Jack Devine, Program Faculty
(425) 235-5824, jdevine@rtc.ctc.edu

Job Skills for Trade and Industry/ANEW Program

Mission and Goals

The mission of Job Skills for Trade and Industry/ANEW Program is to create opportunities to
enter and progress in living wage jobs in construction, manufacturing, and apprenticeship
related careers.  The program’s emphasis on preparing students for work in construction and
related fields is consistent with and supports the institution’s mission.  The current program goal
for Job Skills for Trade and Industry in cooperation with ANEW is to continue to provide
competitive skills for apprenticeship or entry-level employment in construction, public utilities,
and related industries, and to continue to expand the instructors’ knowledge through Back-to-
Industry training.

Description

The Job Skills for Trade and Industry/ANEW Program is five months in length, 600 clock hours
(36 credits) and leads to a certificate upon successful completion.  The program includes a
variety of construction theory courses in addition to hands-on application skills, job and life
skills, several industry certifications, trades math, physical training and strength building.

Instructors are required to have at least journey-level experience in a related trade or field and
hold a current professional teaching certificate with the state of Washington. The instructors
must be versatile enough to teach a variety of construction skills outside their area of expertise.
The two Job Skills for Trade and Industry instructors are both journey level tradespersons, with
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over 30 years experience in the field between the two of them. Facilities and equipment for the
program include two large classrooms, indoor and outdoor lab areas, material storage facilities,
hazardous material shelter, roll away tool boxes, two welding stations, and numerous hand and
power tools to provide the student with the most current industry standard level of skills.

Analysis and Appraisal
Construction industry standards determine the criteria for the level of student performance assessment
in each course’s competencies.  Performance, attendance, participation, tests and quizzes are the
means of documented evaluation.  Laboratory exercises and project observations assist instructors in
identifying how well students are able to apply their knowledge. Trade instructors work closely with the
apprenticeship coordinators and Program Advisory Committee members to improve and determine
equipment needs, instructional supplies and a variety of other feedback to enhance instruction and
training for the ever-changing market of construction.

Instructors are evaluated by students, tenure committee members (if instructors are on tenure track),
the Dean, and the Director of Instructional Improvement.  Criteria for evaluation include the placement
and retention of students.  An ongoing challenge at ANEW has been the need to be aware of and
knowledgeable about what is changing in the industry and what new skills need to be added to make
students competitive.

Continuous Improvement Plan

Back-to-Industry training is essential to a program like Job Skills for Trade and Industry/ANEW.
Construction methods change rapidly, and new methods of building must continue to be
explored and practiced by the faculty.  Because being involved in community projects is another
way that students gain skills, build self-esteem, and make a connection in the world around
them, Job Skills for Trade and Industry/ANEW is in active pursuit of partnerships with
community-based building affiliates that build affordable housing for disabled and low-income
people.  These home sites allow students to experience live job site conditions and the rare
opportunity to train unskilled volunteers in the competencies they have mastered.

Contact(s)

Rick Ducharme, Program Faculty Susan Showalter, Program Faculty
(425) 235-7828, rducharme@rtc.ctc.edu (425) 235-5577, sshowalter@rtc.ctc.edu

Machine Technology/CNC Program

Mission and Goals

The mission of the Machine Technology Program is to prepare a diverse student population for
work in the machining industry, fulfilling the employment needs of individuals, businesses and
industry, thereby supporting the College’s mission.  The goal of the Machine Technology
Program is to provide training that will enable graduates to function as entry-level machinists.

Description

The Machine Technology Program consists of 2520 clock hours (147 credits) of theory and
practical applications in labs equipped with conventional and computer numeric control (CNC)
machines.   Areas of instruction include blueprint reading, conventional machining, CNC
machining, math, communications, and human relations.  Students who successfully complete
this sequence of courses receive a Certificate of Completion and can pursue the Associate of
Applied Science degree option.  Students with significant previous work experience may take a
720 clock hours (38-credit) program focused strictly on CNC; this sequence also culminates in a
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Certificate of Completion.  The program’s current facility consists of a 45-seat classroom, a 25-
seat computer lab, and two machining labs.  The program owns several lathes, milling
machines, drill presses, grinding machines, vertical and horizontal machining centers, turning
centers, and other equipment.

This program currently has two faculty members.  Faculty are responsible for teaching all
courses, giving demonstrations on equipment, preparing projects for the students, developing
curriculum, and working with industry.  They are journeymen machinists and experienced
teachers with degrees in education, as well as significant industry training.  They possess
experience in conventional machining and CNC operations.  Faculty also recruit students and
help students find jobs.

Analysis and Appraisal

Program strengths include the following:  Advisory Committee has wide representation within
industry and provides ongoing input and feedback; faculty have extensive experience in industry
and workforce education; lab is set up realistically with up-to-date equipment; computer lab is
equipped with a PC for each student and Internet accessibility; learning is facilitated in a
student-centered environment to meet a wide range of adult learning styles; and curriculum is
updated regularly in response to industry needs.

Some challenges include teaching to meet the needs of a wide variety of students from different
cultures and age groups.  Also, this program is intricately tied to the Boeing Company; therefore
it is subject to the fluctuations of the marketplace as it relates to the commercial airline
business. By continuing to respond to feedback from employers and students, the program will
remain on the leading edge of training for machinists.  Encouraging this feedback requires the
ongoing relationship building and networking of the faculty with industry experts and program
graduates.

Continuous Improvement Plan
Faculty members submit a Professional Improvement Plan annually.  Goals are clearly outlined
with time dedicated to industry update training and professional teacher development.
Classroom and lab training facilities are continually analyzed.  Annual budgets include funding
to repair and maintain all equipment used within the program.  Requests for new equipment are
submitted in yearly budget requests, and a prioritization schedule is adopted.  There is
opportunity to improve based on what is identified in Advisory Committee meetings that occur
three times per year, and in manufacturing conferences attended by faculty.  Future
improvements are prioritized based on enrollment, industry changes and available resources.

Contact(s)
Phil Savereux, Program Faculty Francisco Martinez, Program Faculty
425-235-2352 x5538, psavereux@rtc.ctc.edu 425-235-2335, fmartinez@rtc.ctc.edu
Program website: http://www.rtc.edu/instruction/machinistcnc/

Major Appliance and Refrigeration Technology Program

Mission and Goals

The mission of this program is to prepare students for careers in the home appliance and
refrigeration industry.  Curriculum is designed to train students in entry-level skills as set forth by
the Advisory Committee.  This program helps fulfill the mission of RTC in that it trains workers in
a professional-technical skill that is in short supply, not only locally, but nationally as well.  The



128Standard 2

program’s goal in preparing students for the workforce is not only to give them the basic skills
needed, but also to help them initiate the process of achieving their requirements for Specialty
Electrical Licensing for Washington State.

Description

The program offers four separate Certificates of Completion.  The areas of study are
refrigeration technology, kitchen major appliance technology, and laundry major appliance
technology.  The three areas can be combined to earn a Certificate of Completion in Major
Appliance and Refrigeration Technology.  The separate curricula are 11 months respectively. All
certificates begin with the same common electrical core coursework.  Major Appliance and
Refrigeration Technology is also taught as an all-inclusive 22-month course of study, and with
the addition of four additional academic courses qualifies as an Associate in Applied Sciences
degree program.

One of the current faculty, who completed a master’s in education (July 2002) has been
teaching since 1994; the other is pursuing a bachelor’s degree in workforce education and
began as a full-time instructor in 1999.
The program occupies approximately 10,000 square feet of shop and classroom space in the
John O. Houser Building at the south quad of the campus.  The shop space has natural gas,
compressed air, 240/120-volt single phase AC, and water available for student use.  There are
two major classroom spaces with multi-media facilities.  The combined spaces can provide
suitable learning environments for up to 45 students.  Students are required to provide their own
hand tools; the program supplies power tools such as a drill press and a bench grinder.  The
two tool rooms are well stocked with the sort of implements usually provided by employers.  The
ongoing support of graduates and the Advisory Committee has allowed the accumulation of
many rare and specialized tools for less common applications.

Analysis and Appraisal

As part of the administrative Program Review process and the Advisory Committee review,
program statistics are reviewed by the associated faculty and Dean. The program is also
evaluated quarterly by student feedback.

In the current year, the program has full capacity enrollment with 42 full-time students as of
January 2003 and a waiting list for Spring Quarter.  Job placement is excellent.  The constant
feedback from Advisory Committee members and employers is a useful evaluation tool.
Student preparation and achievement on such state and national tests as the Labor and
Industries Electrical License and Environmental Protection Agency Refrigerant exam also
provide a strong and immediate indication of effectiveness.

The program emphasizes and teaches the fundamentals and underlying principles of electricity
and refrigeration.  The real strength of this approach is providing the students with a well-
rounded education that enables the critical thinking skills that will serve them in many life
situations.  A challenge is encouraging and nurturing those critical thinking skills.  The students
soon learn that troubleshooting as a deductive process is more mental than physical.  To
paraphrase the famous Yogi Berra, troubleshooting is 90% mental, the other half is physical.
Curriculum is designed to foster the best troubleshooting and critical thinking skills.  The
program has been very successful at preparing and placing gradates.

Continuous Improvement Plan
Plans are underway to enhance curriculum delivery with the best technology available, including
digital projection and presentation software such as PowerPoint as well as instructional videos.
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Additionally, the program faculty maintain contact with industry personnel and an effective
Advisory Committee, and are working to procure top quality equipment donations for training.

Contact(s)

Paul Baeder, Program Faculty Rich Brownell, Program Faculty
(425) 235-2407, pbaeder@rtc.ctc.edu (425) 235-2407, rbrownell@rtc.ctc.edu

Welding Program

Mission and Goals

The RTC Welding Program prepares a diverse student population to be professionally certified
welders.  The program mission is consistent with the institution’s mission.  The program’s vision
is to continue to be the premier welding training program in the state of Washington, and its goal
is to have the students certified and or certifiable according to Washington Association of
Building Officials (WABO) in the four standard welding processes and ready for work in the
welding industry.  In addition, as part of the program plan, all full- and part-time faculty will be
qualified to meet the American Welding Society’s (AWS) certified welding inspector/educators
(CWI/CWE) standard by 2004.

Description

This program is designed to prepare welders for job entry in most phases of the welding
industry.  Classroom and practical experience are offered in several welding processes.  The
program length is 1620 clock hours (90 credits).  Upon completion of the technical program,
students receive a Certificate of Completion and have the option of earning an Associate of
Applied Science (AAS) degree, by successfully completing required General Education classes.
Students finishing the program are placed in a number of different industries; fabrication shops,
shipyards, construction sites, manufacturing plants, or maintenance positions.

The facility has 56 welding stations.  Ten stations are dedicated to GTAW and 10 for OAW.
Five stations are primarily used for the SMAW process, and four are exclusively for the GMAW
and FCAW processes.  All of the remaining 27 stations are multi-process, and capable of
welding SMAW, GMAW or FCAW.  One station is equipped for the SAW process and another is
used for CAC-A.  There are four manual OFC torches, two track OFC torches, one OFC pipe-
beveller and two PAC stations.

The program has two full-time faculty, one who has 38 years of experience in the welding trade,
including ten years working a wide range of jobs in the shops, shipyards and construction in
Washington.  He is a certified welding inspector and welding educator (CWI/CWE).  He has
been certified in several welding processes through WABO, and American Society of
Mechanical Engineers (ASME), and his teaching tenure with Renton Technical College is 28
years.  The other instructor has 32 years of experience in the welding trade, with ten years
working a wide range of jobs in the shops and shipyards in the Seattle area.  He has been
certified in several welding processes through AWS and WABO.  He is a certified welding
inspector and welding educator (CWI/CWE). His teaching tenure with Renton Technical College
is 23 years.

Analysis and Appraisal

Different processes assess the effectiveness of the Welding Program at Renton Technical
College:  an administrative Program Review, an instructor peer-review, an instructor self-review
and the Advisory Committee review.  The Program Review process functions on a three-year
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cycle, and the Welding Program Advisory Committee meets a minimum of three times a year.
The statistics show that the students’ employment goals are being met.  They are successfully
passing the state certification tests that lead to good employment.  The Program Advisory
Committee and industry advisors keep the curriculum strong and current.

One of the challenges this program continually struggles with is student retention.  The length of
the program has increased with the addition of new competencies, which magnifies the
problem.  A large percentage of students are recruited for work before the end of their program.
The financial status of many of the program’s students is such that they have trouble turning
down or postponing those jobs until they finish.  Some of these students return and enroll in
supplemental classes to finish the processes that they may have missed.

Continuous Improvement Plan

The program is seeking advice from the Advisory Committee regarding ways to improve student
retention.  Students are counseled on the importance of having the skills to perform all welding
processes, and how this will affect their employability in slower economies.  Several options are
in place to serve these students when they return to complete their competencies.  Program
priorities are to keep equipment and facilities up to date with industry standards.  All future
instructors will be AWS Certified Welding Educators, and the program will continue placing
students in good living wage jobs.

Contact(s)
Frank Adams, Program Faculty
(425) 235-2341, fadams@rtc.ctc.edu
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Program Review Process

The primary function of the Program Review Process is to ensure quality, relevancy, and continuous improvement

of RTC’s career training programs through analysis of past and present performance, and planning for the future.  It

is undertaken with the goal of celebrating a program’s accomplishments while proactively addressing its

shortcomings.

Overview

Programs are reviewed annually on a three-year cycle.  In years one and two of the cycle, program statistics are

reviewed by the associated faculty and dean; unless there is cause for additional review, no further action is taken.

If there is cause for additional review, the program undergoes a more extensive assessment that involves the vice

president for instruction, vice president for student services & plant operations, and other college departments, if

necessary, and a corrective action plan is formulated.  An in-depth review and planning session is scheduled for year

three of the cycle, regardless of program performance.

Program Review Cycle:  Years One and Two

By the start of winter quarter each year, the Office of Research and Development will produce and distribute the

Program Report Card (attachment 1) to faculty, deans, and the vice president for instruction.  This report contains

measures of student success and program development for the previous instructional year, including:

Student Success Program Development

(data source: Office of Research and Development) (data source:  Instruction Division)

ü Enrollment ü Program currency

ü Retention ü Advisory committees

ü Completion ü Program accreditation/certification

ü Job Placement

ü Licensure/Certification

The dean initiates the review process during winter or spring quarter by scheduling a meeting with program faculty.

Prior to this meeting, the dean gives his/her commendations and recommendations on the form Program Report

Card:  Comments (attachment 2) using the program statistics as a guide; the form is then forwarded to the program

faculty for their comments.  The completed form is then returned to the dean so that it is available for discussion and

signatures during the scheduled meeting.

The meeting of the faculty and dean will have one of two outcomes, depending on whether the Program Report

Card reveals any cause for additional review:

Year 1

Year 2

Year 3

Program Report Card

reviewed by faculty and dean

Program Report Card

reviewed by faculty and dean

In-depth program review and

planning by faculty, dean,

vice president for instruction,

and others

Additional

Review?

Yes

No
End

Appendix 2.4
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(1) If the Program Report Card reveals no cause for additional review, both the dean and faculty sign the

Program Report Card:  Comments; the faculty receives a copy and the original is filed with the dean’s

office.

(2) If the Program Report Card reveals cause for additional review, the faculty and dean begin a discussion of

issues and corrective actions using various worksheets as a framework (see attachment 3 for samples).

Ultimately, the dean convenes a team that consists of the program faculty, dean, the vice president for

instruction, vice president for student services & plant operations representative(s), and others as

appropriate, whose objectives are:

(a)  to investigate program issues in more detail, and if necessary,

(b)  to formulate a specific action plan to be carried out the following year.

Recommendations made by the Program Advisory Committee should be considered (RTC 12003.02).  The action

plan might include a marketing campaign, professional development for the faculty, curriculum revisions, facilities

modifications, or a variety of other possibilities. If it is determined that an action plan is necessary, the team

completes Section I:  Program Improvement of the Program Action Plan (attachment 4) by the end of spring

quarter; a signed copy of the plan is filed with the dean’s office and the vice president for instruction’s office.

Important:  As used here, “cause for additional review” has an objective, quantitative definition, and a

subjective, qualitative definition:

Retention rate:  Any program whose retention rate drops below 50% is subject to further review; retention

impacts nearly all other aspects of the program – completion, placement, etc. – and therefore it was

chosen as an early indicator of program decline.

Major program or environmental changes:  Major changes in personnel, the labor market, technology,

accreditation criteria, etc. may necessitate an interim in-depth program review even if the retention rate is

above 50%.

Program Review Cycle:  Year Three

For programs in their third year of the program review cycle, an addendum is distributed along with the Program

Report Card; this addendum (Program Report Card:  Addendum; attachment 5) contains additional information

about the program, including:

Student Success Program Development

(data source:  Office of Research and Development) (data source:  Instruction Division)

ü Trend data ü Most recent CBE revisions

ü Graduate Survey results ü Impact of Advisory Committee

The dean initiates the review process during winter or spring quarter by scheduling a meeting with program faculty,

vice president for instruction, and the president.  Prior to this meeting, the dean comments on the program statistics

using the form Program Report Card:  Comments (attachment 2), which is then forwarded to the program faculty

for their comments.  The completed form is then returned to the dean so that it is available for discussion and

signatures during the scheduled meeting.  The purpose of the meeting is to understand the past and present

performance of the program, and to chart its direction for the future.

Following the meeting, the dean convenes a team that consists of the program faculty, dean, student services

representative(s), and others as appropriate.  Their objective is to devise an action plan that: 1) addresses any

program areas that need improvement, and 2) moves the program in the direction charted by the faculty, dean, vice

presidents, and president.  Sample activities might include a DACUM or focus group with industry representatives,

labor market information, specialized graduate follow-up study, curriculum comparison with other training

providers, alignment of curriculum with industry skill standards and/or potential articulation targets, obtainment of

program accreditation, or other activities that enhance program improvement.  To move the College’s Strategic Plan

forward, planned activities should be tied to one of the ten Institutional Goals (RTC 11001.071). The team
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completes all sections of the Program Action Plan (attachment 4) by the end of spring quarter so that it may be

implemented beginning fall quarter; a copy of the plan is filed with the dean’s office and the vice president for

instruction’s office.

Summary

The program review cycle and associated activities are summarized below; note that it assumes no interim in-depth

reviews are required in years 1 and 2.

Actual

Year

Cycle

Year
Program Review Activities Associated activities

1 1
ü Program Report Card distributed

ü Program review by faculty, dean
ü Program Advisory Committee

1

2 2
ü Program Report Card distributed

ü Program review by faculty, dean

ü Program Advisory Committee
1

ü CBE Revisions
2

3 3

ü Program Report Card distributed with Addendum

ü Program review by faculty, dean, vice president

for instruction, and president

ü Development of Program Action Plan

ü Program Advisory Committee
1

4 1

ü Implementation of Program Action Plan

ü Program Report Card distributed

ü Program review by faculty, dean

ü Program Advisory Committee
1

5 2

ü Continued implementation of Program Action

Plan

ü Program Report Card distributed

ü Program review by faculty, dean

ü Program Advisory Committee
1

ü CBE Revisions
2

6 3

ü Program Report Card distributed with Addendum

ü Program review by faculty, dean, vice president

for instruction, and president

ü Development of Program Action Plan

ü Program Advisory Committee
1

7 1

ü Implementation of Program Action Plan

ü Program Report Card distributed

ü Program review by faculty, dean

ü Program Advisory Committee
1

1
 See Procedure RTC 12003.02

2
 See Procedure RTC 13008.02

Related Procedures

RTC 11001.071 Strategic Plan

RTC 12003.02 Program Advisory Committees

RTC 13008.02 CBE/Competency Based Education

Attachments

Attachment 1 - Program Report Card

Attachment 2 - Program Report Card:  Comments

Attachment 3 - Program Analysis Worksheets

Attachment 4 - Program Action Plan

Attachment 5 - Program Report Card:  Addendum
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PROGRAM REPORT CARD

Year [YEAR THE DATA REPRESENT]

Program [PROGRAM NAME]

Dean [DEAN]

FT/PT [FULL-TIME/PART-TIME STATUS OF PROGRAM]

 Approximate Annual Capacity:

Enrollment Enrolled - Total: 

Enrolled for less than 10 days:

Enrolled for 10 or more days:

For students enrolled 10 or more days:

E - continued enrollment:

T - transferred programs: # days to transfer (median):

W - withdrew from RTC: # days to withdrawal (median):

C - received certificate/degree: # days to completion (median):

Retention Rate:

Completion Rate:

For leavers (W) only:

Student

Outcomes Job-Out Rate: N = 

Hourly wage - Leavers: N = 

For completers (C) only:

# Certificates Awarded:

# Degrees Awarded:

Placement Rate - Broad: N = 

Placement Rate - Narrow: N = 

Student Demographics: Student Preparedness - ASSET Test:

% Tested (prior to enrollment): "Passing"

Age in years (median): Score

Student % Of Color: Write Score (median): 35

      Profile % Female: Read Score (median): 35

% Immigrants/Refugees: Numerical Score (median): 33

Report format subject to

minor changes
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NOTE:  Blank fields indicate data are not available

Date of last revision reported to SBCTC:

Date of next scheduled revision:
Program

Currency

Date of last revision of CBEs:

Number of meetings held [#]:

Average headcount per meeting [#]:
Advisory

Committee

Attendance [%]:

Agency name

Date of

Last A/C

Date of

Next A/C

Accreditation/

Certification

(A/C)
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PROGRAM REPORT CARD:  COMMENTS

Year [YEAR THE DATA REPRESENT]

Program [PROGRAM NAME]

Signatures Date

Dean:

Faculty:

Dean’s Commendations

Dean’s Recommendations

Faculty’s Commendations

Faculty’s Recommendations
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PROGRAM ANALYSIS WORKSHEET
Aspects to Consider when evaluating Program Statistics

This worksheet will help analyze the performance of the program and identify what corrective
actions are necessary to improve program quality and effectiveness.

A. MARKET CONDITIONS
Possible Indicators:
No positions for students, decline in want ads, information from advisory committee.
Unemployment rates, WOIS information and other labor market information about
growth in the field.
Suggested Actions:  Increase cooperative education or intern program, assess viability
of program, action plan.

B. PROGRAM CURRICULUM AND STRUCTURE
Possible Indicators:  Placement, employer surveys, completion rate, lack of exit
technical skills.
Suggested Actions:  Review curriculum against skills standards or with advisory
committee, curriculum revision, action plan, instructional modifications.

C. FACULTY
Possible Indicators:
Student satisfaction, administrative evaluation, peer evaluation, retention, completion,
placement, classroom observation, small group instructional diagnosis, level of
professional activity, involvement of advisory committee
Suggested Actions:
Professional development, action plan

D.   PROGRAM ACCREDITATION/LICENSURE ISSUES
Possible Indicators: Qualification exam results, change in accreditation standards,
review curriculum against exam or new standards
Suggested Actions:  Action plan, instructional modifications

E. EQUIPMENT, FACILITIES
Possible Indicators:  Student satisfaction, employer feedback, industry visits, advisory
committee
Suggested Actions:  Seek upgraded equipment, request facility modifications, action
plan

F. OTHER CAMPUS SERVICES
Possible Indicators:  Student satisfaction, length of time to complete work orders
Suggested Actions:  Expand team to include appropriate departments in action plan.
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PROGRAM ANALYSIS WORKSHEET
Factors related to Declines

This worksheet will help you better understand and analyze enrollment factors related to
Enrollment, Completion and Placement Decline.

Possible Factors Related to Enrollment Decline
Factor Yes No
Reduced student interest in program or occupation
Limited program viability
Student fees/books/equipment too expensive
Length of program too long or too short
Poor reputation in community
Other:

Possible Factors Related to Completion Decline
Factor Yes No
Inappropriate placement into the program
Student skills at entry
Equipment and/or facilities
Limited employment opportunities
Employed before finishing (job out)
Quality of program
Other:

Possible Factors Related to Placement Decline
Factor Yes No
Decline in available jobs
Low wages
Training not matched to local industry needs
Equipment or facilities do not meet Industry Standards
Students lack SCAN skills
Students lack English language skills
Students lack technical skills
Students lack job search skills
Other:
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PROGRAM ACTION PLAN

Program

Section I:  Program Improvement
This section is to be completed for both year three scheduled reviews and interim in-depth reviews.

(1) Using the Program Report Card as a guide, please describe program areas that need improvement.

(2) Please summarize the reasons for the current status of these program areas.

(3) Please describe the action(s) that will be taken to improve these program areas; for each include:
(i) a description of the action
(ii) the lead person
(iii) the initiation date
(iv) the targeted completion date
(v) the desired outcome
(vi) budgetary considerations

Section 2:  Future Directions of Program
This section is to be completed only for year three scheduled reviews.

(4) Please describe actions that are planned for the future of the program (i.e. DACUM, focus group,
graduate follow-up, competitor comparison); for each include:
(i) a description of the action
(ii) the lead person
(iii) the initiation date
(iv) the targeted completion date
(v) the desired outcome
(vi) budgetary considerations
(vii) the Institutional Goal to which this action is tied

Participants
List the Faculty, Administrators, Student Services personnel and others who participated in the analysis.
      
Name Signature Date

Dean

Please mark one:

£  Year 3 Scheduled Review

£  Interim Review
£  Other
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Program Faculty

Program Faculty

Program Faculty

Program Faculty

Other

Other

All participants should retain a copy of the completed Program Action Plan; a signed copy is to be filed
with the office of the Vice-President of Instruction.
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PROGRAM REPORT CARD:  ADDENDUM

Year [YEAR THE DATA REPRESENT]

Program [PROGRAM NAME]

Dean [DEAN]

FT/PT [FULL-TIME/PART-TIME STATUS OF PROGRAM]

 Approximate Annual Capacity:

Enrollment Enrolled - Total: 

Enrolled for less than 10 days:

Enrolled for 10 or more days:

For students enrolled 10 or more days:

E - continued enrollment:

T - transferred programs:

W - withdrew from RTC:

C - received certificate/degree:

Retention Rate:

Completion Rate:

For leavers (W) only:

Student

Outcomes Job-Out Rate:

Hourly wage - Leavers:

For completers (C) only:

# Certificates Awarded:

# Degrees Awarded:

Placement Rate - Broad:

Placement Rate - Narrow:

Student Demographics: Student Preparedness - ASSET Test:

% Tested:

Age in years (median):

Student % Of Color: Write Score: 

      Profile % Female: Read Score:

% Immigrants/Refugees: Numerical Score:

Report format subject to

minor changes
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NOTE:  Blank fields indicate data are not available

Graduate

Survey

Advisory

Committee

Format TBD

Impact of Advisory Committee
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Appendix 2.5  Evaluation and Planning:  Available Resources

The following reports are produced on a regular scheduled by the RTC Office of Research and

Development.  Their use in evaluation and planning activities at the institutional, departmental

and program is as indicated; detailed explanations of their content and samples can be found in

Exhibit 1.12.

Use in Evaluation and Planning
Report Frequency

Institutional Departmental Program

RTC Student Program Evaluations Quarterly ¸

RTC Placement Test Rosters1 Quarterly ¸ ¸

RTC Program Report Card - Professional Technical Annually ¸ ¸

RTC Program Report Cards - Basic Studies Annually ¸ ¸

RTC Student Follow-up - Professional Technical Program Annually ¸ ¸

RTC Student Follow-up - Basic Studies Program Annually ¸ ¸

RTC Graduate Survey results Annually ¸ ¸ ¸

RTC Incoming Student Profile2 Annually ¸ ¸ ¸

RTC Student Satisfaction Survey results Annually ¸ ¸

RTC Indicators of Institutional Effectiveness2 Annually ¸ ¸

RTC Employee Profile Annually ¸ ¸

RTC Institutional Climate Survey results Biennially ¸ ¸

RTC Faculty/Staff Satisfaction Survey2 Biennially ¸ ¸

RTC Internal/External Assessment2 Every 5 years ¸ ¸ ¸

RTC Program Advisory Committee Survey Every 5 years ¸ ¸ ¸

RTC Community Survey2 Every 5 years ¸ ¸ ¸

1 Produced jointly with the RTC Testing Center
2 new for 2003-2004
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Appendix 2.6  Full-Time Pre-Employment Training Programs:  Degrees and

Certificates Awarded

1998-1999 1999-2000 2000-2001 2001-2002
PROGRAM

AAS Degree
 Option #

Cert

#

Deg

#

Cert

#

Deg

#

Cert

#

Deg

#

Cert

#

Deg

ACCOUNTING / BOOKKEEPER No 5 0 6 0 5 0 0 0

ACCOUNTING CLERK No 2 0 3 0 2 0 0 0

ACCOUNTING PARAPROFESSIONAL Yes 26 6 34 5 42 5 51 18

ADMINISTRATIVE OFFICE MANAGEMENT Yes 10 2 19 7 17 3 17 0

AW / AUTO PARTS SYSTEMS No 5 0 8 0 5 0 7 0

AW / WAREHOUSING No 2 0 5 0 4 0 3 0

AUTOBODY REPAIR AND REFINISHING Yes 12 0 11 0 11 1 9 0

AUTOMOTIVE TECHNOLOGY Yes 18 0 17 1 17 1 16 0

BAKING, PROFESSIONAL No 5 0 4 0 7 0 7 0

BAND INSTRUMENT REPAIR TECHNICIAN Yes 10 0 8 0 12 1 13 0

COMPUTER APPLICATIONS/DATA ENTRY No 11 0 16 0 18 0 24 0

COMPUTER NETWORK TECHNICIAN No 11 0 30 0 46 0 44 6

COMPUTER SCIENCE Yes 25 3 38 8 32 9 25 14

COSMETOLOGY No 7 0 3 0 8 0 7 0

COSMETOLOGY/BARBER No 0 0 2 0 0 0 1 0

COSMETOLOGY/ESTHETICIAN No 2 0 1 0 1 0 6 0

COSMETOLOGY/MANICURIST No 3 0 2 0 3 0 2 0

CULINARY ARTS Yes 10 0 8 1 6 0 7 2

DENTAL ASSISTANT No 31 0 36 0 28 0 27 0

DRAFTING Yes 15 1 14 2 17 1 14 4

EARLY CHILDHOOD CAREERS Yes 10 0 16 0 32 0 24 4

ET / ELECTRONICS TECHNOLOGY Yes 44 9 39 5 39 14 24 10

ET / INDUSTRIAL ELECTRONICS TECHNOLOGY Yes

ET / PC NETWORK AND SUPPORT TECHNICIAN Yes

EMERGENCY DISPATCHER Yes 16 0 18 0 21 0 26 0

FORD ASSET PROGRAM Yes 0 11 0 14 0 16 0 12

HEALTH AND WELLNESS TECHNOLOGY Yes 12 0 6 1 4 1 3 0

ITEC SERVICE TECHNICIAN Yes 0 11 2 2 0 7 0 8

JOB SKILLS FOR TRADE AND INDUSTRY No 58 0 58 0 52 0 54 0

LEGAL SECRETARY/LEGAL ASSISTANT Yes 5 0 17 3 11 1 17 8

LICENSED PRACTICAL NURSE No 39 0 44 0 16 0 58 0

MACHINE TECHNOLOGY/CNC Yes 25 0 11 1 12 1 17 0

MART / KITCHEN MAJOR APPLIANCE TECH No 0 0

MART / LAUNDRY MAJOR APPLIANCE TECH No 0 0

MART / MAJOR APPL AND REFRIG TECH Yes 8 0 10 4 6 2 4 2

MART / REFRIGERATION TECH No 9 0 7 0 8 0 1 0

MASSAGE THERAPY PRACTITIONER No 34 0 49 0 30 0 15 0

MEDICAL ASSISTANT No 8 0 12 0 21 0 22 0

MO / MEDICAL ADMINISTRATIVE SECRETARY Yes 6 0 9 0 11 0 18 2

MO / MEDICAL OFFICE CODER No

MO / MEDICAL RECEPTIONIST No 6 0 11 0 3 0 13 0

MO / MEDICAL TRANSCRIPTIONIST Yes 12 1 10 0 7 0 4 0
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1998-1999 1999-2000 2000-2001 2001-2002
PROGRAM

AAS Degree
 Option #

Cert
#

Deg
#

Cert
#

Deg
#

Cert
#

Deg
#

Cert
#

Deg

OFFICE EQUIPMENT SERVICE TECHNICIAN No 11 0 12 0 11 0 4 0

OSA / ADMINISTRATIVE ASSISTANT Yes 8 0 5 0 6 0 18 2

OSA / OFFICE SUPPORT/RECEPTIONIST No 3 0 6 0 5 0 4 0

OSA / OFFICE TECHNOLOGY Yes 12 5 14 6 11 7 11 10

PARAEDUCATOR/INSTRUCTIONAL ASSISTANT Yes 12 3 10 1 11 1 13 2

PHARMACY TECHNICIAN Yes 20 0 19 1 18 3 15 3

PHLEBOTOMY TECHNICIAN No 35 0 44 0 52 0 59 0

COMMERCIAL BUILDING ENGINEERING Yes 3 0 7 0 12 0 7 2

SURGICAL TECHNOLOGIST Yes 25 3 33 6 21 5 22 11

SE / FIELD SURVEY TECHNICIAN No 11 0 22 0 15 0 14 0

SE / LAND SURVEY TECHNICIAN Yes 10 6 9 1 15 3 16 7

WELDING Yes 14 1 9 0 7 0 7 0
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Standard Three – Students

Standard 3.A - Purpose and
Organization

Student Programs and Services
(3.A.1)

Description and Analysis
Renton Technical College strives to prepare a
diverse student population for work. The College
admits students on a first-come, first-served
basis. The number of students admitted is the
number of students enrolled. Further, the
distinction between first-time freshmen, transfer,
and readmission students is not meaningful at
RTC, as no one group is given preference over
another. A more meaningful categorization of
students is given in Table 3.1 below. To meet the
needs of the students, a variety of services are
provided through extended hours and multiple
locations. Student services are provided to the
students across campus and by many different
departments. Student Services as it is organized
on campus includes Vocational Counseling,
Testing, Hearing Impaired Services, International
Students, Special Needs Student Services,
Running Start and Tech Prep, Financial Aid, and
a Career and Academic Success Center. Other
departments that serve students and are part of
this accreditation chapter include: Admissions,
Registration, Childcare Center, Bookstore,
Computer Labs, the Public Information Office,
and Food Services (see Organization chart,
Appendix 3.1).

Staffing for Student Services (3.A.2)

Description and Analysis
The staff are hired based on education, training,
and experience to meet the specific job functions
and requirements as detailed in the job
descriptions located in Human Resources. Table
3.2 indicates educational preparation and related
experience of both full-time and part-time
student services staff. Some departments have
assigned an individual to be responsible for
serving a specific program or function in order to
serve the campus population consistently. For
example, Program Specialists in Registration are
assigned to specific program areas in order to
ensure consistency in information and data entry.
Vocational Counselors, who collaborate with the
faculty and appropriate staff, are assigned to
specific program areas to advise students of the
needs and requirements of individual programs.
A second set of responsibilities for each
counselor includes the coordination of services
with third party agencies, such as with
Employment Securities Department and DVR.
The staff are formally evaluated on a yearly basis
before the end of June in accordance with
employee negotiated agreements. There are
regular opportunities for informal evaluations
based on feedback from the various suggestion
boxes.

Table 3.1  Admissions/Enrollment Report

Type of Student1 2001-2002 2000-2001 1999-2000 1998-1999

Apprenticeship 1057 1268 1319 1420

Basic Skills2 2001 1752 1824 1949

Community Education2 625 728 679 890

Professional Technical, FT 2381 2333 2419 2280

Professional Technical, PT2 8387 8766 9121 9487
1 Based on student intent code
2 Non degree programs
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The Vice President of Student Services facilitates
regular meetings to improve coordination of the
provision of services and to anticipate students’
needs. A monthly joint meeting of student
services and instruction personnel are held to
improve communication.

Policies and Procedures for Student
Programs and Services (3.A.3)

Description and Analysis
The College has appropriate policies and
procedures in place that support all of the
functions and services that are offered to
students, beginning with a plan to recruit
students, and then to help them matriculate,
successfully complete their training, and
ultimately to assist them in finding employment.
The list of procedures includes, but is not limited
to: Recruitment, Admissions, Testing,
Registration, Applying for and Receiving
Financial Aid, Orientation, Grading, Graduation,
Requirements for Certificate/Degree, and
Retention, (Please see Exhibit 3.1 for all Policy

and Procedures). Students are informed through
the Student Handbook (Exhibit 3.2, Appendix
3.2) Catalog (Exhibit 3.3), and Student Advisory
Committee.

Through the current RTC Strategic Plan as
documented in Looking Towards the Future
(Exhibit 3.4), the College has acknowledged
several accomplishments as well as challenges in
providing and expanding the mission of Student
Services, to include:

1) Promoting and supporting diversity
throughout the College in respect to
ethnicity, culture, sexual orientation,
religion, age, gender, educational
preparedness, and additional opportunities
for non-traditional students

2) Expanding support services that provide
learning assistance, development of life
skills, retention and success

3) Providing comprehensive, accessible, and
clearly articulated information about
College procedures, financial aid resources,
and educational offerings

4) Facilitating successful transition of students
through assessment, advising, counseling,
enrollment and registration

Table 3.2  Student Affairs Staff Profile

Professional Support

Total Staff 19 51

Female 12 44
Gender

Male 7 7

PhD, EdD 1 0

MD, JD, MSW 0 0

MA, MS 10 1

BA, BS 2 4

AA, AAS, Certificate 3 15

Education

Other 3 31

None 0 0

Less than 5 1 12

5-10 1 9

11-15 6 14

16-20 3 5

Years

Experience in
field

More than 20 8 11

Full-time: 9/10 months 0 8

                 12 months 19 28

Part-time: 9/10 months 0 4
Status

                 12 months 0 11
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Identified Needs and Allocation of
Resources (3.A.4)

Description and Analysis
Human Resources for student services personnel
and programs are determined on the basis of
identified needs and are adequate to support the
services and programs offered. The College has
added staff in response to WorkFirst and Worker
Retraining funding, Running Start and Tech
Prep, needs of part-time programs, needs of
under-prepared students, and accommodations
for students with disabilities. The College has
addressed those needs by providing additional
programs and personnel.

Financial Resources for Student Services are
determined through the annual budget process.
Student Services has historically been successful
in getting dollar increases necessary to provide
for the emerging needs of students. As personnel
have been added, additional financial resources
and appropriate facilities have been created to
provide the necessary services to accomplish
these goals. In addition, the administration
reallocates the annual carry over funds for one-
time costs, and Student Services competes well
for these funds. They are then used for
equipment upgrades and facility renovations. As
budgets are cut and funds are restricted, the
institutional philosophy has always been to cut
areas that would have minimal impact on the
students. During years when budgets are
constricted, travel, equipment purchases, and
other expenses are cut so that programs and
services that impact students can be maintained
with minimal impact.

Continuous Improvement
Based on the institution’s mission and the
needed resources to support the faculty in
assisting students in job placement, the College
has decided to establish a co-located
Employment Security Office and to further
develop services provided through a Career
Center.

Physical Resources for Student Services continue
to be discussed as planning for a Career Center
develops. Based on the institution’s mission, the
faculty identified a need for additional resources
to support them in assisting students in job
preparation and placement. Efforts to coordinate

placement services with program instructors has
been successful with some programs but has not
developed as thoroughly as anticipated. College
administrators realized the need and reallocated
institutional resources to offer these services.  It
was decided to create a center that includes an
Employment Security Staff person, Career Center
services and a job developer.

Standard 3.B - General
Responsibilities

Identifying and Providing for Special
Needs (3.B.1)

Description and Analysis
Appropriate Student Services resources and
potential interventions and accommodations are
determined through a variety of methods.
Through the admissions and testing process,
students are able to self-identify perceived needs
and interests. This can include students with
disabilities who are encouraged to contact the
Students with Disabilities Counselor. Those who
score below the ability to benefit on the
standardized tests are given additional
advisement that may include encouragement to
enroll in remedial or compensatory education.
The faculty often seek the advice or services of
the Vocational Counselor or other support
personnel to develop strategies with the student
that encourage student success. Additional
interventions include peer tutoring, and the
Student Success classes that are offered before
and after the traditional school day.

Fluctuations in the economy have been a major
driver in the growth of Student Services. The
campus felt a cascading effect that allowed the
hiring of three new counseling positions. These
included a Worker Retraining position, a
WorkFirst position and a Title III counseling
position. The Title III Counselor advises
academically under-prepared students about
remediation and which basic skills class may be
appropriate. Efforts are currently being made to
track student follow-through on this advice.
These additional positions have allowed for
expanded hours of operation and services to
students six days a week. The Counseling Center
is currently open from 7:30 am to 7:30 pm



152Standard 3

Monday through Thursday, Fridays from 7:30 am
to 6:00 pm, and Saturdays from 8:00 am to 4:30
pm. The varied schedule allows part-time
students an alternative way to receive services
without further conflict to their current work or
study schedules.

Continuous Improvement
Student Services plans to study correlations
based on students’ test scores and program
retention rates so that additional intervention
strategies can be developed and used more
proactively. The College applied for and received
a Best Practices Grant (Exhibit 3.5) in order to
track this information. The results will be
available in August of 2003.

Student Participation in Governance
and Faculty Participation in Student
Services Policies (3.B.2)

Description and Analysis
The College utilizes a model of advisory
committees to help guide and shape the
curriculum and delivery of educational skills so
that students are better able to compete for jobs.
Based on this model, a Student Advisory
Committee has been formed consisting of
student representatives from each program. This
group meets monthly with the Vice President of
Student Services, the Director of Financial Aid,
and the Administrative Assistant for Student
Services to help shape and to give input on
issues that affect campus life for students.
Because students have limited time and interest
in additional interactions with Student Services
and faculty, as documented in the Student
Satisfaction Survey (Appendix 3.3), the College
has decided not to have an associated student
body organization. The College uses the monthly
Student Advisory Council meetings and the
results of the Student Satisfaction Survey to
continuously monitor the needs of the students.
The students have responded that they are
currently not interested in having an associated
student body or student governance. In addition,
faculty have not expressed an interest in forming
an associated student body or as serving as
advisors for such an association. Students have

the opportunity to participate in community
events, fundraisers, and in planning and carrying
out College events and activities. Students
participate in institutional governance by serving
on tenure committees of faculty, Adjudication
Committee, and Student Advisory Committee.

Although the opportunities for social interactions
among the students, student services staff and
the faculty outside of the instructional day are
limited, the Student Satisfaction Survey indicates
that 85% of the students are happy with their
opportunities to participate in campus activities.
Echoing the results of the College’s Student
Satisfaction Survey, the February 2003 issue of
Recruitment and Retention cites the results of the
Community College Survey of Student
Engagement completed in 2002. It surveyed
33,000 students at 48 community colleges in 22
states to determine what academic and social
factors are unique to this group of students. It
found that 51 % of the students work more than
20 hours per week, and 32 % of them more than
30 hours per week. Another 17% spent more than
30 hours per week caring for dependents, and
93% spent 6 – 12 hours commuting to and from
class. “As a result, they interact little with faculty
or each other outside of scheduled class hours.”

Continuous Improvement
The College has responded to student and
faculty interest in establishing an Honor Society.
Every year, eligible students participate in All
Academic USA, which is sponsored by Phi Theta
Kappa. Through research, the College
determined that the National Vocational-
Technical Honor Society would meet students’
needs. A faculty member volunteered and was
selected to serve as the Faculty Advisor as the
honor society is established beginning in the fall
of 2003. This society will offer the students the
opportunity to receive letters of recommendation
and honorable mention on their transcript, which
will be helpful to students when they pursue a
four-year degree.
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Students’ Rights and Responsibilities
(3.B.3)

Description and Analysis
The College strives to provide a safe, positive
learning environment for all students by
outlining their rights and responsibilities in the
Student Handbook. This document also lists
procedural steps to ensure due process and
compliance with Washington State law. Policy
statements relating to students are published and
distributed to all students receiving a college
application. These policies are included in the
Procedures Manual that is distributed to all
faculty and staff. The Student Handbook is
distributed to students at the beginning of each
quarter and at the beginning of the academic
school year. It contains the policies regarding
procedural rights and academic honesty,
including a list of websites that offer examples of
appropriate and inappropriate ways to cite
references.

Student Safety and Security (3.B.4)

Description and Analysis
Emergency Action Procedures, a campus map,
and an Evacuation Plan is posted in each
classroom. As false alarms or other alarms occur
in each building, the emergency response team
uses these events to practice emergency
evacuation procedures. Each classroom is to
evacuate and meet in a specific location where
the instructor takes roll and reports to the
command center. The Childcare Center is the
only building that has regularly scheduled drills.
The campus has two full-time and one half-time
security officers who try to maintain a high-
profile on campus. Security officers can be
reached by radio, pager, and by phone
throughout the day. The College has contracted
with an alarm company, which monitors the
College’s fire and burglar alarms 7 days a week,
24 hours a day and reports any incidents by
pager to the security officers.

College Catalog and Student
Handbook (3.B.5)

Description and Analysis
Every attempt is made to provide clear and
concise information about the College and its
programs in a timely and informative manner.
Information about admissions, registration,
degree requirements, testing, advising, financial
aid, student conduct, grievance procedure,
academic honesty, and student rights and
responsibilities are published on the RTC
website, in the Catalog, in the quarterly class
schedule (Exhibit 3.6), and the Student
Handbook. In addition to these publications, the
Public Information Office advertises the College
through the following mediums: reader boards,
displays, events, informational videos, radio,
television, and newspapers.

Appropriateness, Adequacy and
Utilization of Student Services (3.B.6)

Description and Analysis
Student services personnel meet to discuss
logistics of student service events each Tuesday.
After each event, evaluations of the service are
reviewed to make appropriate changes for the
subsequent one. Once a month during the
Student Services meetings, the deans of the
College announce the activities and discuss the
needs within each instructional area. During the
weekly meetings, Administrative Council,
community resource spokespersons and faculty
are invited to participate, inform or share
information with the Student Services staff.
Cross-training to learn the different functions of
the Student Services area are also discussed
during these meetings. The results of the Student
Satisfaction Survey and other evaluations that
are used throughout the year are reported and
discussed.

Registration, the Bookstore, the Testing Center,
and Vocational Counseling are available during
day and evening hours to better accommodate
the variety of current and prospective students’
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schedules. Registration services are also available
at a number of off-campus sites. The Testing
Center and advising services are also made
available during the evening and every Saturday.
The Bookstore is open late during the week and
on Saturdays at the beginning of each quarter to
meet the increased student need. Personnel in
Student Services make scheduled visits to off-
campus locations to help with registration and
career counseling, and to work with the
instructional staff to provide them with up-to-
date information on programs and on the current
job market. Providing these services at centers
that are more convenient to the potential or
current students allows the students to make
informed and appropriate decisions regarding
their training and education.

Standard 3.C – Academic
Credit and Records

Evaluation of Learning and the Award
of Credit (3.C.1 – 3.C.3)

Description and Analysis
Course credit is determined by the standards and
formula that have been established by the State
Board for Community and Technical Colleges.
Course criteria are based on specific
competencies that are taken from industry and/
or nationally published skill standards for the
industry. The courses are graded quarterly.
Grades are entered into student records directly
by the instructor or manually by a registration
clerk with a built in second check to ensure
accuracy. Academic records are secure and
comprehensive.

The Department of Instruction works with the
faculty and the deans to develop and approve
courses within each instructional program for
submission to the state for approval. The course
competencies are reviewed and revised on a
three-year cycle per Procedure 13008.02.

The level of proficiency for each competency is
determined by current practice in industry,
appropriate code, and accrediting or certifying
body. The course descriptions are published in
the College Catalog and additionally in the

course syllabi. The objectives and grading criteria
for each course are clearly articulated to the
students.

Students are made aware of certificate or degree
options through school publications such as
program information, the Student Handbook, the
Catalog and the RTC website; and through
student services staff during the student
orientation. Degree options may be discussed
more in depth with faculty. Information about
the procedure to challenge courses based on
prior experience, training, or education, or about
testing out of the General Education requirement
is also published in the Student Handbook, the
College Catalog, and through the vocational
counselors and faculty.

College transcripts reflect not only credit value
and grade for each course but also clock hours.
Credit (consistent with the Glossary definition) is
defined on the back of the transcript (Exhibit 3.7).
Some course offerings are not tied to full-time or
part-time programs that lead to a degree or
certificate. These courses are typically offered
because local employers have expressed a need
for their employees to upgrade their skills. The
courses are then designed to accommodate
working professionals who want to continue in
their career paths by upgrading their skills,
building additional knowledge, and staying
current with industry practices. These courses
are non-degree bearing and are designed to
allow students to be lifelong learners.

Transfer of Credit (3.C.4)

Description and Analysis
There are three levels of evaluation and review of
previous education and experience. The first
level is for students entering full-time training
programs who indicate a desire to be considered
for advanced class standing in program specific
courses outside of General Education classes.
These students can have previous credit
evaluated by the program faculty and dean
through Procedure 21002.04. Advanced class
standing is determined through the evaluation of
previous training, industry experience, or
military experience, and such training is
documented by the faculty and becomes part of
the student record.



155 Standard 3

As more students are pursuing the Associate of
Applied Science degrees, there are more requests
for transfer of credits and advanced placement in
the College’s training programs. To ensure that
all credits are transferred and evaluated
equitably, the Transfer Credit Evaluation Team
was established. The Transfer Credit Evaluation
Team, composed of Registration and Student
Services personnel, was established to evaluate
the transferability of previous credit earned in
General Education courses. This has been very
successful and has provided a clear process that
students follow to have their transcripts
reviewed and credits granted. The Team makes a
recommendation to accept or reject credit.

Finally, the Team may also review and
recommend acceptance of program specific, non-
General Education credit, which can be applied
towards an evening certificate or degree
program. After review and recommendation, the
file is forwarded to the dean, who has the
opportunity to review the Team’s final
recommendation.

Continuous Improvement
With the increased number of students enrolling
due to area company layoffs, the College is also
experiencing an increase in the number of
students requesting advanced placement in full-
time training programs. Although many faculty
are familiar with the procedure to grant
advanced placement, additional training will be
provided to those faculty that are relatively new
to this process to ensure complete understanding
of this procedure.

Security of Student Records (3.C.5)

Description and Analysis
The student records system is centralized in the
Registration Office area. All student data are
entered into the computer system and
maintained in individual student files in the
records room. Student records are currently
maintained electronically and are optically
scanned and microfiched as they become
inactive. A working copy of the microfilmed
records is maintained in the Registration Office;
the original copies are stored in a separate
building in fireproof vaults. The Registrar
authorizes the use of these records and keeps all
records in a secure location. Adequate storage

space and protection exist for student records at
the present time. The Registration and Student
Services staff must receive special training,
demonstrate a need, and are given appropriate
access based on the request and their
corresponding job function in order to maintain
the appropriate level of security regarding
student records. Registration and Counseling
staff have received Family Education Rights and
Privacy Act (FERPA) training (Exhibit 3.8). The
informational release policy respects the
confidentiality and ensures the privacy of
student records.

Continuous Improvement
In an attempt to provide additional access to
faculty, a training session is being developed
which will provide instructions for access,
additional FERPA training and a discussion on
ethical use of student information to those who
indicate a desire to have access to the Student
Management System (SMS). This will allow
faculty to review their students’ transcript
information and quarterly registration
information.

Standard 3.D - Student Services

Student Admissions (3.D.1)

Description and Analysis
The mission of the Admissions/Registration
Department is to serve the community and
support the connection between the educational
process and careers by providing professional,
unparalleled customer service through
commitment and enthusiasm. (Each
department’s mission and goals can be located in
Exhibit 3.9). The College is open to individuals
18 years or older and to qualified students 16
years and older through the Running Start and
Tech Prep programs. Programs which may have
prerequisite skills or course requirements, such
as GED or high school diploma, or specify the
ability to benefit test scores on one of the
standardized tests are published in program
fliers, the College Catalog, quarterly schedules
and on the College website. The Registrar’s
Office coordinates the admissions process and
ensures that students meet the necessary
prerequisites. Students may be placed on a pre-
registration list, depending on the program and
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time of year. The student pays for the course and
is sent a welcoming letter and invitation to
attend the Student Orientation.

Programs that have specific health requirements
clearly advertise them, and students are
appropriately advised. Emergency contact
information is collected during the admission/
registration process. Faculty invite students to
confidentially disclose any health conditions that
may require emergency attention.

Characteristics of the Student Body
(3.D.2)

Description and Analysis
At the time of registration, information regarding
student demographics, prior educational
experience, and their goals regarding training
and employment are collected. This information
is used to direct recruitment activities and
advertising, as well as to track student retention.
Based on information reported by the City of
Renton, the College is serving students that
reflect the community with two exceptions
(Appendix 3.4).  A greater number of people of
color are enrolled at the College than what is
reflected in its service area. However, Renton has
a rapidly growing Hispanic population that is
not reflected in the College’s student body.
Unlike other community and technical colleges
in the state, Renton Technical College has 52.7%
male in its full-time training programs. The RTC
student body average is 28 years of age, which
indicates the College is meeting the community
needs for training a wide age range of
individuals. Although most of the full-time
programs operate between 7:30 am and 3:00 pm,
second sections of programs are being offered
from 3:00 pm to 9:30 pm to attract students that
cannot attend during the day. The College
continues to seek new and different forums to
expand the diversity on campus.

The College mission statement guides all
recruitment and outreach activities per
Procedure 20100. Many of these activities are
based on the current local economy and the
populations that are served by a variety of
worker retraining programs. As part of
recruitment, advertising and promotion
materials are developed by the Public

Information Office (PIO). Although the Public
Information Office is not directly involved with
Student Services, it does help to promote the
activities of Student Services. The College
mission also guides each department within
Student Services as it provides a service that
supports the learning environment and supports
student achievements through communication
and the coordination of activities.

The College mission is to prepare a diverse
student population for work. Vocational
Counselors and Student Services staff attend and
recruit at evening career fairs, employment job
fairs, parent nights or post-secondary nights,
through high school tours of campus, and
classroom visitations by interested parties. The
College also recruits students through Try-A-
Trade events.

The College works with a variety of community-
based organizations such as the YMCA/YWCA,
WIA, and the Refugee Federation to recruit non-
traditional students. It also works with
government offices such as WorkSource, a one-
stop employment center for employers and job
seekers sponsored by Employment Security, and
the Department of Social and Health Services to
serve those in worker retraining programs
because of layoffs, or because they are dislocated,
unemployed and underemployed individuals
who may also be low-income and wage-
progression participants. Some programs are
offered because of special funding which may be
designated to serve a certain population.
Requirements for those programs are published,
and students are recruited from appropriate
community organizations. The Renton School
District has a five-year “Gear-Up” grant to
prepare elementary and middle school students
to plan for post-secondary education. All of the
district’s seventh graders participate by
attending a series of professional technical
experiences on campus. It is hoped that this will
pay long-term dividends in increased Tech Prep
and Running Start enrollments.

The Registration Office is open from 7:30 am to
8:00 pm, Monday through Thursday and from
7:30 am to 4:30 pm on Fridays. These hours of
operation allow the department to provide
service to both day and evening students. Two
computer kiosks are maintained in the
registration lobby, which provide self-service to
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students wishing to view their unofficial
transcripts and class schedules, to make financial
aid inquiries, and to provide web admission and
registration capability. Students have responded
positively to the provision of these services. In
order to continue to address customer service
and student concerns, the department reviews
the results of the Student Satisfaction Surveys to
determine what might be done to address
concerns. In addition to that process, a
suggestion box will be placed in the lobby to
review comments provided throughout the year.

Currently, recruiting efforts have produced more
students than can be accommodated on campus.
This may be attributed to the sluggish economy
that has resulted in plant closures and layoffs.
Knowing that this is only one swing of the
pendulum, the College continues to examine
how it can meet the current needs of the student
population while preparing for the opposing
swing of the pendulum. The College does this by
examining those programs that may have low
enrollment or difficulty in placing students in
jobs to ensure that the current operational budget
is being efficiently spent to serve the greatest
student need and therefore fill the demands of
the local economy.

One program provided to help ensure the
success of RTC students is the Childcare Center
program. The mission of the Renton Technical
College Childcare Center is to provide students,
staff and community with high quality,
developmentally appropriate, culturally
sensitive, inclusive childcare and early learning
services while they attend school and work.
Additionally, the Center serves as a practicum
site for student teachers from the Early
Childhood Careers program, which allows future
teachers the opportunity to work with children
under the direct supervision of professional,
experienced staff.

The philosophy of the Renton Technical College
Childcare Center is to provide an environment
for young children that is nurturing, educational,
healthy, safe, and fun. An abundance of research
indicates that children learn best through play
and that quality playtime is paramount to their
development. Consequently, each classroom is
carefully designed to create interesting, inviting
play environments that are conducive to

learning. The daily schedule is planned to
provide a balance between active and quiet
activities, between teacher-directed and child-
initiated activities, and between large group and
small group and individual activities. The
curriculum is planned to support each child’s
growth, development and learning in all areas of
his/her development, including social,
emotional, physical, and intellectual/cognitive
growth. The daily routine is designed with
consistency and predictability to enhance the
children’s sense of comfort and safety.

Children are provided with many opportunities
to experience success, so as to help them see
themselves as competent learners. Childcare
Center personnel provide acceptance and
support to allow every child to feel a sense of
belonging. Staff continually model positive
behavior, clear communications, and problem
solving strategies for the children.

The Childcare Center is located on the far
northeast corner of the campus in Building M. It
serves children ages 12 months to 6 years. The
hours of operation are 6:30 am to 5:00 pm.
Homemade, nutritious meals and snacks are
prepared on site by a professional cook. The
tuition is $29-$33 per day, depending on the age
of the child, and the program accepts childcare
subsidies and grants. The Center accepts full
time enrollments only (five days per week). The
Center includes four classrooms, which are
organized according to childrens’ age and
development (Table 3.3).

Policies of the Center are set by the Executive
Vice President of Administration and Finance
and the Childcare Manager. The Center meets or
exceeds all licensing requirements of the state of
Washington for childcare centers, and is
periodically inspected by the Licensor, Fire
Department and Health Department.

Table 3.3  RTC Child Care Center Enrollments

Class
Class

Size

#

Teachers
Adult:Child

Young Toddlers 14 2 1:7

Older Toddlers 14 2 1:7

Young
Preschool

10 1 1:10

Pre-Kindergarten 20 2 1:10
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During 2003, the program plans to initiate the
self-study process toward accreditation with the
National Association for the Education of Young
Children (NAEYC) (Exhibit 3.10). This process
includes a detailed self-assessment based on
objective criteria, extensive surveys from parents,
staff and administration, and a lengthy
verification process with one or more official
validators. In 2005, the Center will be re-licensed,
which is another detailed process involving
interviews, inspections, checklists and plans for
improvement.

Continuous Improvement
In preparation for the fulfilling the needs of the
future student population, Student Services has
discussed developing a Student Ambassador
program that would help the College to market
programs to a diverse community. Through
delivery of this program, future students will
hear personal stories about how training for a
vocation or profession at RTC is well worth the
efforts. By reaching out to the diverse
community, the College will also be reflecting
that diversity here on campus.

The Student Satisfaction Survey reported that
some students waited in long lines at the
registration counter, and at times they waited for
a service unnecessarily. The staff from Financial
Aid, the Registration Office, and Counseling
have responded to this by questioning students
waiting in line, to make sure that they were
waiting for an appropriate service or by
redirecting them to the appropriate person or
department. These efforts appear to be working,
and it has made fall and winter registration lines
move faster and with less student dissatisfaction.
Although online registration was recently
implemented as an alternative way to register,  it
was determined that telephone registration was
not cost effective.

The College is in dialogue with the K-12 system
through the Tech Prep Consortium to provide
additional training opportunities. Therefore the
College is looking at developing and offering
more classes either on campus or in the high
schools that will provided increased
opportunities for the students to access RTC.
Instruction and Student Services are working
collaboratively to extend articulation agreements
with other schools at both secondary and post-

secondary levels. Student Services usually work
with high schools through Tech Prep and
Running Start, while the Instruction Division
works to establish transferability of course work
and articulation agreements.

Renton Technical College has always done a
good job of inviting students to come to campus
to visit programs and instructors. This works
very well with the group that can be
accommodated by College personnel. However,
there are some students who visit during the day,
and certainly those that come during the evening
and on Saturdays, that do not have the same
opportunities to meet with someone and receive
personal attention. Therefore, Student Services is
looking at providing kiosks that will have a
continuous loop video to provide information
about programs, the steps necessary to register,
and a quick orientation to all of the services
offered and how to access them. The video
certainly does not replace the personal attention,
but it will make College programs and the
campus community more inviting to the
prospective student.

Student Placement and Ability
to Benefit (3.D.3)

Description and Analysis
Renton Technical College recently implemented a
required assessment policy. This policy requires
that all full-time students be tested prior to
completing the registration process. After testing,
students are advised based on their test scores
about the appropriateness of their current skill
ability with the established ability to benefit
score. Students are encouraged to seek
remediation prior to beginning a vocational or
technical program in order to increase the
probability of success. Students encountering
difficulties are made aware of resources and
interventions available to them once they have
begun their vocational or technical program.
These interventions may include the Peer
Tutoring program and College Success courses
that are available both before and after school.

Continuous Improvement
The College is also considering establishing some
specific courses that students may enroll in as a
result of testing below the ability to benefit scores



159 Standard 3

on the ASSET or COMPASS tests. Currently,
these students are advised to enroll in Basic
Education courses to improve their skills. The
College does not have a clear communication
pathway to articulate areas of academic
weakness. This means that staff need to retest
each student to determine his or her needs. This
is further complicated by the fact that staff do not
receive documentation of a student’s
improvement after remediation. Perhaps specific
course work needs to be developed for pre-
college level classes (English 098 or Math 086, for
example) so that students and others can
document progress. With specific courses
designed in math, reading, and writing at the
remedial level, student transcripts will more
clearly reflect a student’s placement and progress
in these areas.

With time, the College will be able to track
student persistence to determine whether there is
any correlation between student persistence and
the current ability to benefit cut scores, which are
quite low for many of the programs. Therefore, a
committee is being established that includes the
program dean, faculty, and Student Services staff
to evaluate student grades and retention rates
relative to the test scores from one of the
standardized tests (Appendix 3.5). If a correlation
can be established, different cut scores may be
established for individual programs, student
advising can be strengthened, and student
retention rates could be increased. In addition,
this information will guide the College in
providing appropriate proactive interventions.

Continuation, Termination
and Appeals (3.D.4)

Description and Analysis
Renton Technical College publishes its policies
regarding student performance, continuation in
or termination from its educational programs,
student attendance, and student conduct in the
Student Handbook. Included in the handbook
are the students’ grievance rights, as well as
appeal rights. Students who choose to re-enroll
or who request to be readmitted must follow the
established procedures.

Graduation Requirements and
Student Right-to-Know Act (3.D.5)

Description and Analysis
Institutional and program graduation
requirements are stated clearly in the College
Catalog, in program brochures, and on the RTC
website, and are consistently applied in both the
certificate and degree verification process.
Appropriate reference to the Student Right-To-
Know Act is included in the required
publications. It is referenced in the Student
Handbook, the College Catalog, and the
quarterly schedule.

Financial Aid (3.D.6 – 3.D.8)

Description and Analysis
The mission of the Financial Aid Office is to
provide access to educational programs by
offering financial assistance to students who are
seeking a certificate or degree and who may not
otherwise be able to afford the cost of higher
education.

The Student Financial Aid Office provides
financial aid in the form of grant assistance,
employment, scholarships, low interest loans and
veterans educational benefits. Any student in an
eligible program may apply for financial aid. The
Financial Aid Office uses a “gift equity”
packaging formula, which ensures equitable
awarding without regard to any student factors
other than financial need. This formula awards
gift aid prior to awarding loans in an effort to
reduce student indebtedness.

Each staff member has a working knowledge of
the rules and regulations governing the
eligibility requirements for federal and state
financial aid. Students are assisted on a walk-in
basis, with referrals to the Program Coordinator/
Assistant Director/Director, where appropriate.
The Office utilizes the Department of Education’s
Electronic Data Exchange (EDE) software to
establish student financial aid eligibility. Due to
this latest technology, the time it takes to process
and disburse a student’s financial aid is minimal.
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Mandated federal and state reports ensure
annual audits of all financial aid awarded.
Specifically, the Fiscal Operations Report and
Application to Participate (FISAP) and Unit
Record (state) reports mandate an accounting for
every dollar awarded, to include edits to
challenge perceived discrepancies. To date, no
FISAP or Unit Record reports have been
contested or rejected.

The College monitors its student loan programs
and the institutional loan default rate on a yearly
basis. (See Exhibit 3.11 for all Financial Aid
documentation). The Office utilizes the new
online cohort default rate website in order to stay
apprised of the College’s status. Stafford Loan
workshops are scheduled at least twice a month
and conducted by financial aid staff. The sessions
provide information on all aspects of borrowing,
including current interest rates, maximum
amount available, loan fee, grace period,
satisfactory progress requirements, repayment
options, forbearance and consolidation. All
student borrowers are required to attend a loan
counseling workshop before the loan application
is certified. Exit counseling is required for all
student borrowers prior to completion of their
program. If students leave school without
attending, an exit packet is mailed to their home.

The Financial Aid Satisfactory Progress Policy is
included with each student award packet as well
as advertised via the College website. Brochures
are also available at the Financial Aid Office front
counter. Satisfactory progress is measured by
quarterly grades and monthly attendance. The
financial aid progress standards are as strict as
those applied to non-financial aid recipients. An
appeals process is available to students to
explain why they were unable to meet the
Financial Aid Satisfactory Progress Policy.

The number one priority of the Financial Aid
staff is to assist needy students by providing
access to financial aid. This goal is accomplished
by being accessible and responsive to all student
questions and concerns. Each staff member
within the past year has participated in at least
one training opportunity at either the federal,
state, or institutional level. Comprehensive
financial aid advising is provided in a
confidential manner, and written consumer
information is shared regarding all available

financial aid resources. The Financial Aid staff
makes presentations at the New Student
Orientations three times a year and at other times
upon request.

The Financial Aid Office utilizes the most up-to-
date technology to process applications, deliver
funds and maintain accurate records. The
Student Aid Financial Evaluation and Record
keeping System (SAFERS) software is utilized by
all 34 public Washington State community and
technical colleges. SAFERS is a comprehensive
system which provides support for all major
areas within the financial aid office including
student need analysis, document tracking,
awarding, automatic packaging, job scheduling,
and program reconciliation.

In addition, the Department of Education has
developed EdExpress, software used by all
institutions of higher education that participate
in the Pell Grant program. Using this system,
RTC financial aid staff can complete electronic
applications and corrections for students and
transmit the data to the DOE via secure Internet
connection. The turn-around time is much
quicker than mailing off the paper application
form and gives the College the ability to award
and disburse student aid in a timelier manner.
EdExpress software is also used to report Pell
Grant expenditures to DOE and draw down
funds for reimbursement.

The Financial Aid Office is responsible for the
awarding and reconciliation of all federal and
state financial aid funds. In the past year, audits
were performed by the State Auditor’s Office, the
Veteran’s Administration, the State Board for
Community and Technical Colleges, and the
Workforce Training and Education Coordinating
Board. There were no findings in the audits and/
or compliance surveys.

The Financial Aid Office continues to work
closely with the Renton Technical College
Foundation in the coordination and awarding of
student scholarships. The Foundation compiles a
list of available scholarships each quarter and
posts them to the College website. Most awards
cover tuition costs for one term. The total
scholarship dollars available have gradually
increased over the past three years as the donor
list has grown. The scholarships have made it
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possible for some students to get through the
year without finding it necessary to apply for a
student loan.

It is the philosophy of the Financial Aid Office
that personal service is the key to maintaining a
low default rate. Currently, the number of
student loan borrowers at Renton Technical
College is manageable in comparison to many
other colleges. The Financial Aid Office has
increased its efforts to ensure that prior to
leaving the College, students understand all the
options that are available to them to avoid going
into default. To accomplish this goal, personal
exit counseling is offered to the students.
Through these smaller, informal exit sessions,
students have the opportunity to meet one-on-
one with the Assistant Director or Program
Coordinator to discuss the personal status of
their loans. The student’s loan information is
reviewed in depth discussing the lender, amount
borrowed, interest rate, date repayment will
begin, minimum monthly payment, length of
loan, deferment and forbearance, and
consolidation.

Continuous Improvement
The fact that the front counter/reception area is
open and accessible to the public is good when
providing students with general information and
taking in their paperwork. However, when
students have personal issues to discuss, the
number one priority is the protection of the
students’ privacy. There are plans within the next
year to relocate the Financial Aid Office to a less
public area but still within the proximity of
Student Services. The new configuration should
provide more confidentiality for students
receiving financial aid.

New Student Orientation (3.D.9)

Description and Analysis
Quarterly advertisements invite all potential
students to attend and ask questions at Getting
Started Meetings. These meetings allow for
potential students to become acquainted with the
College and understand the admissions and
registration processes. At this meeting, students
have the opportunity to ask specific questions
about a program or have their needs addressed.

Once a student has registered for a full-time
training program, Renton Technical College
invites him or her to attend a New Student
Orientation offered prior to the fall, winter, and
spring quarters. As part of the orientation,
students have the opportunity to form new
associations with students who are in the same
program and with those who are studying in a
similar occupational field. Students participate in
ice-breaker activities and are encouraged to
challenge themselves by moving out of their
comfort zones.   Students are provided with
information about a variety of student services,
have the opportunity to meet instructors, deans,
and counselors, and are offered a tour of the
campus including individual classrooms.
Students are invited to share their concerns about
disabilities and possible accommodations
through a confidential questionnaire that is
returned at the student’s convenience to the
Disabilities Counselor in Student Services.

Some programs or divisions offer additional
orientation services because they do not follow
the College schedule, such as WorkFirst
programs and Job Skills for Trade and Industry/
ANEW.  Other orientations target different
student populations such as those entering in the
Running Start program and evening students.
One instructional division offers an additional
orientation that is more industry specific because
of defined program prerequisites and specific
accrediting agency standards.

Continuous Improvement
The students who attend the New Student
Orientation evaluate the event as being enjoyable
and helpful and report that they are very
satisfied by it. As part of an evaluation of
services, it has been determined that 90% of
those students who attended the orientation
finished that quarter and registered for classes in
the subsequent quarter. The only short-coming of
the orientation is that students attend it
voluntarily, and only 47% of new students
currently choose to come. The orientation is not
mandatory because many programs currently do
a first day orientation, and most departments are
now looking at doing a full department
orientation the first day of class. Based on initial
research, Student Services and the Retention
Committee are continuing to collect and analyze
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additional data to determine whether the New
Student Orientation is a strategy that directly
affects the College’s retention rate. If the data are
conclusive, Student Services will determine how
more students could be encouraged to come.

Until data are conclusive, Student Services is
considering additional strategies to reach out to
the remaining 53% of the students who choose
not to attend a New Student Orientation.
Another strategy has the counselor visit each
classroom of his/her assigned program area
within the first two weeks of each quarter.
During the visit, the counselor would introduce
him/herself and review some of the more
important material from orientation, distribute
the Student Handbook and parking stickers, and
answer any unanswered questions.

The College recognizes that the New Student
Orientation is offered only to full-time students.
Currently the Student Services department is
researching additional ways to orient the other
populations that attend RTC, such as an evening
orientation, and an orientation that could be
accessed through the web.

Academic Advisement (3.D.10)

Description and Analysis
The Vocational Counselors advise prospective
students on the variety of training programs.
Through assessments and skill inventory tools, a
student’s interests, aptitudes, and needs are
determined. Instructional programs that fall
along the same line as those interests, aptitudes,
and needs are presented. The prospective
students are encouraged to take campus tours,
visit programs, and observe individual
classrooms.

The College continually strives to identify the
needs and characteristics of its student body. A
large portion of the student body is under-
prepared to perform at a college level as
established in the Title III grant (Exhibit 3.12).
Some students have been away from the
academic setting for some time and are therefore
unsure of their academic skills. Their study
habits are often underdeveloped, and their self-

confidence levels are sometimes low. Another
portion of the student body comes from other
countries and speaks English as their second
language.

Vocational Counselors are able to advise students
about which program to study or which option,
the certificate or degree, would be appropriate
based on an individual’s interest, current ability
and past experience, and professional and
personal goals. Counselors are assigned to a set
of programs for a period of two years. They
develop a working knowledge of each program,
including the expectations of the faculty, and the
physical demands of the profession. After two
years, the counselor is rotated to another set of
programs for another two-year period. This
provides the student with a counselor that
knows the instructor and the rigors of each
program, and, over time, a team of counselors
that are knowledgeable of all programs at the
College. Additionally, by having assigned
counselors, the campus operator can
appropriately direct incoming phone calls from
students.

Special Services Provided by
Vocational Counselors
The Running Start counselor coordinates
services for high school juniors and seniors to
attend college-level classes, tuition-free, and earn
both college and high school credits. The
counselor provides them with appropriate case
management.

The Tech Prep counselor coordinates services
that are part of the South King County Tech Prep
Consortium that allows students to get direct
RTC credit for specific skills they have learned
while in high school.

The International Students counselor assures
that all immigration documentation is complete,
that the students are tested, placed, and
registered in the appropriate remediation and/or
training program and maintains appropriate case
management.

The Students with Disabilities counselor
ensures that services for students with
disabilities is made available and known to the
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student population through the Student
Handbook and student orientations, and
provides students with the opportunity to self-
identify and seek possible accommodations.

The Multi-Cultural Committee has promoted
cultural diversity through published calendars of
events, displays based on national days of
celebration or awareness, and postings on
bulletin boards in public areas. Students can seek
opportunities to gather, celebrate, or promote
their interests. Such events are coordinated
through the counselor assigned to this
committee.

The Worker Retraining and WorkFirst
Counselors work with low-income,
unemployed, laid-off, and displaced workers to
coordinate assistance with documentation and
funding to attend training programs.

Continuous Improvement
The counselors have many responsibilities. Each
group of students seems to have greater needs
than the previous group. After evaluating the
advising responsibilities, it was decided that a
considerable portion of time spent by all
counselors was dedicated to career counseling.
Career counseling includes advising prior to
registration, advisement during training, and
assistance given at the end of training. Therefore,
it was decided that a Career Center that could
assist both students and the counselor made
good sense. In February of 2003, the College
reassigned personnel and dedicated necessary
resources to develop a Career Center.

The Career Center will be located next to the
Testing Center. Students who are interested in
vocational or technical training but need
additional assistance in determining which
program(s) are suitable based on interest,
aptitude, and current and future needs and goals
can stop in and participate in online interest
inventories. Program information including
possible careers, job outlook, financial earning
and education requirements will also be on hand
to help students make a well-informed decision
about training. The Career Center will also
provide workshops and information about job-
hunting, and the writing of cover letters and
resumes. Eventually, many services will be

provided to the faculty, counselors, students and
alumni from this center.

Career Counseling and
Placement Services (3.D.11)

Description and Analysis
The primary responsibility for job placement of
professional technical graduates rests with the
program faculty (RTC 26003.01, Exhibit 3.1).
Faculty are the most knowledgeable of both their
students’ abilities and, and through their
relationships with employers and advisory
committee members, job opportunities in their
field. Additional assistance in career counseling
and job placement is provided to faculty and
students by the Job Service Center.

The College has had a Job Service Center for the
past seven years. The Center was co-located with
Renton WorkSource and staffed on a less than
full-time basis. Services were restricted to
students who were currently enrolled in a
vocational or technical program. As funding
became more restricted, the types of students
that could be served also became more limited.
Most recently, worker retraining students were
given assistance to be successful in reaching their
educational and career goals by providing
employment and/or job training counseling.
Assistance to all other students was limited and
was typically referred out to other WorkSource
partners in the area.

Because the College’s mission statement says
that the College exists to meet the “employment
needs of individuals, business, and industry,”
and because responses from the Student
Satisfaction Survey indicated that job service
assistance was an unmet student need,
establishing a full-service Career Center became
a priority.

Continuous Improvement
The College Career Center is in development,
and a Director for the Center was hired in
February 2003. There are three main functions of
the Center that are anticipated being offered
during three time phases: prior to registration for
a vocational/technical program, during training,
and after program completion.
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Career Center services that will be provided
prior to registration will include interest
inventories that can be completed either online
or through traditional methods. The results of
the interest inventories will help direct students
to possible careers and training programs that
match current aptitudes, interests, and skills.
Additionally, information will be kept in the
center about current job outlook in the local
market and statewide regarding hiring trends,
compensation, descriptions about current
educational or training requirements, and brief
descriptions of current job responsibilities.
Having this information and the test results prior
to registering will help a student to make an
informed decision about which training program
to pursue. Receiving information about an area
that matches current abilities will allow the
individual to pursue a new career direction to
meet professional and personal needs and will
help the student to select an appropriate
program, and stay motivated and confident.

During a student’s training, the Career Center
will provide assistance to both students and
faculty. The Career Center will help students to
prepare themselves for work by offering job
preparation materials, job fairs, scheduled
workshops, and individual assistance. To serve
the campus community more effectively, faculty
who request additional resources and up-to-date
information will be invited to attend workshops
or make individual or program appointments.
Currently, each program has a course or
module(s) that the instructor has developed to
prepare students for job search, applications,
resumes, interviewing, customer service skills, in
addition to co-ops and externship opportunities.
Each faculty is aware of industry needs as well as
individual company needs through his or her
work in the field, Advisory Committee input,
and Back-to-Industry experiences. However,
faculty have been away from industry for
varying periods of time and may not have the
time or the ability to access accurate information
and current job preparation culture. By working

directly with the Career Center employees, they
will be more empowered to work with their
students and better equipped to assist them in
job placement.

For students who have completed a training
program, the Career Center hopes to hire a job
placement specialist. The job developer or
placement specialist can work with students who
have finished their training program and are still
looking for work. This individual can also
provide assistance to College alumni who may
just need to update their job search materials.

Health Services (3.D.12)

Description and Analysis
The College has no provision for emergency
health care. Students needing immediate care are
transported to a local health care center via
ambulance or aid car. Students are able to
purchase low cost accident and health insurance
coverage.

All instructional faculty, in addition to many staff
and administrators, hold current first aid and
CPR cards. Each classroom is stocked with a first
aid kit and has emergency evacuation and
procedures clearly posted. Each building has an
emergencies survival bag that may be used in the
absence of immediate emergency aid response.

Students who are interested in non-emergency
and routine dental care may visit the dental
clinic. Students may also participate in clinics
that are held for massage therapy. Each clinic
charges a small fee for the care, and does a
thorough screening of the patient’s health to
ensure that the services at the College are
appropriate and will do no harm.

Current student health information of only those
individual students with known health problems
is maintained in the individual student’s file. The
College has no plans for the establishment of a
student health services center because RTC is a
non-resident training institution, and excellent
emergency medical services and facilities are
readily available.
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Housing (3.D.13)

Description and Analysis
Student housing is not provided on campus.

Several apartment complexes are located within
walking distance of the campus. Student Services
works with the apartment management and
maintains a file of local apartment costs for
student convenience. A bulletin board where
postings offering or requesting housing was
established in the Campus Center making
student connections to community resources
more accessible to students. Staff and faculty are
also given a community resources posting where
community resources can be obtained.

Food Services (3.D.14)

Description and Analysis
The Culinary Arts and Professional Baking
Programs along with the Food Service
Department provide students with daily
breakfast, coffee break, lunch and snack bar
services from 6:30 am to 2:45 pm Monday
through Friday. Students have a variety of
wholesome food outlets to choose from. They
include the Culinaire Express, Culinaire Room,
Express Dining, and a Bakery. The Culinaire Express
is cafeteria style dining offering morning
breakfasts from 7:00 am until 10:15 am daily.
Lunch consists of a choice of several entrees,
sandwiches, soups, and a self-serve salad bar
from 11:15 until 1:00. The Culinaire Room is a full
service table-side restaurant offering fine dining
luncheon cuisine, from 11:15 until 1:00. Express
Dining is a fast food style outlet offering wraps,
burgers, fried foods, and a daily healthy menu
choice from 11:15 to 2:45 daily. The Bakery
services include coffee, pastries, donuts, cookies,
and specialty cakes offered from 7:00 am until
1:00 pm.

The College provides high quality food through
varied delivery systems at a reasonable cost to fit
the majority of students’ budgets. Food Services
goal is to serve the many different needs of the
College’s students. Services have changed as
students’ needs have changed. Continued
flexibility is the key to continued Food Services’

success. A suggestion box is located in the main
dining area where comments and suggestions
can be made. These comments and suggestions
are reviewed on a regular basis and incorporated
once it is determined that there is sufficient need
and that it is economically feasible to do so.

Co-Curricular Activities and Programs
(3.D.15-17, 19)

Description and Analysis
The College has no inter-collegiate athletic
program, and based on the results of Student
Surveys and through the Student Advisory
Council meetings there does not appear to be a
current interest in these activities.

Students are not prohibited from gathering or
forming support groups around like interests or
needs, or cultural identity. Because there is no
organized student body, it is difficult to sustain
student organizations and support groups.

The College does not have co-curricular activities
or programs. The absence of any program is due
to the fact that most students are in classes all
day. Many of RTC’s students have other
obligations such as jobs and/or children.
Therefore, co-curricular activities have not been a
priority to students; and thus, they have not been
developed by the staff. A review of the College
mission statement confirms this decision. This,
again, is an area that is frequently reevaluated as
the student population is ever changing.

Bookstore (3.D.18)

Description and Analysis
The Bookstore is a self-supporting, not-for-profit
business owned and managed by the College to
provide students, faculty, and staff with
textbooks, supplies, software, educational
material and miscellaneous items in support of
the educational mission of the College,
intellectual climate, and administrative
functions.
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The Bookstore is located in the Campus Center
and has a sales floor space of 3,500 square feet.
The offices, storage, shipping and receiving areas
contain an additional 1,500 square feet.

The Bookstore policies and procedures are set by
the Executive Vice President for Administration
and Finance with the assistance and input of the
Bookstore Manager and staff.

The Bookstore keeps an adequate selection of
merchandise in stock based on records of sales
inventory levels and estimated student
enrollment. Instructional areas, with the input of
Advisory Boards, determine the textbooks,
reference material and supplies needed for the
programs. Administrative offices communicate
with the store staff about particular needs for
supplies. A special order service is available to
students and staff for merchandise not currently

in stock. Also, a suggestion box is placed in the
store for customer input.

Prices and margins on textbooks and
merchandise are set taking into consideration the
retail market value of the item and the cost of
making the merchandise available at the store. At
the end of each quarter, the bookstore and a used
book wholesaler hold a book buyback to give the
students a chance to sell back current edition
used books. For the last three years, the store has
kept a reasonable excess of revenues over
expenses (Table 3.4)

Continuous Improvement
The Bookstore also serves as the location for the
campus Shipping and Receiving. The
Administration is reviewing the remodeling of
the storage/shipping and receiving area for a
better and more efficient use of space.

Table 3.4  RTC Bookstore Finances

Item FY 2001-02 FY 2000-01 FY 1999-00

Beginning Inventory $243,694 $264,262

Ending Inventory $241,481 $243,694 $264,262

Average Inventory $242,588 $253,978

Revenues $899,495 $822,404 $881,459

Total Expenditures $850,778 $772,660 $836,007

Profit or (Loss) $  48,717 $  49,744 $  45,452

Percent from Revenues 5% 6% 5%
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Renton Technical College

2002-2003 Student Satisfaction Survey:  Summary and Results

Summary

Survey Objectives
The annual RTC Student Satisfaction Survey was administered by the Office of Research and
Development during early November 2002.  The objectives of the survey were:

(1) To get student feedback on non-instructional aspects of RTC
(2) To gain insight on the reasons why students leave RTC
(3) To collect data needed for Accreditation
(4) To have students prioritize our Institutional Goals
(5) To gain insight on the reasons students attend RTC

The survey was administered to a total of 830 students in 36 different fulltime, day programs (35
professional-technical programs and Basic Studies).  This represents a response rate of approximately
seventy-five percent.

Objective (1) Results:  Student Feedback
Students were asked to indicate how strongly they agreed or disagreed with positive statements
concerning nearly all non-instructional aspects of the college.  Significant findings are reported below;
notable differences from the 2001-2002 results are stated in italics.

General
ü 84% of students were happy with the activities and organizations available to them.
ü 95.9% of students were happy with their choice to attend RTC, up from 84.3% in 2001-2002.
ü 93.4% of students would recommend RTC to their family and friends.
ü Students overwhelmingly named their instructor and program as the thing(s) they like best about

RTC; fellow students; the helpful staff; hands-on, targeted training; the atmosphere; the location and
the bakery were also frequently cited.

ß When asked what they like least about RTC, 11% of student either responded “nothing” or made
positive statements.  Nearly 40% cited the lack of parking; the demanding, inflexible schedule,
location/traffic, cost of tuition and textbooks, and difficulties with student services were also frequently
given; parking was much less of an issue in 2001-2002.

ü 89% of students agreed that the survey asked good questions.

Admissions and Registration
ü Approximately 90% of students reported that registering for classes was simple.
ü Of students who visited Registration, 92.1% were able to get accurate information about the program

they were interested in, up from 81% in 2001-2002.
ü While some students had very good experiences, the general impression from their comments is that

Registration is understaffed, which compromises customer service; many also cited getting
incorrect/inconsistent information.

Financial Aid
ü Approximately one-third of students did not use Financial Aid services.
ü Of students who applied for Financial Aid, approximately 18% were not able to get accurate

information on how to do so, up from 14% in 2001-2002.
ü Despite this, 89% agreed that the staff were helpful, up from 85.2% in 2001-2002.
ü Given the pivotal role of Financial Aid, students tended to word both their positive and negative

comments more strongly than for other departments.  While many praised and thanked the staff,
others complained of getting incorrect/inconsistent information and documents.

Appendix 3.3
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Testing and Counseling
ü Approximately 80% of students used Testing and Counseling services, up from 70% in 2001-2002.
ü Almost 20% indicated they had difficulty making an appointment with a Counselor.
ü Only 60% of students indicated that a Counselor helped them choose a career training program,

down from 90% in 2001-2002.
ü Many students described their counselor as friendly and helpful in their comments; others cited

difficulty in getting an appointment, and/or dissatisfaction with information and services received.

Bookstore
ß 21% of students indicated that the textbooks and supplies they needed were not in stock.
ß 40% of students indicated that prices on items other than textbooks were not competitive, down from

only 15% in 2001-2002.
ß Most comments mentioned a lack of customer service and high price of books and supplies.

Computer, Library and Tutoring Services
ü 17% of students report that they do not have sufficient access to a computer either during or after

school, up from 13% in 2001-2002.
ü 85% of students agreed that the library has a good collection of books, magazines, and videos; 95%

indicated that the staff is helpful.
ü Over 30% of students reported that they do not know how to get tutoring and/or other academic help,

which represents no change from 2001-2002.
ü Of the students who did receive tutoring or other help, 84% reported that it helped them do better in

their classes, up from 71% in 2001-2002.
ü Students requested increased hours of operation of the Library and Computer Labs.

Food and Child Care Services
ü Approximately 80% of students use Food Services.
ü Over 80% agreed that the quality and selection of food served on campus is good.
ü Students asked for more vegetarian options, lower prices, and better customer service.
ü 72.7% of all students, and 84% of students who are parents of children aged 6 or less, were aware of

the Child Care Center.
ü In-home care by a relative was the most frequently cited form of child care used by parents, followed

by the RTC Child Care Center and other daycare facilities.

Facilities and Safety
ü 83% of students found their classrooms to be physically comfortable, down from 91% in 2001-2002;

the most frequent complaint was classroom temperature.
ü While 95% feel safe on campus, only 65% know what to do and who to contact in case of an

emergency.

Job Service Center
ü Less than one-half of students responded to items regarding the Job Service Center, most likely

because they are in their first quarter of enrollment.
ü Of those who did respond, 88% indicated that they would use alumni job placement services in the

future, up from only 50% in 2001-2002.
ü Typical comments indicated that students are not sufficiently aware of the Job Service Center.

Objective (2) Results:  Student Drop-Out
Only 5.2% of respondents indicated that they would not or might return the following quarter.  The most
common reasons given by these students for leaving were:
ü they could not afford college tuition (64%)
ü they got a job related to their training (58%)
ü they were having difficulties with the English language (39%)
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Objective (3) Results:  Accreditation
While many of the items on this survey will be useful in our Institutional Self-Study, only one was drafted
specifically with Accreditation in mind:  “I know what the ‘Mission’ of the College is.”  69% of students
agreed with this statement, down from 81% in 2001-2002, indicating that our Mission needs to be better
publicized and communicated to our student body.

Objective (4) Results:  Institutional Goals
As part of our RTC’s Strategic Planning Process, students were asked to help prioritize the Institutional
Goals by indicating how important they believed each to be to the future success of RTC.  The results are
discussed in detailed in a separate document.  Briefly, students rated Goal 10 (student preparedness and
transition) as most important, followed by Goal 4 (expand college resources) and Goal 5 (cost
effectiveness).

Objective (5) Results:  Student Intent
The question “What is your main reason for attending RTC this quarter?” was included as part of a
statewide project to revise certain data elements and their coding.  This project is in its infancy, and will
not be discussed here.  Please contact Carol O’Connor for more details.

Recommendations
While detailed action-planning in response to the survey results must occur at the departmental level, the
following general recommendations are offered:
ß Communicate better with students on issues related to parking (e.g., the restrictions placed on the

College by the City of Renton; planned improvements; possible solutions; etc.)
ß Ensure consistency of information given to students both within and across student services

departments (i.e., Registration, Financial Aid, Testing and Counseling).
ß Increase staffing in Registration during peak periods.
ß Provide better documentation for the Financial Aid application process (e.g., packets with instructions

in several languages).
ß Offer more competitive pricing in the Bookstore.
ß Advertise the computer labs available on campus and track their usage.
ß Increase advertising of tutoring services.
ß Address climate control issues in classrooms and cleanliness of bathrooms.
ß Increase frequency of safety/emergency training for students.
ß Provide Customer Service training to relevant campus departments.
ß Communicate better with students regarding the Mission of the College.
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Student Responses

Students were asked to indicate how strongly they agreed or disagreed with statements concerning various non-
instructional department/areas.  Note that blank responses are included in the category “Does Not Apply;” this category
represents the percentage of students who did not express an opinion on an item, and is based on the total number of
survey takers (N = 830).  The percentages in the remaining categories – “Strongly Agree,” “Agree,” “Disagree,” and
“Strongly Disagree” – are based on the number of students who did express an opinion, which varies per item, and should
sum to 100%.  The most frequently given response for each item is shown in bold.
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1. I got the information I needed by calling the Registration Office. 22.4% 64.7% 10.1% 2.9% 16.1%

2. I got the information I needed by visiting the Registration counter. 31.2% 60.9% 6.3% 1.6% 4.6%

3. When I had additional questions, they directed me to the right dept. 27.8% 63.3% 7.5% 1.3% 5.7%

4. I understood each step of the registration process and knew what to do
next.

22.8% 61.6% 13.7% 1.9% 3.4%

5. The forms I had to fill out were clear and understandable. 26.6% 66.7% 6.5% 0.1% 2.2%

6. Overall, registering for classes was simple. 26.2% 63.5% 8.7% 1.6% 2.5%

7. The registration staff was helpful. 29.9% 61.6% 6.9% 1.6% 3.7%

Comments on Admissions and Registration (N = 174):
~ 35% positive; typical comments praised the friendly, helpful staff
~ 45% negative; typical comments mentioned the long lines and difficulty getting correct/consistent information
~ 20% neutral or unrelated

Financial Aid

8. I was able to speak with someone and/or make an appointment easily. 35.5% 51.6% 10.2% 2.6% 33.7%

9. I was given clear, accurate information on how to apply for financial aid. 33.0% 49.4% 13.4% 4.3% 32.4%

10. The staff helped me get the necessary financial aid forms. 36.4% 53.8% 7.5% 2.3% 32.8%

11. The staff answered my questions about my financial aid options. 34.0% 53.9% 8.8% 3.3% 34.1%

12. The financial aid staff was helpful. 38.8% 50.5% 6.9% 3.8% 33.6%

Comments on Financial Aid (N = 119):
~ 50% positive; typical comments praised the helpful, patient staff and that they couldn’t attend RTC without their help
~ 30% negative; typical comments mentioned difficulty getting the correct information/documents
~ 35% neutral or unrelated

Testing and Counseling

13. I was able to schedule my ASSET or COMPASS at a convenient time. 35.2% 52.3% 10.2% 2.3% 17.1%

14. My placement test scores were useful in preparing for training at RTC. 23.9% 55.7% 17.6% 2.7% 20.0%

15. I was able to speak with a counselor / make an appointment easily 27.1% 53.2% 15.8% 3.9% 19.4%

16. The counselor was knowledgeable about the college and its programs. 31.7% 55.4% 10.2% 2.6% 22.4%

17. The counselor told me about ways to pay for college (grants, aid, etc). 25.1% 49.3% 20.0% 5.7% 31.8%

18. The counselor helped me choose a career training program. 21.5% 40.6% 29.4% 8.5% 40.6%

19. I would feel comfortable talking to the counselor about personal issues. 19.8% 40.1% 26.8% 13.3% 27.6%

Comments on Testing and Counseling (N = 142)
~ 35% positive; typical comments praised the helpful counselors and availability of testing
~ 40% negative; typical comments mentioned difficulty making an appointment with a counselor, poor attitude of

counselors, and getting incomplete/incorrect information
~ 25% neutral or unrelated

Note:  These categories sum to 100%
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20. The textbooks and supplies I needed for my classes were in stock. 28.7% 50.4% 15.0% 5.9% 5.4%

21. There is a good selection of ‘non-academic’ items (candy, cards, T-
shirts, etc.).

21.3% 64.3% 11.7% 2.7% 15.3%

22. Except for textbooks, the prices are competitive. 12.6% 47.4% 28.2% 11.8% 11.2%

23. The bookstore staff is helpful. 22.5% 63.6% 9.3% 4.6% 6.3%

Comments on the Bookstore (N = 169):
~ 25% positive; typical comments mentioned the helpful staff
~ 55% negative; typical comments mentioned the lack of customer service, high prices of books and supplies, textbooks

not in stock, and poor quality of scrubs
~ 20% neutral or unrelated

Computer, Library and Tutoring Services
24. I have enough access to a campus computer during class hours (8am-

2:30pm).
33.1% 50.0% 11.6% 5.4% 23.9%

25. I have enough access to a campus computer after class (after 2:30pm). 26.8% 56.4% 12.5% 4.4% 36.5%

26. I have access to the Internet off-campus. 34.8% 52.1% 9.1% 4.0% 21.8%

27. Library hours are convenient. 25.6% 66.7% 5.3% 2.5% 22.3%

28. The library has a good collection of books, magazines, and videos. 19.8% 64.9% 11.6% 3.7% 28.3%

29. The library staff is helpful. 32.4% 62.1% 4.2% 1.3% 25.9%

30. I know how to get tutoring and/or other academic help if I need it. 17.0% 52.6% 22.4% 7.9% 24.2%

31. The tutoring and/or other help I received helped me do better in my
classes.

22.8% 61.3% 12.8% 3.1% 56.7%

Comments on Computer, Library and Tutoring Services (N = 113):
~ 25% positive; typical comments mentioned the helpful library, tutoring, and Basic Studies staff
~ 45% negative; typical comments mentioned a need for the Library and/or Computer Labs to extend hours of operations
~ 30% neutral or unrelated

Food and Child Care Services

32. The quality of the food served on campus is good. 28.2% 56.2% 12.8% 2.8% 18.0%

33. The selection of the food served on campus is good. 24.3% 57.1% 15.2% 3.4% 17.7%

34. The food service staff is friendly and helpful. 26.6% 62.0% 8.8% 2.5% 19.5%

35. I am aware of the Child Care Center on campus. 72.7% Yes 27.3% No

36. I have a child less than 6 years of age. 17.1% Yes 82.9% No

 9  If Yes, what kind of Child Care are you currently
using?

96 Responses
29 Care in home by spouse or relative
19 RTC Child Care
16 Other Daycare Facilities
16 Neighbor – Friend – Non-specific or No children
11 Home Day Care
  5 Pre-school or Headstart

Comments on Food and Child Care Services (N = 148):
~ 25% positive; typical comments mentioned the good food and great child care staff
~ 50% negative; typical comments mentioned the small food selection, high food prices, the rude cafeteria staff and that

items frequently run out
~ 25% neutral or unrelated
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37. My classroom is clean and in good condition. 36.7% 55.9% 5.8% 1.6% 1.6%

38. My classroom is physically comfortable. 28.0% 55.5% 13.1% 3.5% 2.3%

39. The campus buildings and grounds are clean and in good condition. 28.9% 64.3% 5.8% 1.1% 1.9%

40. Buildings and classrooms are clearly marked with signs. 25.6% 62.7% 10.4% 1.4% 2.5%

41. I feel safe on campus. 28.5% 66.0% 3.8% 1.6% 2.9%

42. I know what to do and who to contact on campus in case of an
emergency.

19.5% 45.1% 27.9% 7.4% 3.9%

Comments on Facilities and Safety (N = 155):
~ 12% positive; typical comments mentioned the nice, clean campus
~ 76% negative; typical comments mentioned the classroom temperature, condition of the bathrooms and floors, security

issues and lack of information on who to contact in case of an emergency.
~ 12% neutral or unrelated

Job Search Services

43. I go to the Job Service Center to get help finding a job. 12.3% 45.4% 33.4% 8.9% 64.7%

44. I am pleased with help I have received at the Job Service Center. 16.3% 48.8% 25.6% 9.3% 70.4%

45. I go to my instructor to get help finding a job. 25.0% 56.4% 13.9% 4.7% 56.6%

46. I am pleased with the job search help I have received from my
instructor.

28.5% 56.4% 11.7% 3.4% 60.7%

47. I would like help with basic job search skills, such as where to look, how
to write a resume, and how to interview.

27.2% 56.3% 13.3% 3.2% 47.3%

48. If I needed help finding a job in the future, I would use alumni services
at the Job Service Center.

25.7% 61.8% 9.2% 3.4% 39.5%

Comments on Job Search Services (N = 90):
~25% positive; typical comments mentioned the help Victoria Wang and instructors have provided
~10% negative; typical comments cited a lack of facilities and personnel
~65% neutral or unrelated; most comments indicated that students were not aware of/have not yet used the Job Service
Center

General

49. Students respect and support each other. 25.9% 64.3% 7.4% 2.4% 3.9%

50. Students respect their instructors. 32.5% 58.3% 7.6% 1.5% 3.7%

51. Instructors and college staff respect the students. 32.7% 60.5% 5.8% 1.0% 4.6%

52. I have not experienced discrimination (racial, cultural, gender or age) at
RTC.

34.7% 54.5% 8.0% 2.7% 5.7%

53. I know what the 'Mission' of the College is. 20.5% 48.0% 25.2% 6.3% 8.2%

54. I am happy with the activities and organizations for students. 22.0% 61.9% 13.4% 2.7% 19.0%

55. I am happy with my choice to attend RTC. 40.3% 55.6% 3.0% 1.1% 4.6%

56. I would recommend RTC to my family and friends. 39.2% 54.2% 4.9% 1.7% 6.6%

57. This survey asked good questions. 24.4% 64.5% 8.7% 2.4% 8.3%

General Comments:
While some student expressed their satisfaction with RTC, most cited concerns over disruptive students, lack of
organizations and activities for students, difficulties with instructors and parking.
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Future Plans Yes No/Not Sure No response

58. Are you graduating from RTC this quarter?  (N = 705) 20.6% 79.4% 15.1%

9 59. If No, do you plan to return next quarter? (N = 599) 94.8% 5.2% 27.8%

Students that are not graduating this quarter, and will not/may not return to RTC next quarter:
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60. I learned all that I needed to learn. 3.8% 9.1% 77.4% 9.7% 8.3%

61. I got a job related to the training I've received at RTC. 17.2% 41.4% 29.3% 12.1% 86.1%

62. I can’t afford the college tuition right now. 17.5% 46.8% 28.6% 7.1% 84.8%

63. I am having trouble with the English language. 9.6% 29.6% 42.4% 18.4% 84.9%

64. I am having trouble with the math in my program. 9.6% 20.0% 52.8% 17.6% 85.0%

65. The program is not what I thought it would be. 12.1% 23.4% 48.2% 16.3% 83.0%

66. I need child care during the day. 10.5% 15.8% 55.3% 18.4% 90.9%

67. I am transferring to another college. 11.9% 12.9% 57.4% 17.8% 87.8%

68. Of personal reasons (illness, family/relationships, motivation, etc.) 11.8% 23.7% 51.3% 13.2% 90.9%

For other reasons:
No other reason was frequently cited.

69. What is your main reason for attending RTC this quarter?

70. What do you like the best about RTC? (N = 637)
Students overwhelmingly named their instructor and program as the thing(s) they like best about RTC;  also frequently
cited were: fellow students; the helpful staff; hands-on,  targeted training; the atmosphere; the location and the bakery.

71. What do you like the least about RTC? (N = 550)
11% of student either responded “nothing” or made positive statements.  Nearly 40% of comments concerned the lack of
parking; the demanding, inflexible schedule, location/traffic, cost of tuition and textbooks, and difficulties with student
services were also frequently cited.

72. Are there any other comments you would like to make? (N = 216)
“Thank you” and “increase parking” were the most frequently given responses.
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Appendix 3.4:  Student Characteristics

Service Area Demographics

Demographics of FT Prof-Tech StudentsService
Area* 1998-1999 1999-2000 2000-2001 2001-2002

Current Population 710,317 1,632 1,768 1,656 1753

Median Age [yrs] 36.8 27 28 28 28.4

White (non-Hispanic) 64.8% 60.6% 63.3% 62.7% 61.5%

Black (non-Hispanic) 9.5% 10.7% 13.2% 12% 13.3%

American Indian/Eskimo/Aleut 1.2% 1.4% 1.1% 1.5% 1.3%

Asian/Pacific Islander 17.1% 22.1% 20.2% 18.5% 20.8%

Race/Ethnicity

Hispanic 7.2% 2.3% 2.8% 2.9% 3.1%

Less than 12th Grade 14.6% 12.6% 14% 15% 12.1%

High School Graduate or
Equiv

25.7% 48.4% 38% 37% 47.1%

Some college, no degree 25.4% 34.8% 25% 26% 33.5%

Education
(Highest Level

for 25+)

Bachelor’s Degree or greater 27% 4.3% 22% 17% 7.3%

*Population within an 11-mile radius; data source: http://www.rentonmarket.com

Student Profile: Total (Unduplicated) Enrollment and Full-Time Professional/Technical

Enrollment

1998-1999 1999-2000 2000-2001 2001-2002

Total

FT
Prof-Tech Total

FT
Prof-Tech Total

FT
Prof-Tech Total

FT
Prof-Tech

# Students 16,026 1632 15,362 1768 14,847 1656 14,451 1753

Median Age 33 yrs 27 yrs 33 yrs 28 yrs 32 yrs 28 yrs 33 yrs 28.4 yrs

% Female 42.8% 50.0% 44.8% 47.9% 41.6% 47.3% 42.8% 48%

% of Color 23.6% 39.4% 24.4% 36.7% 25.8% 37.3% 28.4% 35.8%

% Immigrant/
Refugee

13.1% 18.7% 13.9% 17.2% 14.9% 14.7% 16% 14.5%

% Disabled 0.7% 3.5% 0.8% 4.9% 0.6% 2.9% 0.3% 1.1%

% w/less than

HS education
12.0% 11.7% 12.0% 14% 12.5% 15% 11.7% 20.1%
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Appendix 3.5:  Student Retention and Completion Rates
Full-time and Part-time Professional-Technical Programs

1998-1999 1999-2000 2000-2001 2001-2002

FT1 PT2 FT1 PT2 FT1 PT2 FT1 PT2

# Enrolled 1632 185 1768 211 1656 229 1753 307

Retention Rate3 72.1% 81.6% 72.8% 83.9% 70.1% 87.3% 78.0% 83.1%

Completion Rate4 59.0% 68.1% 60.8% 83.7% 57.0% 87.2% 65.5% 82.7%

# Certificates
Awarded

666 111 733 178 668 194 718 249

# AAS Degrees
Awarded

62 0 69 0 82 0 127 0

Placement Rate5 89.8% 87.7% 90.1% 75.7% NA NA NA NA

Median Wage6 $12.43 $10.03 $12.39 $10.63 NA NA NA NA
1 FT programs are at least 600 clock hours in length
2 PT programs are less than 600 clock hours in length
3 The percent of enrolled students either still enrolled or who completed by the end of the

academic year
4 The percent of enrolled students who left RTC with a certificate and/or degree
5 The percent of graduates who were employed at or near the time of completion
6 The median wage of employed graduates
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Standard Four – Faculty

Introduction

In the early 1970s, the former President of Renton
Technical College outlined a strategic plan for the
College that called for offering community
education, supplemental or upgrading-retraining
courses, apprenticeship training, basic education
in support of occupational training, and
recreational courses that would be self-
supported. Implemented soon thereafter, this
instructional mix has remained relatively
unchanged over the last 30 years. Pre-
employment training programs are taught in a
daily six-hour “block structure” by full-time
faculty with proven expertise in their business or
industry. When the College hires part-time

faculty for customized classes, such as
apprenticeship or contract training, College staff
work closely with the industry customers to
identify and hire qualified part-time faculty
based on the program and course requirements.
Supplemental courses are taught primarily by
part-time faculty in the evening, many of whom
have a “day job” in a related field. Basic skills
training is provided by full-time instructors
during the day and part-time instructors during
the afternoon and evenings. Finally, community
education is offered evenings and weekends as
facilities permit and varies by community
interest and instructor availability. This model of
educational offerings provides the framework in
which to describe the selection, development and
evaluation of faculty at RTC.
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Headcount Full-time Equivalency (FTE)

 Figure 4.1  RTC Employee Distribution:  2001-2002

Figure 4.2  Faculty Distribution:  Fall 2002

FT/PT Faculty FT Faculty PT Faculty
Department

# % # % # %

Apprenticeship 13 5.5% 1 1.3% 12 7.6%

Professional Technical 162 68.9% 67 87.0% 95 60.1%

Business Technology 21 8.9% 11 14.3% 10 6.3%

Culinary Arts 3 1.3% 2 2.6% 1 0.6%

Health Occupations 36 15.3% 15 19.5% 21 13.3%

Home and Family Life 26 11.1% 2 2.6% 24 15.2%

Technology 39 16.6% 16 20.8% 23 14.6%

Trade and Industry 37 15.8% 21 27.3% 16 10.1%

Basic Studies 31 13.2% 9 11.7% 22 13.9%

General Education 11 4.7% 0 0.0% 11 7.0%

Community Education 18 7.7% 0 0.0% 18 11.4%

Total 235 100.0% 77 100.0% 158 100.0%
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The mission of the College is reflected in both the
number of faculty and their distribution across
educational offerings. Historically, instructional
faculty have comprised well over 50% of the
College staff and 40% of its full-time
equivalencies (Figure 4.1, Appendix 4.1). Of the
441 people employed by RTC in fall of 2002, 235
(53%) were teaching. The overwhelming majority
of these faculty teach either in a pre-employment
professional technical program or supplemental
vocational courses (Figure 4.2).

Standard 4.A - Faculty Selection,
Evaluation, Roles, Welfare, and
Development

Qualifications of Faculty (4.A.1)

Description and Analysis
Faculty selection and retention at RTC are guided
by Washington Administrative Code (WAC) 131-
16 in general, and by the following sections in
particular (Figure 4.3; refer to Exhibit 4.1 for the
full text).

WAC 131.16.080 sets forth general standards of
qualifications for community and technical
college personnel (Exhibit 4.1).  Broadly, these
refer to scholarship, professional expertise,
student-focus, commitment to the educational
mission and goals, and personal conduct. The
College has incorporated the WAC into its
selection procedures for full-time faculty, RTC
24401 (Exhibit 4.2). Statistics on full-time faculty
qualifications, such as terminal degrees, granting
institutions, and years of experience, are shown
in Tables 4.1 and 4.2.

Deans are responsible for determining
supplemental course offerings in their
department each quarter. To ensure these courses
are appropriately staffed, the authority to hire
part-time faculty has been delegated to the
deans. They are guided in this process by RTC
24501 (Exhibit 4.1), which states that part-time
faculty are to be selected “on the basis of
education, experience, and prior teaching
experience.”

As condition of initial and continued
employment, full-time faculty must obtain
vocational education certification. As detailed in

Figure 4.3  WAC Title 131, Chapter 16
Board for Community and Technical Colleges, Faculty and Staff Personnel

WAC Section Title

131-16-080 General standards of qualifications for community and technical college personnel.

131-16-091 Additional qualifications in areas of specialization.

131-16-092
Maintaining and improving occupational and teaching competencies for vocational administrators,
instructors and counselors.

131-16-093 Types of vocational education certificates.

131-16-094 Definition of professional improvement units.

FT Faculty, Fall 2002

Terminal Degrees #

Doctorate 2

Master 19

Bachelor 22

Associate 6

Certificate 6

Other 2

None 20

Total 77

Number of Faculty, Fall 2002

FT Faculty 77

PT Faculty 158

FT Faculty, Fall 2002

Salary,
Contract
Period3

Yrs at RTC3 Yrs Teaching2
Credit Hour

Load

Minimum $32,021 0.2 1

Median $49,622 6.2 12

Maximum $55,141 28.6 43

Table 4.1
Institutional Faculty Profile, Fall 2002
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Table 4.2  Number and Source of Terminal Degrees of FT Faculty, Fall 2002

Institution Doctorate Master Bachelor Associate Certificate Other

Alexandar School of Natural Therapeutics 1

Bakers and Confectioner Guild 1

Bates Technical College 1

Bowling Green State University 1

California State University, Fresno 1

California State University, Fullerton 1 1

Charles Stuart University 1

City University 4

Eastern Washington University 1

Highline Community College 3

Montana State University 1

Nebraska State University, Chadron 1

Pacific Lutheran University 1

Peru State College 1

Renton Technical College 3 4

San Jose State University 1

Santa Clara University 1

Seattle Pacific University 1

Seattle University 1

Southern Illinois University 5

St. Patrick School of Nursing 1

Temple University 1

University of Arizona 1

University of Central Oklahoma 1

University of Florida 1

University of Hawaii 1

University of Houston 1

University of Missouri, Columbia 1

University of Oregon 1

University of Phoenix 2

University of Washington 1 3

University of Puget Sound 1

Utah State University 1

Washington State University 1 1

Western Washington University 1

Whitworth College 1

Total 2 19 22 6 6 2
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WAC 131-16-093 (Exhibit 4.1) and RTC 24404
(Exhibit 4.2), there are several different
certificates issued by the State of Washington,
including:  temporary, (a nonrenewable
certificate issued at hiring); one-year; and five-
year. To ensure instructional quality and content
currency, faculty must complete 15 professional
improvement units to renew the five-year
certificate. As per WAC 131-16-094 (Exhibit 4.1),
these units may take the form of external work
experience, academic coursework, independent
research or professional activities such as
attending seminars and conferences. The Office
of the Vice President of Instruction maintains
documentation of faculty certificates and
completed professional improvement units, and
ensures their currency (Table 4.3).

RTC requires all faculty and certain part-time
faculty members in designated areas and
industries whether in a lab setting or classroom
environment, to have current certificates in first
aid and CPR. Documentation of currency in first
aid and CPR is also housed in Office of the Vice
President of Instruction. Full-time instructors are
also required to take a Safety and Health course

within their first year of teaching at RTC. In
addition to their required vocational education
and First Aid/CPR certification, many RTC
faculty maintain industry-specific certifications.
In fall of 2002, 40 full-time faculty (52%) held a
total of 85 specialized certifications; a sampling
of these is shown in Table 4.4.

Although not required to maintain certification,
part-time faculty must meet the requirements of
certification, and have verification of work
experience related to their instructional
assignment on file in their personnel folder. This
record must be on file for each part-time
instructor during each quarter of teaching
employment. To further ensure instructional
quality, WAC 131-16-092 requires that teaching
competencies  - i.e., currency in the occupation
and teaching skills – of part-time faculty are
reviewed every five years. In practice, however,
these are reviewed nearly quarterly by the dean
during staffing of supplemental courses.

Moreover, a major strength at the College is its
knowledgeable, well-qualified faculty as
reflected in the Student Survey (Exhibit 4.14).
When asked what aspects of RTC were most
helpful, students overwhelmingly named their
instructors, small classes, hands-on experiences,
targeted instruction, and Basic Studies.

Faculty Participation (4.A.2)

Description and Analysis
Faculty are very involved in program academic
planning, and curriculum development and
review. Institutional academic planning as it

 Table 4.3 Certification Status of FT Faculty, Fall 2002

Vocational Education Certificate # %

One Year, Temporary 9 11.7%

One Year, Initial 6 7.8%

Five Year, Initial 22 28.6%

Five Year, Renewal 40 51.9%

Total 77 100.0%

Table 4.4  Selected Specialized Certifications of FT Faculty, Fall 2002

Certification Issuing Agency

AWS Certified Welding Educator American Welding Society

Certified Manufacturing Engineer Society of Manufacturing Engineers

Certified Professional Legal Secretary NALS...association of legal support professionals

Certified Public Accountant Washington State Board of Accountancy

Licensed Massage Therapist State of Washington

Master Automotive Technician Automotive Service Excellence

Microsoft Certified Professional Microsoft Corporation

Professional Land Surveyor State of Washington

Registered Nurse State of Washington
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relates to program implementation or
termination, the requirements for General
Education courses, and the allocation of physical
resources are determined at the administrative
level with approval of the Board of Trustees.

RTC has implemented competency-based
education (CBE) curriculum in all of its programs
and courses. This system uses a performance-
based approach that requires students to
demonstrate their skill and knowledge and show
proficiency in completing specific levels of skill.
Program instructors use their technical expertise
in determining optimal program outcomes and
then create and/or revise curricula so students
practice and refine their competencies and skills
to meet those outcomes. RTC has standardized
the process so it is uniform and consistent
throughout the College’s programs. Faculty use
custom-designed software to create and produce
the competency-based curriculum for each
course in their program. Sample CBE curriculum
are available in the individual program self-
studies (see Exhibit 2.4 of Standard 2). Every
program reviews and updates its curriculum on
a three-year cycle as per RTC Procedure 13008
(Exhibit 4.2). This timeline allows instructors to
continuously improve curriculum and keep it
current to meet industry standards.

Full-time faculty receive input on the currency,
comprehensiveness, and appropriateness of their
curriculum from members of the program’s
advisory committee. These committees are
organized for the purpose of advising and
counseling on program development,
implementation, operation and evaluation (see
RTC 12003.02, Exhibit 4.2). They typically consist
of an equal number of employee and employer
representatives, and meet at least three times per
year to ensure that content, materials, and
equipment are comparable to current industry or
business standards and practice. Advisory
committees also review and approve all
textbooks to be used in a program. Many
programs also receive valuable input from
related industries or certification agencies which
help determine and shape curriculum. For
example, the Ford Asset Program integrates the
performance-based curriculum provided by Ford
Motor Company into its program, and the Legal
Secretary/Legal Assistant Program incorporates
most of the performance objectives developed by

NALS, the National Association of Legal Support
Professionals, into its program.

Faculty participate in student academic advising
once the student is enrolled in a program at RTC.
Initially, however, prior to enrolling at RTC, a
student works with the Office of Student Services
to assess his or her goals and develop a training
plan or course of study at RTC. Students are
encouraged, but not required, to have a
minimum level of writing and mathematics skills
as measured by standardized tests such as the
ASSET or COMPASS tests prior to enrolling in a
technical program.

Faculty participate in the governance of the
institution in several ways. Faculty are
represented at the monthly Faculty Staff Council
meeting chaired by the President and are invited
to bring any issues relative to their departments
to that meeting. All full-time faculty, and part-
time faculty who wish, attend the monthly all
Employee Team Meetings, which are usually
only informational in nature. Faculty may also
attend monthly Board Meetings.

Full-time faculty play a leading role in Tenure
Review Committees, whose primary purpose is
to review the probationer’s effectiveness in his
(or her) appointment and make a formal
recommendation to the President and the Board
of Trustees. Each Tenure Review Committee
consists of one student representative, one
representative from the administration, and three
tenured faculty representatives. The three
tenured faculty members are selected from a pool
of tenured faculty provided by the union. Using
that list, appointments to review committees are
made by the Vice Presidents of Instruction,
Student Services and Human Resources with the
concurrence of the President. The Board of
Trustees recommends that the chairperson of
each tenure committee be a faculty member.
Faculty serve three-year terms, and some faculty
serve on more than one tenure committee during
the school year.

In addition to the above opportunities to
participate in the governance of the institution,
faculty are members of the Renton Federation of
Teachers (RFT), the Washington Federation of
Teachers (WFT) and the American Federation of
Teachers (AFT). These groups represent the
faculty in discussions with administration
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related to labor issues. This year administration
and faculty worked together to negotiate a new
contract agreement through a collaborative
bargaining process. Prior to beginning the formal
negotiation process, 60 support staff, faculty and
administrators attended a two-day negotiation
workshop on  “Interest-Based Bargaining” to
learn about effective negotiation procedures and
to encourage fair and effective negotiation
practices. Faculty may take concerns over
workload, pay, RTC policies, and other
employment and personnel issues to the
president of the RFT for an assessment of the
issue, and then if an issue merits additional
discussion, it is taken to the appropriate union
committee, the entire union membership, and/or
RTC administration for discussion and
resolution.

Also, faculty may participate in one of the seven
committees on campus such as the Employee
Appreciation Committee, Library Committee
(currently with at least six faculty members), the
Technology Committee (with three faculty
members), Health and Safety Committee (with
one member from every union represented on
campus), and the Multicultural Team with five
faculty representatives (Exhibit 4.7).

With the exception of serving on tenure
committees, part-time faculty have the same
opportunities to participate in the governance of
the institution as full-time faculty. To date,
however, few have done so. This is due, in part,
to the relatively short number of hours spent on
campus by most part-time faculty. In fall of 2002,
the median full-time equivalency for part-time
faculty was 0.15, which equates to 6 hours/week,
and over one-half worked exclusively in the
evening.

Continuous Improvement
The effectiveness of these committees is
inconsistent in that not all meet on a regular
basis and minutes, if taken, are not
communicated college-wide via the staff
meetings or through the RTC Perspective or
Faculty Focus (Exhibit 4.11). The faculty and the
College need to promote and in some cases
reform these committees based on the strategic
plan. Also, active participation of faculty and
staff needs to be encouraged.

Workload and Professional Growth
(4.A.3)

Description and Analysis
Full-time faculty at Renton Technical College are
contracted for a total of 184 days per year. Their
workday consists of six student contact hours
and two hours for program management, one of
which can be spent off-site. During the six-hour
teaching day, faculty provide group and
individual instruction in several subjects (five to
six subjects in some programs), supervise labs,
and monitor students working off-site in a
cooperative work experience. The remaining two
hours per day are allocated to planning and
preparing for classes, developing and reviewing
curriculum, evaluating student work, ordering
supplies and materials, completing institutional
paperwork and assignments, advising students,
participating in activities related to job
development and recruitment of new students,
serving on committees, and participating in
professional development activities. Formal
descriptions of a typical workday are noted in
sample faculty job descriptions (Exhibit 4.3).

In light of the above, it is not surprising that
workload emerged as an issue for full-time
faculty on the 2002-2003 RTC Institutional
Climate Survey. Nearly 60% of faculty
respondents disagreed that the amount of work
they do is appropriate to their position,
compared with only 27% and 37% of
administrators and staff, respectively (Exhibit
4.4). Workload and the number of contact hours
were the most commonly cited causes of
difficulty and/or frustration by full-time faculty.
The contact hours do not allow adequate
preparation and organization of classes;
instructors are always in a hurry. Also, there is
just no time to prepare sufficiently for classes,
especially when the instructor is first hired.

Because the College views professional
development as an important part of the
workday, various training opportunities are
made available for faculty to attend during their
eight-hour workday and after hours, throughout
the year. Many of these opportunities are
generated by the faculty connections with the
community, business, and industry (Exhibit 4.8).
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Faculty are required to maintain and improve
occupational and teaching competencies in their
field of expertise (as stated in WAC 131-16-092)
and to complete specified courses, units, or clock
hours of training/education depending upon the
type of vocational education certificate the
faculty member holds. WAC 131-16-093 explains
each certificate level and requirements for each.

These requirements are met through the
development of a “Professional Improvement
Plan.”  Once a year, the faculty member and his/
her dean meet to assess the strengths and
weaknesses of the instructor and to develop a
Professional Improvement Plan that will help the
instructor improve his/her teaching methods,
classroom management skills, and/or technical
expertise. These improvement plans are
maintained in the dean’s office and in the Vice
President for Curriculum and Instruction Office.

In-service activities, workshops, brown bags, and
“Tool-Time” discussions, as well as courses for
professional development, professional
vocational certificates, and continuing
development are planned and conducted
through the Office of Instructional Improvement.
(See Exhibit 4.12 for a sample list of course titles.)
Highly trained instructors are brought in to
provide quality training sessions and upper level
college courses are made available through
Seattle Pacific University. Faculty may apply for
reimbursement of tuition costs. RTC pays for
registration fees, workshops, seminars and
substitute instructors, if required, to enable
faculty to attend educational sessions. Faculty
members are paid for the time spent at training
when it takes place during the normal contract
day; however, if attending workshops on
weekends, before or after school, or in the
evening, faculty are not compensated for their
time except as provided for in the Equity Money

Agreement (see RFT Agreement page 59, Exhibit
4.5). Faculty may use credits from these activities
to meet vocational certificate renewal
requirements and for their Professional
Improvement Plans.

Three faculty incentive programs are available
for full-time faculty at RTC, to encourage and
support professional/educational improvement
(see AFT Agreement page 56 and 56; Exhibit 4.5).
The Credit Incentive Program allows $400 credit
incentive for completion of a 3-credit or 30 clock
hour class. Back-to-Industry provides up to 40
hours of pay for paid or unpaid employment in
occupations related to teaching assignments. Up
to 10% of faculty may convert all or part of their
40 hours into dollars to pay for degree-granting
credits in Back-to-Industry Conversion.

As mentioned above, RTC has created an Office
of Instructional Improvement, which seeks to
improve and support RTC’s faculty in teaching
and learning. In addition to providing training,
the office produces a monthly electronic
newsletter, “The Renton Technical College
Faculty Focus” to share new information about
technical innovations and local instructional
activities. (Exhibit 4.11). The office will research
and provide information to faculty members
seeking degrees and other educational
opportunities. Currently, six faculty members are
working in masters degree  programs, five are
working on bachelor degrees, and one is working
on an associate’s degree.

Faculty and administrators at RTC were
instrumental in developing the Washington State
Skill Standards for Professional Technical
Instructors (Exhibits 4.17 and 4.18), in an effort to
standardize the skills necessary for instructors in
vocational training institutions. The skill
standards provide key indicators essential for

Table 4.5   Participation of FT Faculty Incentive Programs

2001-2002 2000-2001 1999-2000
INCENTIVE PROGRAM

# % # % # %

Incentive Pay (Course) 30 37.0% 45 55.6% 45 55.6%

Back to Industry 36 44.4% 37 45.7% 37 45.7%

Back to Industry Conversion 3 8.3% 4 10.8% 4 10.8%

104 Hour Incentive 80 98.8% 80 98.8% 80 98.8%
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effective job performance in technical and
community colleges and a framework for
instructors and supervisors to use as a self-
evaluation tool and an avenue for indicating
strengths and weaknesses. This then, becomes
the structure for identifying professional
development goals and activities. These skill
standards are beginning to be used for
professional improvement plans for full-time
faculty.

Continuous Improvement
Truly, faculty workload is an issue. Both the
entry-level skills and multiple program entry
point contribute to the workload issue. Basic
skills level of students entering programs is low
and there are no prerequisites for entering
programs. Instructors are teaching extremely
diverse populations of students and different
levels in the program. Thus, the College and
faculty are looking at ways to provide a skills
review for students before program entry. For
example, the Math for Healthcare Sciences was
developed to better prepare students with basic
math skills applicable to the industry.

There is also a lack of communication among
instructors—reinventing the wheel by several
instructors teaching similar curriculum. Faculty
have been asked to consolidate teaching efforts
when appropriate. The College and faculty will
need to look at innovative ways to alleviate
duplication. In the RFT Contract (Exhibit 4.5)
Article 6, Section 9 B.2.A, the College and faculty
address this issue by redefining the workday to
encourage collaborative efforts when
appropriate.

Salaries and Benefits (4.A.4)

Description and Analysis
Full-time faculty are defined as those who are
contracted for 184 days per year and either
provide their assigned students six hours of
instruction per day for five days per week or in
the case of counselors and librarians, work 40
hours per week. Part-time faculty are defined as
those who provide fewer than 30 hours of
instruction per week or are scheduled for fewer

than 180 days per year. Faculty are compensated
based upon the negotiated salary schedules
incorporated into the Renton Federation of
Teachers Contract Agreement (RFT Agreement;
Exhibit 4.5).

The Washington State Legislature appropriates
funds for faculty salary increases. Typically the
Legislature will grant a cost of living increase
and/or increment funding. For the past few
years the Legislature has also appropriated
additional funds to be used to increase part-time
faculty salaries. The State Board for Community
and Technical Colleges (SBCTC) receives the
appropriations and allocates these funds to each
college based upon the number of full-time and
part-time faculty employed during the prior
fiscal year (i.e., funds for 2003-04 fiscal year
salaries are based on the number of faculty who
were employed in the 2002-03 fiscal year.)

When the amount of salary increase funds and
the parameters on how they are to be distributed
are known, the College and the union negotiate
their distribution and enhance the salary
schedules to reflect this negotiation. In addition
to cost of living and increment funding, the
College may include any turnover savings
realized. Turnover savings are defined as the
ongoing, permanent difference between the
compensation level of a faculty employee who is
no longer employed and the compensation level
of the faculty replacement. The Legislature rarely
funds full increments; therefore, some of the cost
of living funds are used to guarantee full
increments for all faculty. When funds are
appropriated only to part-time faculty, all of
those funds must be used to enhance the part-
time faculty salary schedule. Concerted efforts
are made by the College and the RFT to maintain
competitive salaries. The average salary for full-
time faculty has remained close to the
Washington State Community and Technical
Colleges (WACTC) average for the last four years
while the part-time faculty salaries have been
considerably higher than the system average
(Table 4.6).
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The full-time faculty salary schedule has been
enhanced 8.8% since the 1999-00 fiscal year. The
part-time faculty salary schedule has been
increased 14.9% during that same time period.
The median hourly wage of part-time faculty is
$31,277 compared to the $44,106 full-time faculty
earn. The Washington State Legislature is
committed to increasing part-time salaries in
order to remain competitive and attract qualified
instructors and to gain parity between full-time
and part-time pay within the WACTC.

The RFT Agreement spells out the criteria used
for initial placement of the full-time faculty on
the salary schedule. The following factors are
taken into consideration:  prior teaching
experience, experience in the occupation, and
degree status. Part-time faculty are initially
placed on the first step of the salary schedule and
move up based upon the number of hours taught
at RTC, certification status, and completion of
approved teacher training courses. Pay for
distance education instructors is based upon the
placement on the part-time faculty salary
schedule combined with the number of students
enrolled in the class.

Every new faculty is given a copy of the RFT
Agreement upon hire. The agreement includes
salary schedules as well as information on how

an employee is placed and moves on the
schedule. Any modifications to the Agreement or
the salary schedules are communicated to all
employees.

The College does not track the number of full-
time faculty who leave due to compensation
issues. However, the low attrition rate of faculty
coupled with the ease with which vacancies,
when they do occur, are filled, speaks to the
adequacy of the salaries and benefit (Table 4.7).
Further, only workload, and not compensation,
emerged as an issue on the 2002-2003 RTC
Institutional Climate Survey.

As discussed in 4.A.3 above, full-time faculty
may participate in the RTC Credit Incentive
Program. Eligible employees may receive a $400
credit incentive for completion of an authorized
three-credit course. Employees may also
participate in the RTC Optional Day Incentive
Program. Full-time employees may elect to
receive pay for up to five days (40 hours) for
paid or unpaid employment in the occupations
directly related to their teaching assignments.
The faculty member’s immediate supervisor
must approve such directly related employment
in advance. As part of this incentive program, up
to 10 % of the eligible employees may convert a
part of or all five of their optional days into

Table 4.6 Current Full-time and Part-time Salary

FT Faculty PT Faculty*

Year
RTC Average Salary
(9 month contract)

WACTC Average Salary
(9 month contract)

RTC Average
Annualized Salary

WACTC Average
Annualized Salary

2000 $44,106 $44,162 $31,277 $23,162

2001 $46,121 $46,247 $32,605 $24,157

2002 $47,487 $47,976 $33,931 $25,613

*Stated averages are adjusted as if Part-time Faculty were Full-time.

Table 4.7  Separation of FT Faculty

Reason for Separation
Period Total

Retired
Not

Reappointed
Resigned Other

Attrition
Rate

1997-1998 to 1998-1999 16 1 0 4 11 18.5%

1998-1999 to 1999-2000 13 0 1 4 8 15.7%

1999-2000 to 2000-2001 10 1 1 7 1 11.0%

2000-2001 to 2001-2002 15 1 4 7 3 16.5%

2000-2001 to Fall 2002 10 0 1 6 3 12.3%
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dollars to pay for degree granting credits. Prior
written approval from the Vice President for
Instruction is required. The Supplemental
Contract for Additional Activities provides for
additional compensation for faculty activities.
Each full-time faculty member may also receive
payment for up to 104 additional hours of work
outside his or her contracted hours. This pay is
compensation for reviewing new books or
videos, recruiting students, coordinating
instructional-related activities with business and
industry, developing jobs, attending meetings
and faculty training opportunities, and other
specified tasks.

Benefits that are offered to full-time faculty
include medical insurance, dental and vision
coverage, life insurance, contributions to TIAA-
CREF retirement accounts, and other insurance
programs consistent with the rules and
regulations of the State Health Care Authority.
(See Article XII, Section 4 in the RFT Agreement.)
Benefits also include leaves of short and long-
term duration as outlined in the Agreement.
Part-time faculty are eligible for the same
benefits if they meet the criteria as established by
the Washington State Legislature.

Currently, the RFT along with the Washington
Federation of Teachers (WFT) and the American
Federation of Teachers (AFT) continue to work
with the Legislature to provide additional
funding for part-time and full-time faculty and to
pursue the hiring of full-time faculty whenever
possible.

Evaluation of Faculty (4.A.5) and
Policy on Faculty Evaluation (4.1)

Description and Analysis
Evaluation criteria and procedures at RTC have
been established for the express purpose of
achieving excellence in the area of effective and
purposeful classroom/laboratory instruction
(RTC 24408; Exhibit 4.2). The effectiveness and
quality of this institution’s educational offerings
depends upon the presence of competent faculty.
Further, it is the institution’s obligation to consult
and evaluate performance of faculty on a
continual basis in order to provide for faculty
development.

During the contract negotiations in 2001, the
faculty bargaining team and the administration
representatives formed a sub-committee to
review the faculty evaluation procedure at RTC.
As a result of their joint work, the process was
completely overhauled. Revised to incorporate
the Washington State Skills Standards for
Professional Technical College Instructors, the
new evaluation procedure places emphasis on a
collaborative relationship between the faculty
member and the dean. The year-long process
culminates in the development and
implementation of a Professional Improvement
Plan that is based on the faculty’s strengths and
challenges.

Full-time Faculty Evaluations
In evaluating the performance of faculty, a
comprehensive range of opinions is sought:  that
of the faculty themselves, their supervisors, their
peers and their students. Each is briefly
described in turn:

1. Self-Assessment: Faculty complete a self-
assessment using the Faculty Assessment Form.
This form is based on a subset of Key Activities
of the Skills Standards that were selected for
their appropriateness and relevancy to RTC; it
has two dimensions – perceived importance and
performance. Faculty draft a Professional
Improvement Plan based on the self-assessment.

2. Supervisor Evaluation: Supervisor evaluations
take the form of overall performance assessment
and classroom observations. The former is done
by completing the same Faculty Assessment
Form the faculty use for self-assessment, and the
latter by a minimum of two 30-minute
observations. The results of the observations are
documented in writing.

3. Peer Evaluation: Faculty are evaluated by a
peer at least once every three years. The peer is
chosen by the RFT from outside the faculty
member’s immediate department.

4. Student Evaluation: Students evaluate all
courses and programs that are at least 30 hours
in length using one of three forms; the forms are
designed for professional-technical programs,
supplemental courses, and Basic Studies
offerings, respectively.
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In the spring of each year, the dean holds an
Annual Assessment Meeting with the faculty.
The purpose of this meeting is three-fold:  to
discuss, as applicable, the employee’s self-
assessment, the supervisor’s observations and
assessment, student evaluations, and any peer
assessments that have occurred over the prior
academic year; to develop a Professional
Improvement Plan for the upcoming
instructional year; and to determine if any
curriculum or program changes may be needed
for the following academic year.   The Mid-year
Progress Meeting follows in December to review
and discuss progress toward the annual
Professional Improvement Plan.

Also under the new contract, faculty have the
opportunity to provide anonymous feedback
regarding the performance of their immediate
supervisor. The evaluation form was revised to
reflect those aspects of the supervisor duties that
are meaningful to the faculty member. As with
any evaluation, it is undertaken with the goals of
improvement and accountability. Care is taken to
respect the rights of both faculty and supervisors
during this process. Faculty are assured that the
process is completely anonymous and non-
retaliatory. Supervisors, in turn, are assured that
the results are kept confidential.

The new evaluation process is more focused on
faculty success and provides useful, objective
tools to determine areas of improvement. Both
stakeholders, faculty and deans, work together to
determine agreed upon goals that will promote
growth and professional fulfillment.

In a supportive role to help faculty self-assess
and improve their teaching skills, the Office of
Instructional Improvement works with
individual instructors offering observation and
feedback, videotaping, Small Group Instructional
Discussions (SGID), and assistance in critiquing
and improving syllabi and curriculum.

Evaluation of Probationary Faculty
In addition to the evaluation listed for full-time
faculty, probationary faculty might be evaluated
in some other areas as determined by the tenure
committees and outlined in the tenure process
guidebook (Exhibit 4.15). The key element is the
preparation of a teaching portfolio with samples
of syllabi, assessments, and teaching philosophy.

Annually, each tenure committee member writes
two peer reviews for the probationary instructor.
The faculty tenure process is explained in the
RFT Agreement, Article VI, Section 15. Any new
instructor hired into a full-time tenured position
must complete the three-year process. New
faculty members are in a probationary period for
nine quarters, not including summer, during
which a probationary faculty member works
with a Tenure Review Committee in seeking a
tenure recommendation. This period is one of
professional development and evaluation
between the Tenure Review Committee and the
faculty member. Specific criteria and procedures
for each year of the probationary period are
defined, and the tenure committee may assist the
probationary faculty member in completion of
yearly requirements.

Once the evaluations have been completed, the
employee and immediate supervisor mutually
agree upon a Professional Improvement Plan and
develop goals for the next year. Two objectives
support the goal and are to be accomplished
during the following academic year as budgets
allow. Using curriculum developed in the
Washington State Skills Standards for
Professional Technical College Instructors,
instructors and deans decide which of the
activities would be most beneficial for the
instructor, and then the instructor may
participate in workshops in the community, take
classes through RTC, Seattle Pacific University,
and take part in online or distance learning.

After the first and second year of the tenure
evaluation and probationary period, the Tenure
Review Committee recommends tenure or non-
tenure via the President of the College who also
submits a recommendation to the Board as to the
continuation of a probationary status or non-
renewal. Upon completion of the final year of
probation, the Tenure Review Committee
recommends directly to the Board as to the
continuation of a probationary status, award of
tenure, or non-renewal.

Part-time Faculty Evaluations
Part-time faculty working 720 or more hours in a
fiscal year are subject to the same evaluation
procedure described above for full-time faculty
(RTC 24408, Exhibit 4.2).  Those working less
than 720 hours who instruct in programs(s) or
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classes of 30 hours or more are evaluated
quarterly by enrolled students using the
appropriate student evaluation form(s), which
are administered informally through the dean’s
office with appropriate feedback given to
instructors. Part-time faculty working less than
720 hours who instruct in classes of less than 30
hours are not subject to any formal evaluation
process.  In the fall of 2002, 342 of the College’s
724 total course offerings (47%) were not
evaluated formally.  Nearly half of these were
Community Education courses, however, and all
together enrolled only 5% of the total fall 2002
student FTEs.

Continuous Improvement
Renton Technical College employs professionally
qualified faculty who are dedicated to the
mission of the College. With regard to
certification and evaluation, the RTC faculty
have been progressive and a major contributor in
the evaluation of vocational instructors. For
example, ten RTC instructors helped to formulate
the Washington State Skills Standards for
Professional-Technical Instructors (Exhibits 4.17
and 4.18).

Because the new evaluation process has just
begun, the College will need to monitor its
effectiveness in ensuring faculty is qualified and
has a support system that continues to encourage
and identify professional development targets.
The College needs to study the issue of
evaluating courses that are less than 30 hours in
a more consistent way.

Faculty Recruitment (4.A.6)

Description and Analysis
RTC follows the procedure detailed in WAC 131-
16 which establishes Washington State’s
requirements for faculty in community and
technical colleges. The recruitment and selection
process for full-time faculty is described in the
sample Human Resources letter (Exhibit 4.3).

The College requires a master’s degree as an
entry requirement for teaching in academic and
General Education classes in compliance with the
personnel standards in WAC 131-16-091 for
professional technical education programs.

Faculty positions in professional technical areas
require certifications or the ability to obtain
certifications and recent teaching and or work
experience in their area of specialty. The
President or designee normally will assign
employees to the position for which their
preparation, certification, experience and
aptitude fit them. In addition, the Personnel
Department and deans of each program have
detailed job descriptions for each position.

In order to attract a diverse pool of candidates,
the College advertises on its website, the State
Board website, newspapers such as the “Seattle
Times” and “Eastside Journal,” place
advertisements in trade-related magazines such
as “Nurseweek,” and sends job announcements
to other state colleges and to advisory committee
members. In addition, in response to
recommendations from the Governor’s
Affirmative Action Policy Committee, a
concerted effort is made to ensure diverse
representation on every screening committee.
The College continues its efforts to recruit and
hire a diverse faculty.

Demographics of full-time and part-time faculty
are compared with those other employee groups
in Appendix 4.2. On the whole, full-time faculty
are less ethnically diverse than all other groups,
and are the only group to employ more males
than females.  This is due, in part, to the longer
seniority of full-time faculty:  the median length
of service of full-time faculty is 6.2 years,
compared with 3.8, 3.5 and 4.3 for part-time
faculty, staff, and administration, respectively.
Of the 37 faculty hired over the last 5 years, 22
(60%) were female and 4 (11%) were of color.

After faculty are hired, published personnel
policies and procedures are made available to
faculty. The RFT Agreement and the new
Employee Handbook are given to the new
faculty member. An orientation is provided by
the appropriate dean regarding policies specific
to his or her department. The Office of
Instructional Improvement also conducts an
orientation in early September for new faculty
and staff, and all new faculty hired during the
year attend a statewide system orientation each
September. In addition, support is offered
through the Office of Instructional Improvement.
Monthly meetings are held to help new faculty
members with their first year at RTC, and
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resources are available for teaching strategies
and College policies. Officers of the RFT meet
with new instructors in September and provide
additional information about union benefits and
answer any work-related questions that the new
faculty may have.

Part-time Faculty Recruitment
Hiring needs, qualifications, and selection are
determined at the program or departmental level
with training, work experience, and educational
requirements consistent with those required by
full-time faculty. In professional technical
programs, part-time faculty qualifications, as
defined in WAC 131-16-091, include recent
experience or specialized training in the industry
in which a position is sought.

Recruitment occurs through the review of
unsolicited resumes, advertisements placed in
local media, flyers sent to other community and
technical colleges, recommendations from
advisory committee members, and other
professionals in the community. Potential part-
time faculty are also drawn from applications for
full-time position recruitment efforts.

Every applicant must fill out the RTC
employment application and provide a resume,
references, and transcripts from colleges.

Once part-time faculty are hired, they receive the
RFT Agreement along with the Faculty
Handbook, with explanations about supplies,
materials, student services, and College
requirements on attendance and grading.   An
orientation is held in September to provide new
part-time employees with information they need
to perform effectively. They receive expanded
information about the institution, work
assignment, conditions for employment, rights
and responsibilities, and a review of general
policies and procedures.

Part-time faculty are welcome to attend any of
the training sessions provided by the College
such as the morning brown bag series and the
afternoon classes provided by the Office of
Instructional Improvement.

Through fall 2002, part-time faculty numbered
158, and full-time faculty numbered 77. In
general, part-time faculty were a more diverse
population than full-time faculty, with more

women (51.5% compared to 45.5%) and
minorities (20.1% compared to 10.4%)
represented (Appendix 4.2).

Academic Freedom (4.A.7)

Description and Analysis
Academic Freedom is explained in Article VI,
Section 5 of the RFT Agreement and states that
instructors are free to present instructional
materials which pertain to the subject and levels
taught, within the outlines or approved
appropriate course content, and within
instructional program. Instructors can express
their personal opinions on materials relevant to
the course content and appropriate to the subject,
yet must explore various sides and aspects of
controversial issues in an objective and scholarly
manner. This statement guarantees that faculty
have the academic freedom to pursue
scholarship, research and artistic creation in
accordance with the College’s mission.

Moreover, while the College does not have a
formal policy governing academic freedom, the
current monitoring and advisory board approval
process allows faculty and advisory board
members full control of curriculum content and
presentation so that employer and student needs
are met. Faculty have the ability to decide on
course curriculum and autonomy that is reflected
in the Climate Survey (Exhibit 4.4).

Scholarly Activities
The College encourages faculty to develop
original materials or products that will
contribute to the College’s mission, vision, and
values. Institutional policies regarding research
activities, artistic creation, and professional
development are included in the RFT Agreement
Article VI, Section 5. It is the responsibility of the
faculty member to work closely with his or her
dean and the Vice President of Instruction in
determining any possible ethical problems,
safety concerns, or budgetary commitments
involved in conducting his or her specific special
project, research or artistic endeavors.

All full-time faculty are expected to serve on
College committees as part of their workload as
requested. Therefore, faculty workload does not
leave a lot of time to do scholarly research.
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Qualifications of Part-time Faculty
(4.A.8)

Description and Analysis
Part-time faculty must be qualified by academic
background and professional experience in order
to be hired at RTC. Minimum standards are
detailed in all employment announcements, and
individual deans assess applicants’
qualifications. Two job announcements for part-
time faculty positions are included in Exhibit 4.3.
Documentation of part-time faculty
qualifications is maintained in the Human
Resources Department.

Employment Practices for Part-Time
Faculty  (4.A.9)

Description and Analysis
Part-time faculty receive their work assignments
through the appropriate dean. Information
regarding rights and responsibilities as well as
conditions for employment are printed in the
RFT Agreement, and distributed through the
Human Resources Department and the
appropriate dean.

A new Employee Handbook has been created to
give to new/current part-time faculty members.
This manual serves as an information resource.
The manual provides information on processes
and procedures such as grading and developing
a course outline, departments on campus and
contact people. Additionally, a new faculty
orientation is held each September to familiarize
part-time faculty with procedures, policies, and
resources available to assist them in their
teaching.

With such a high percentage of part-time faculty
members who work in the evening, off-campus,
weekends, and short hours, it is very difficult to
ensure good communication, adequate resources,
access to management, periodic evaluations, and
appropriate intervention. Within the past year,
email resources have been made available to all
part-time faculty.

With the turnover of part-time faculty at 53.8%, it
is also difficult to maintain curriculum continuity
and integrity, to provide for continuous program

improvement, to promote loyalty, and to prevent
employee turnover.

Continuous Improvement
The College does not know if the 53.8% turnover
percentage (Exhibit 4.13) is a problem. More
research must be done to examine whether this is
due to Renton Technical College policies, pay
scale, or just the natural scheduling of the
curriculum cycle of courses offered.

Policies Concerning Use of Part-Time
Faculty (4.A.10)

Description and Analysis
Part-time courses allow the College to provide
services to those individuals who have limited
time and funds to attend some type of skills
training or take classes to obtain General
Education degrees (AAS). These courses are also
used to enhance the skill level of faculty and staff
currently employed. It is the policy of RTC to
employ part-time faculty to meet specific needs
of the College. The RFT Agreement states, “In no
instance will part-time employees be utilized to
fill positions that could or should be filled by
full-time employees in accordance with the other
provisions of Article VI, Section 9, Item C. “  This
Article states that part-time instructors are
required for programs that are scheduled for 30
contact hours or less per week; classes that are
scheduled for fewer than 180 contact days per
year, and for classes that are considered to be
unpredictable, i.e., subject to labor market
conditions, insufficient enrollment, and funding
which may be temporary.

Standard 4.B - Scholarship,
Research, and Artistic Creation

Faculty Engagement in Scholarship,
Research, and Artistic Creation (4.B.1)

Description and Analysis
Renton Technical College is a teaching institution
focused on preparing students for the work
force. While the College’s mission does not
prohibit research, its policies do not greatly
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encourage nor provide major incentives for
activities other than those directly relating to
teaching. Most RTC faculty are themselves
practitioners rather than theorists and, as such,
few are engaged in formal, content-based
research. The College’s Office of Research and
Development does undertake research studies,
but these generally focus on policy issues at the
institutional, rather than classroom, level.

There are, however, opportunities for faculty to
become involved in scholarship. In keeping with
the mission, scholarship at the College is
considered two-fold:  expertise in the field, and
effectiveness in teaching. The incentive programs
(section 4.A.3), vocational teaching certifications
(section 4.A.1), and specialized certifications
(section 4.A.1) are designed to encourage and
support both forms of scholarship. Some
examples of scholarship and creative activities
among the 77 full-time RTC faculty are given in
Table 4.8 (refer to Exhibit 4.9 Faculty Profile, for a
complete list):

Policies and Procedures for Ethics,
Scholarship, Research, and Artistic
Creation (4.B.2 – 4.B.3)

Description and Analysis
Until recently, research at the College was
primarily limited to institutional research done
by the Office of Research and Development. The
function and scope of this office is described in
RTC 21032 (Exhibit 4.2); note, however, that at
the time of this writing this procedure is
considerably out-of-date. The College does not
currently have an institutional policy that
specifically addresses the involvement of faculty,
staff and students in scholarship, research and
artistic creation.

On November 15, 2002, an informal committee of
faculty and administrators came together to
discuss the development of College procedures
that more formally address participation in
scholarship and research. The meeting was led
by the Vice President of Institutional
Advancement; primary responsibility for
developing such procedures falls to this Division,

Table 4.8  Selected Faculty Scholarship and Creative Activities

Scholarship/Creative Activity Example

Authoring books ü 10 faculty have written a total of 21 books

Co-authoring books and articles ü 8 faculty have contributed articles to various publications

Participating in the statewide development of skill
standards for professional-technical instructors

ü 10 faculty members participated in writing the Washington

State Skill Standards for Professional Technical Instructors

Participating in the development of program-specific skill
standards projects sponsored by SBCTC

ü Early Childhood Education faculty participated in the
creation of the skill standards for their field

ü Paraeducator faculty participated in the creation of the skill
standards for their field

Re-designing programs to better meet the needs of
students and employers

ü 20 faculty are re-designing their programs

Developing training materials, videos and computer
software

ü 20 faculty are creating training materials for their program,
and their field of study

Participating in projects or research related to their field
of expertise

ü 9 faculty members have participated

Serving on College committees and councils
ü 41 are serving on at least 1 committees/councils
ü 30 are serving on 2 committees/councils
ü 17 are serving on 3 or more committees/councils

Serving on community boards and participating in
community organizations

ü 52 serve on community boards
ü 20 volunteer in various community events related to their

fields
ü 35 work as volunteers in the community
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which houses the Research and Development
Office, the College Foundation, and Public
Information Office. As a result of the meeting, it
was decided that a centralized “clearinghouse”
of current projects and grant opportunities
should be created that could be accessed
campus-wide. Faculty, staff, and students could
thereby educate themselves regarding ongoing
activities and potential funding sources. Since
the initial meeting, little progress has been made
towards this effort.

Continuous Improvement
With a growing faculty interest in scholarship
and research, there is a recognized need for a
policy that clearly outlines the approval process,
if required, and the legal and ethical
considerations involved.

The centralized “clearinghouse” of current
projects and grant opportunities effort should be
revived campus-wide.

Resources for Scholarship, Research,
and Artistic Creation (4.B.4)

Description and Analysis
The College provides financial support for
faculty scholarship activities as they relate to
content currency and instructional effectiveness.
Under WAC 131-16-094 (Exhibit 4.1) and the RFT
contract, all full-time faculty are required to
develop a Professional Improvement Plan (PIP)
annually. The plan may include various forms of
scholarship activities such as in-service trainings,
educational conferences, projects, and academic
college courses. Upon approval from the dean, a
faculty member may have the following funding
options as stated in Article IX, Section 1 of the
contract (Exhibit 4.5):

1. Request funding to attend conferences and
workshops directly related to his or her
teaching assignment. The faculty member
may attend these workshops with approval
from his or her supervisor during regularly
scheduled work days.

2. Use one day from the “pool” to attend
educational meetings, seminars, conferences,
workshops and observations.

3. Enroll in any approved vocational teacher
training or General Education classes offered
by RTC and have the fee waived by the
College.

4. Be reimbursed up to one hundred dollars
($100) annually for membership in approved
program-related organizations.

5. The College recognizes that the
improvement of instructional programs and
teaching methods takes adequate time. The
College provides a full day in-service day
and compensates employees for attendance.

6. The College offers an incentive program, and
will also reimburse the faculty member a
$400 stipend each year for:  (See appendix C
of the Contract Agreement, Exhibit 4.5)
a. Satisfactory completion of an approved

three-credit academic course, recorded on
an official transcript

b.Three quarter credit hours from the Staff
Development course offered at RTC which
are presented for college credit and
recorded on an official transcript

c. Thirty clock hours of approved continuing
education credits

d.Thirty clock hours of locally approved in-
service, if such in-service is qualified and
approved by the College.

In addition, full-time employees may participate
in the Optional Day Incentive Program.
Employees may elect to receive per diem pay for
up to five days (40 hours) for paid or unpaid
employment directly related to their teaching
assignment. This must be approved in advance
by the employee’s designated immediate
supervisor. Because research is not part of the
institution’s mission, all other research activities
must typically be supported by an external
funding agency.

Faculty Assignment, Reward, and
Renewal (4.B.5)

Faculty in single-instructor programs are, by
definition, assigned to teach all courses in their
program, which they have the freedom to revise
in consultation with their advisory committee. In
multi-instructor programs, teaching assignments
are not made by administration but rather are
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decided collaboratively by the instructors
themselves; assignments are typically based on
individual faculty strengths and interests. Renton
Technical College does not have a policy for
sabbatical leaves or other similar programs, but
the College and RFT have provisions for unpaid
leaves described in the RFT Contract (Exhibit
4.5). The College has found some leaves
detrimental to some programs. Full-time faculty
performance is recognized and rewarded by the
annual Excellence in Teaching awards. These
awards, sponsored by First Savings Bank of
Renton, are made to three faculty each year and
come with a stipend of $500 each. With regard to
renewal, instructors have the option not to teach
during the summer per the RFT Contract.

Research and Programs Funded by
Grants, Contracts, and Gifts (4.B.6)

Description and Analysis
Special projects and programs funded by grants,
contracts and gifts are consistent with the
College’s mission and goals. The College seeks
grants and contracts such as WorkFirst Grants,
Carl Perkins and the Disability Grant that are

identified by faculty and deans which are
focused on student success and/or faculty
professional development. Exhibit 4.16 is a list of
grants and special projects that are funded
through various financial resources.

Academic Freedom to Pursue
Scholarship, Research and Artistic
Creation
(See 4.B. above.)

Summary
Faculty members in general feel they are
working in a supportive and constructive work
environment. Responses to 2002-2003
Institutional Climate Survey indicate that, on the
whole, RTC employees enjoy working here, and
have positive relationships with those in their
immediate circle (Exhibit 4.4). They have a clear
notion of what is expected of them, both in their
professional responsibilities and in the larger
context of the institution’s mission. They feel
students remain the institution’s central focus
and that graduates leave well prepared for a
career.

Appendices

4.1 Historical RTC Employee Distribution
4.2 Demographic and Wage Data, Fall 2002

Exhibits

4.1 Cited Washington Administrative Codes (WAC)
4.2 Cited RTC Procedures
4.3 Sample faculty job descriptions
4.4 2002-2003 RTC Institutional Climate Survey Results
4.5 Renton Federation of Teachers Contract Agreement
4.6 Faculty handbooks
4.7 Faculty committees and membership
4.8 Evaluation of Faculty Forms and Policy
4.9 Faculty Profile
4.10 Summary of Faculty Authorship
4.11 Sample Renton Technical College Faculty Focus
4.12 Office of Instructional Improvement Course and Workshop Offerings for Faculty and Staff
4.13 Retention by Faculty Type and Year
4.14 Student Satisfaction Survey Executive Summary and Forms
4.15 Tenure Process Guidebook
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Appendix 4.1:  Historical RTC Employee Distribution
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Appendix 4.2  Demographic and Wage Data, Fall 2002
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Standard Five – Library and
Information Resources

Introduction

The phrase “connecting students and faculty
with a world of knowledge,” coined by the
Association of College and Research Libraries, is
a good description of what both the Renton
Technical College Library and Information
Services departments are all about. Although the
Library and Information Services are two
separate departments, reporting to two different
Vice Presidents, they maintain a close working
relationship and unity of purpose in providing
the best possible connections to the world of
knowledge in support of teaching and learning
for the College’s students, faculty, and staff.

Standard 5.A – Purpose
and Scope

Sufficiency of Resources and
Services (5.A.1)

Description and Analysis – Library
The mission of the Library at Renton Technical
College is to provide services and materials to
support the information needs of the students,
faculty, and staff of the College as students learn
practical skills that prepare them for work. These
services and materials include:

• Print and audio-visual materials to support
the curriculum

• Material for the professional development of
instructors

• Periodicals and databases to support the
needs of faculty and students

• General orientations to the library and
library skills

• Specialized instruction in library use and
information literacy skills

• Reference and patron services in the library
• Facilities for study and research.

The centralized library at Renton Technical
College was established in 1991 when the first
library staff member was hired. Library services

for the College before that time consisted of a
few small specialized collections of resources
housed in each vocational program area. In the
11 years since, most of the distributed collections
have been disbanded with their material being
sent to the Library or discarded. (The few small
program libraries that remain are being
accounted for in the Library catalog and thus
these resources will be available to any campus
user who needs them.)  The College now has a
central Library with a collection of about 21,000
items supporting all the curriculum areas of the
College.

In May 2003, the Library moved from its third
location (a modest 4,300 square foot space in the
basement of H Building) into the Technology
Resource Center (TRC). The TRC is a new 45,000
square foot facility designed specifically to house
the Library, computer labs, and a large
auditorium, and includes space for a few other
functions. The Library occupies the entire second
floor, about 17,000 square feet of assignable
space. The new facility has a dedicated library
instruction room with a wireless computer
network and data projection capability. The
Library has adequate book stack space, increased
computing resources, ample study areas, a
substantial staff work area, and numerous small
group study rooms. The library at Renton
Technical College is now larger than that at any
other technical college in the state and exceeds a
few of those at community colleges.

From its inception in 1991 with one staff member,
the staff of the Library grew to four full-time
employees in 2002.  With the move into the new
facility, the College has added two librarians to
provide better support for instructional activities.
With six full time employees, the Library at
Renton Technical College is very well staffed
compared to other technical colleges and as well
as some community colleges. (See Standard
5.D.1, below for more details on staffing.)

Continuous Improvement – Library
The Library at Renton Technical College has
grown significantly over the past 11 years,
growing from a tiny, one-person operation to a
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well-staffed large new facility. The library
collection has increased to a respectable 21,000
items. The College’s challenge now will be to use
the increased staff and new facility to encourage
more of the students and faculty to avail
themselves of these resources.

Description and Analysis –
Information Services
The Information Services (IS) department at
Renton Technical College directly supports the
mission of the College by providing access to and
support for information technology, including:

• Installation and maintenance of instructional
computer labs

• Installation and maintenance of information
technology for faculty, staff, and students

• Design, implementation, management, and
maintenance of local area network services

• Design, implementation, and administration
services for the College’s application, file,
web, and document imaging servers

• Technical consulting services for faculty and
staff regarding the acquisition of information
technology

• Campus wide Internet access
• Web based student service applications
• College  website hosting and maintenance
• Operational support for Interactive Tele-

Video (ITV) conferencing
• Media production and support

The IS department, consisting of 10 members, is
structured into three distinct service areas: Client
Services, Network Services, and Media Services.
Client Services supports the use of desktop
computing equipment and software and over the
past year has added two additional positions.
Network Services supports the infrastructure
that connects each of the programs and buildings
on campus to the College’s Local Area Network
(LAN), Washington State’s K-20 Wide Area
Network (K-20 WAN), and the Internet. Media
Services supports the use of all audio and visual
equipment and provides media production
services.  Technical professionals in each area are
responsible for the acquisition, installation,
maintenance, and support of information
technology resources specific to their area of
specialty.

A wide variety of information technology
resources are utilized at the College for both
instructional and administrative purposes. These

resources include desktop computing equipment
and software applications, mainframe computing
equipment and software applications,
networking infrastructure, audio/visual
equipment, media production, interactive tele-
video conferencing, Internet access and web
based services. Many of these resources are also
employed at off-campus locations including
WorkSource Renton, WorkSource Affiliate
Downtown Seattle, RTC-Kent Learning Center,
and Hillcrest Special Services Center.

Educational IT Deployment Strategy
As the educational approach that the College
utilizes is program-focused, the deployment of
educational technology is also program-focused.
Each of the 41 program computer labs on
campus is specifically designed to meet the
needs of the program it serves, and each
computer lab is used primarily by that particular
program. Labs range in size from 4 to 25
computers. Each lab is connected to the College’s
Local Area Network (LAN), is serviced by
application and file servers, and is provided with
Internet connectivity. Additional instructional
computers are distributed throughout the
campus in groups of two to three. The College
also provides an open computer lab, located in
the Technology Resource Center, which is staffed
and available for drop-in use by the campus
community. This lab is equipped with 48
computers that will accommodate a variety of
configurations to meet the general and specific
needs of students. Overall the College has 943
desktop computers deployed at the main campus
for instructional purposes. An additional 94
instructional desktop computers are distributed
at the five off-campus locations.

Information technology equipment and services
have been carefully chosen to support the
educational objectives of the College. An
Information Services (IS) department exists
solely to support the College in its use of this
technology. The department has undergone a
restructuring over the past year to better align
itself with the needs of the College and has
implemented asset management strategies to
maximize the return on IT investments. These
strategies include a streamlined Helpdesk
process, the standardization of desktop
computers, and a well defined “Cascading”
program for desktop computers. This Cascading
program uses an organized approach towards
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managing IT assets by identifying high-
technology, medium-technology, and
lower-technology users. As equipment ages it is
“cascaded” down the scale, ensuring that
maximum value is gained from the investment.

The College has made a significant commitment
towards improving the availability of and access
to information technology through the recent
completion and equipping of the Technology
Resource Center. Additional computer labs,
Interactive Tele-Videoconferencing facilities, and
newer technologies are all available as a result of
this new facility. To meet the increase in service
demands created by this new facility, two
additional computer support technicians have
been hired.

While the College has a significant investment in
Web services there is a lack of technical
personnel to provide adequate ongoing support.
In the past, large scale work has been contracted
out and minor levels of maintenance have been
handled by several individuals in different
departments. As information technology has
become more web-centric, the need for in-house
web-services has increased and the College has
been unable to meet these needs.

Administrative IT Deployment Strategy
Instructors and employees at the College are
provided with desktop computers, Internet
access, and electronic mail. Administrative
applications, which include the Student
Management System, Financial Management
System, Financial Aid System, and Personnel and
Payroll Management System, are run on a
mainframe computer with access provided to the
desktops of the appropriate faculty and staff.
Student services are available via the World Wide
Web and provide for online admissions,
registration, transcripts, financial aid
information, and more. A total of 202 desktop
computers are deployed for administrative
purposes.

Community and Technical College
Consortium
The College belongs to the consortium of
community and technical colleges of the state of
Washington, all of which fall under the general
supervision and control of the State Board for
Community and Technical Colleges (SBCTC). All
of the community and technical colleges run the

same administrative applications on similar
mainframe platforms. Support for theses
applications and systems is provided by the
Center for Information Systems, an entity created
specifically to provide information technology
services to the community and technical colleges
in the state of Washington.

The community and technical college consortium
gives the Colleges expanded purchasing power
for IT equipment and resources and helps to
ensure a lower Total Cost of Ownership (TOC)
by maximizing economies of scale. The
administrative applications used by the
consortium are written in a legacy language, and
the platform they run on is no longer being
manufactured. Modifications to the applications
have become difficult to implement and support
from the vendor for the hardware will cease in
the next few years.

Continuous Improvement – Information
Services
Overall, the College has recognized the
prominent role that information technology
plays in technical education and has made a
strong commitment to providing, within its
means, the necessary resources and equipment.
The College will continue with the careful
selection of information technology that best
supports its educational objectives. Information
Services will continue with its realignment to
better meet the College’s needs.  This will
include implementing an electronic based
Helpdesk and asset management application that
will permit a more thorough and extensive
method for tracking and measuring the use of IT
equipment and resources.

The consortium of community and technical
colleges has undertaken the “re-hosting” of its
legacy administrative applications. In the next 18
months all of the applications will be converted
to run on a modern hardware platform. Once the
conversion is complete, the applications will be
transferred to a centralized mainframe computer,
and the existing hardware will be retired. In
subsequent years, the applications will be
rewritten in a modern programming language
that will allow for faster modification of the
existing code and shorter development times for
new applications. A contract is currently in place
with Hewlett Packard and Microsoft to complete
Phases I and II of this project. At the successful
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completion of Phase II, the consortium will issue
a second Request for Proposal to accomplish the
remaining phases of the project. Renton
Technical College is an active participant in this
process and expects to fully benefit from the
outcome.

As the use of the new Technology Resource
Center increases, IS will explore technologies that
expand service offerings and improve the
efficiency and flexibility of the Center. These
technologies will include wireless, removable
hard drives, lab monitoring software, and
portable computing options.

As the need for web services increases, the
College will need to decide upon a long term
approach to managing this need. In the short
term, contract services and student help may be
sufficient to maintain current services. In the
long term, the College will need to acquire the
in-house expertise to meet the need for web
development, Intranet services, and web-based
administrative applications.

Library Collection (5.A.2)

Description and Analysis – Library Print
and Media
RTC’s Library provides a collection of print,
media, and computer resources to support the
various professional technical programs taught
at the College. The Library also has a
considerable number of resources for the
professional development of faculty and staff. A
very small number of items are collected in areas
that are not part of the curriculum such as
fiction, history, philosophy, and art. This
distribution of materials is a result of the
College’s collection development philosophy
that puts emphasis on serving the immediate
information needs of students based on the
curriculum taught in each program. The
collection development philosophy is articulated
in more detail in the RTC Procedure 13003
(Exhibit 5.1). The current breakdown of the
Library collection by materials format is as
follows:  Print 92.9%, Media 5.2%, and Computer
Disks 1.9%.

As shown in Table 5.1, there has been steady
growth in the Library collection over the years.
The College now has more than 20,000 volumes

in all format types (Table 5.1). The Renton
Technical College Library has the largest
collection of resources of the five technical
colleges in the state of Washington.

While the College has made good progress in
developing the print collection, it has been more
difficult to keep pace with the demand for media
items. The kinds of items that best serve RTC’s
curriculum are often very expensive, specialized
trade training videos that are often beyond the
ability of the Library’s budget to support.

One indication of the adequacy of the print
collection is that very few of the library users ask
for materials from other libraries. During all
student and faculty orientations, library staff
stress that items can be requested from other
libraries if the materials here are not adequate.
Despite this, during 2001-02, library staff
borrowed only nine books and obtained just one
copy of a magazine article from other libraries
through interlibrary loan. (During the same time
period, RTC loaned 53 books to other
institutions.)  In the College’s most recent
Student Satisfaction Survey (2002-2003) of those
responding, 84.7% agreed or strongly agreed
that, “the library has a good collection of books,
magazines, and videos” (Exhibit 5.10).

With the move into new quarters, the College
finally has a facility capable of supporting a
substantial media collection. A grant through the
Higher Education Act, Title III was issued to the
College in 2000, and it includes a library
component that has provided the impetus to hire
a professional staff member who will spearhead
an effort to systematically improve library
resources in this area. A Library Specialist to
support cataloging efforts and a Library Director

Table 5.1  Number of Items in the RTC Library Catalog

Year # Items
% Annual
Increase

1996 9,760 —

1997 11,021 +12.9%

1998 12,301 +11.6%

1999 13,104 +  6.5%

2000 14,664 +11.9%

2001 16,447 +12.1%

2002 20,845 +26.7%
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to provide enhanced management of the
operations have been hired largely due to this
grant. A Media Librarian will soon be added to
the staff to provide more services to students and
faculty and to coordinate the enhancement in the
media collection.

In addition to the Library’s ongoing materials
budget, the Title III grant provides for an extra
allocation of about $21,000 for additions to the
core collection of media items and another
$10,000 for more media equipment. It was also
used to purchase $80,000 of new computers for
the Library (Exhibit 5.23).

Library Periodicals
The Library at Renton Technical College
subscribes to about 200 program-related
periodicals in print form. It also has a small
selection of general magazines such as Consumer
Reports, Newsweek, Sunset, and Working Mother.
The Library subscribes to some publications for
the professional development of faculty,
including, College Teaching, ESL Magazine, Journal
of Applied Research in the Community College, and
Journal of Career Planning & Employment. The bulk
of the titles are related to one, or more
professional technical programs. Examples of
these include 911 Dispatching, Accounting Review,
Historic Brass Society Journal, Journal of Light
Construction, Law Practice Management, Metal
Finishings, and Massage Therapy Journal. The
Library subscribes to four local daily newspapers
serving this county (the Seattle Times, the Seattle
Post-Intelligencer, the South County Journal, and
the East Side Journal) and two national
newspapers, the New York Times and the Wall
Street Journal. A complete list of the Library print
periodicals is included in Exhibit 5.6.

To supplement the print collection of journals,
the College subscribes to online periodical
databases. These databases index and abstract
the articles in more than 3,000 periodical titles.
For more than half of those titles, the full-text of
the articles is immediately available to the user
through the online service. The Library has
adjusted the number of print subscriptions
several times to coordinate with what is available
through these databases. One of the online
databases that RTC subscribes to provides
indexing and full text of more than a dozen
Washington State newspapers.

Library CD-ROM and Computer Disks
Nearly 400 computer disks and CD-ROM disks
are available for check out in the RTC Library.
The bulk of these disks are associated with print
items in the book collection but can be checked
out separately. A limited selection of CD-ROM
disks have been loaded on a dedicated computer
for use only within the Library.

Continuous Improvement – Library Print
and Media
The staff of the Library has successfully built a
collection of materials that provide something for
every program at the College. The Library needs
to undertake a substantial “weeding” project to
discard out-dated material. A large number of
the older items were part of the program libraries
that were centralized to create the initial library
collection. In a few cases, some older items have
been deliberately kept for historical interest to
show how a particular field has changed over the
decades. New acquisitions need to be used to
keep up-to-date in all areas, but in particular in
those fast changing fields such as computer
science. Use of additional online resources needs
to be considered. The Library should collect
more resources in non-print formats including
more use of DVD technology.

Description and Analysis – Information
Services
The primary information resources used to
support curriculum are desktop computers,
software applications, Local Area Network
access, file and application servers, printing and
scanning equipment, Internet access, and IS
support services. The current methods used to
determine sufficiency are:

1. Annual budgeting process
2. IS consultations with deans and instructors
3. IS Helpdesk ticket and backlog analysis
4. Network performance monitoring
5. Student Satisfaction Survey

As part of the annual budgeting process, IS
conducts a review of all computing equipment
on campus and makes recommendations to
deans and instructors for new installations and
upgrades based on this review. The College
currently uses a three to five-year life cycle
expectancy for computing equipment and plans
to replace between 20–25% of its desktop
computers annually. Information Services
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participates in the budget review process to help
plan for the purchase and cascading of all
information technology equipment.

The number of computers in need of replacement
on an annual basis has historically fallen well
within the 20-25% replacement expectation,
indicating that the three to five-year life cycle is a
reasonable model to utilize. The cascading
program has worked well for the College and
allowed the minimum platform to be increased
from a 120 MHz system 14 months ago to a 400
MHz system today. The consultation process that
IS employs during the budgeting process has
helped to minimize the need for emergency
equipment upgrades throughout the academic
year.

Throughout the year, IS works with deans and
instructors to support the curriculum and
through this process gains a good understanding
of which areas are in need of equipment
upgrades or replacements. All requests for
technical support are entered as a Helpdesk
ticket and the backlog of tickets is closely
monitored.

The relationships that IS has developed with
deans and instructors have helped to improve
the effectiveness of the department. A
streamlined work order request process, follow-
up communications regarding work requests via
email, voicemail, and postcards, and a faster
response time to work requests have all helped
to reduce the ticket backlog from six months to
two days. While not everyone is totally content
with the current quantity or quality of the
equipment in their area, the nature of the work
orders received by IS indicate that the
equipment, overall, is meeting the needs of the
College.

Performance monitoring of the local area
network, as well as bandwidth monitoring of the
two T1 data lines that connect the campus to the
K-20 wide area network, is done on a continual
basis. All buildings on campus are connected to
the Local Area Network via fiber optic cabling.
Traffic is passed along the network at 1 Gigabit
per second and to the desktop at 100 megabits
per second. Ongoing performance monitoring of
the Local Area Network indicates that the current
configuration adequately meets the needs of the
College. The greatest resource barrier the College

faces is bandwidth to the K-20 network and,
subsequently, the Internet. At times high demand
programs can command an inordinate amount of
bandwidth, effectively crowding out other users.

Annually the Office of Research and
Development conducts a Student Satisfaction
Survey that includes a section on computer and
library services. The 2001-2002 Student
Satisfaction Survey indicated that 75% of
students on campus use computers during and
after school; of these, over 85% indicated they
had adequate access to a campus computer. In
the 2002-2003 survey the number of students
reporting that they did not have sufficient access
to a computer either during or after school rose
from 13% to 17% (Exhibit 5.10).

Continuous Improvement – Information
Services
The College plans to continue replacing 20-25%
of its desktop computers annually and will
continue to use and refine its cascading program
in order to establish a higher minimum system
configuration campus wide. Information Services
will continue to consult with end users
throughout the year and particularly during the
budgeting process in order to effectively target
areas of technology in need of upgrading.

Information Services will continue to strengthen
its relationships with end users and refine its
service processes in order to further improve the
support provided to the campus community. The
implementation of an electronic based Helpdesk
and asset tracking system will greatly improve
the quality and quantity of valid measurements
by which to judge service performance. As the
systematic upgrading of labs and cascading of
older computers continues, more programs
college wide will find the level of information
technology available to them more in line with
their needs.

While the Local Area Network is currently
meeting the needs of the College, industry
changes are reshaping the structure of
networking itself. The merger of voice, video,
and data will greatly affect the equipment
necessary to accommodate all three forms of
transmission over the same network. In order to
transition to these new technologies smoothly,
the College is gradually replacing older
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networking infrastructure with equipment
capable of providing “Quality of Service”
functionality. This functionality allows voice,
video, and data to coexist peacefully on the same
network. In order to prepare for the K-20
Network’s plan to move away from ISDN based
Interactive Video Teleconferencing and migrate
to IP based Interactive Video Teleconferencing,
the College is upgrading to equipment that will
handle both protocols. This will ensure that
transition to the new system will be seamless.

As demand increases for Internet access, the
College will need to acquire additional
bandwidth to meet that demand. The College has
applied for an additional T1 circuit from the K-20
Network and is exploring alternative sources for
access.

The opening of the new Technology Resource
Center and the open computer lab located in that
facility will significantly improve student access
to information technology both during and after
school. This lab will be staffed and will offer
expanded hours of operation, including evenings
and Saturdays.

Resources and Services Related to
Educational Programs (5.A.3)

Description and Analysis – Library
Development of the library collection occurs in
response to, and in anticipation of, instructional
and administrative needs. The Library staff
solicits suggestions for materials from faculty on
a regular basis. Special emphasis is placed on
requests for purchase suggestions during faculty
orientations and program reviews. The questions
asked by students in the Library are tracked to
determine whether sufficient resources are
available to meet their needs. The library staff
has, on occasion, sought out and purchased used
books when new materials could not be found to
address a particular need.

While library staff give strong consideration to
the kinds of questions students actually ask in
the Library, an effort is made each year to add
materials for every program, including those that
do not (yet) make use of the Library. Librarians
want to be sure that when current non-users do
make their way to the Library that they will find

appropriate material that is both useful and of
interest to them.

The selection of items for withdrawal from the
collection (“weeding”) began in conjunction with
the move to the new facility. Faculty members
are consulted with regard to the currency and
depth of materials related to their subject area
during the weeding process.

Library Services for Students
The Renton Technical College Library provides
all the traditional services expected of a small
college library:

• Study space
• References services
• Access to collections
• Support for online information seeking
• Assistance with specific research topics
• Help with citation styles and writing formats

Because of the comparatively modest overall use
of the Library, library staff are often able to offer
extensive personal assistance to individual
students with their information searches. (See
section 5.B.2, below, on Library Usage.)  It is not
unheard of, for example, for one staff member to
spend 30 minutes with a student working on one
class assignment.

Library Services for Faculty
Several sessions of the quarter-long orientation
and introduction of new faculty to the campus
are spent with library staff for an introduction to
library use and information literacy concepts and
a discussion of applying these concepts in their
programs. The library staff regularly offers to
consult with faculty members on their library
needs and on the integration of information
literacy concepts into program curriculum.
Specialized library classes have been designed
for programs when requested by faculty
members.  Topics include general research
methods, subject specific research, copyright,
and citation styles.

Library staff have been included in the regular
three-year Program Review process that each
program undergoes. This allows for a focused
discussion among the faculty members,
Librarians, and the relevant dean regarding
curriculum changes (undertaken or proposed),
the current information needs of the program,



218Standard 5

and a review of the activities in the program that
address the campus information literacy
competency.

Library staff also teach two different three-credit
courses on the campus, on integrating
information literacy competencies and library
use skills into curriculum. These classes are
offered through Seattle Pacific University, and
faculty can gain both college credit and
professional improvement units towards their re-
certification when they take them.

Continuous Improvement - Library
As stated above, the Library staff have done a
good job of using their judgment to purchase a
wide range of resources to support all
curriculum areas. More effort needs to be made
to get suggestions for collection development
from faculty members, particularly for future
needs. Although space is not a problem, many
older items should be removed from the
collection.

Description and Analysis – Information
Services
As with the Library, the acquisition of
information technology and providing of
support services occurs in response to, and in
anticipation of, instructional and administrative
needs. Information Services tailors the
acquisition and implementation of all
information technology resources to the needs of
the educational programs offered by the College.
This includes consulting with deans, faculty, and
staff to provide appropriate systems for their
unique needs. Information Services also
researches and tests new technologies, often
working with one program to field test an
application or piece of equipment. When these
field tests prove successful, the product is offered
as a supported, campus standard.

While the current method for matching
technology to programs has proven to be
adequate, it also tends to be reactive in nature.
Typically the immediacy of a problem drives the
solution. The lack of an active forum to discuss
and consider technology in a proactive manner
has been a limiting factor on the scope of the
College’s use of technology. In the past, the
College created a Technology Advisory
Committee that was to serve as a forum for

discussing the technology needs of the campus
and making recommendations to the Executive
Cabinet. This committee is currently inactive.

Continuous Improvement – Information
Services
In April of 2003, the College revised the charter
for the Information Technology Advisory
Committee. The revisions were then reviewed
and approved by the Administrative Team. The
Committee will meet once a quarter, beginning
in spring of 2003, and work towards creating an
open, proactive environment in which to
consider information technology issues.

Standard 5.B – Information
Resources and Services

Equipment and Materials to Support
Educational Programs (5.B.1)

Description and Analysis – Library
In addition to the library materials discussed in
5.A above, equipment is made available to
facilitate library use. This includes computers,
video and audio players, and adaptive
technology when appropriate. In the new Library
there are 24 terminals capable of combined
Internet, database, and/or online catalog
searching.  In addition, the facility will have the
capability for library instruction with another 24
wireless laptop computers.

Computers in the Library are used by library
users for:

• remote databases
• identifying resources available in other

libraries
• searching the World Wide Web
• word processing and other Microsoft Office

applications

Computers are used by library staff for:
• remote databases, including specialized

databases not available to the public
• identifying resources available in other

libraries
• circulating library materials
• cataloging library materials
• purchasing library materials
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• searching the World Wide Web
• word processing and other Microsoft Office

applications

Equipment in the Library had been limited by
the ability to house it. Now that the Library
occupies the new facility, it will be possible to
add substantially to the audio-visual equipment
for use within the Library. For example, the
College will go from one public TV/VCR to four
stations. Other equipment, including adaptive
technology items, will also be made available to
library users.

General equipment for student and instructor
use is provided by the Media Services section of
the Information Services Department.

Continuous Improvement – Library
With the new facility, the Library has great
potential to provide significantly enhanced
equipment resources to students. Plans in this
area have yet to be fully realized.

Description and Analysis – Information
Services
Information Services works directly with
Instructional programs to ensure that
information technology acquisitions meet the
needs of each program and integrate with the
existing College infrastructure. Routine
maintenance is performed on the equipment on a
regular basis by the Client Services team and the
Media Technician. Equipment failures are
reported to the Information Services Helpdesk
by email, phone, or inter-office mail. As newer
technologies are acquired, IS places the older
technologies in other, less technically demanding
areas, thereby prolonging the useful life of the
equipment.

In the past year and a half, IS has become much
more proactive in working with the instructional
programs. Pre-budget reviews of lab equipment,
targeted upgrade/replacement
recommendations, standardized computing
platforms, and streamlined Helpdesk processes
have all helped to ensure that the information
technology equipment deployed is reliable,
meets the needs of the programs, and can be
supported in a cost-effective manner.

Continuous Improvement – Information
Services
Information Services will continue to work
directly with the instructional programs to
ensure that technology acquisitions adequately
support the needs of the programs. The annual
pre-budget review of labs will continue to be
conducted and the process refined. It is estimated
that the College’s desktop computers will be
100% standardized in approximately two years,
greatly increasing the reliability of the equipment
while simultaneously reducing the cost of
maintenance. Further refinements in the
Helpdesk process will continue to improve the
support levels that IS provides to the campus.

Library Use (5.B.2)

Description and Analysis
A raw count of the number of people who have
used the RTC Library the past year indicates that
there have been about 20,000 visits a year to the
facility. The library resources are probably
underutilized for a campus this size, but the
students and faculty who do use the facility
checked out 8,213 items during 2001-02. Now
that the Library is housed in a new facility there
are indications that use is increasing, despite the
fact that the Library is now located on the edge
of campus. The week before the Library closed to
move to the new building there were 575 uses of
the Library. Three weeks after reopening in the
new location 916 people entered the Library. This
is about a 45% increase. It was the 10th week of
the Spring Quarter when the 916 library visits
were recorded. For comparison, during the 10th
week of Winter Quarter, 694 people came to the
Library, and in that week of Fall Quarter, 620
visits were recorded. (See Exhibit 5.4 for more
information on library use).

Each year library staff make a number of
presentations to user groups, principally
students and faculty members. During 2001-02
42 presentations were made to 762 individuals.
With this year nearing completion, 44
presentations have been delivered to 934 people.

In the 2000-01 RTC Graduate Survey (Exhibit
5.9), 58% of responding students who had
completed their programs and left the College
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rated the Library as excellent or good. Those who
did not respond to the question or said that it did
not apply accounted for 18.8% of the total
respondents.

Those who do use the Library checked out 8,213
items during fiscal year 2002. This was a 15.5%
increase from the 7,109 the previous year. Most of
the use, as would be expected, comes from
students (75.7% of all circulation last year). Part-
time faculty accounted for 5.3% of use and
full-time faculty 8.5%. The rest of the circulation
transactions (10.5%) were scattered over other
user groups, administrators, public, reciprocal,
and interlibrary loan.

The survey of students and faculty done during
Winter Quarter 2002 (Exhibit 5.12) was aimed
specifically at gaining a better understanding of
library and library resource usage. Thirty-seven
percent of students who responded to the survey
reported that they had never visited the Library,
and more than 60% had never checked out a
book or asked library staff for help. Only 15.7%
said that they visited the Library more frequently
than once a month. The students not using the
Library say that they satisfy their information
needs from the materials in their program areas
(69.8%), from the Internet (59.7%) and from their
instructors (46.5%).

A companion survey was also given to faculty
and staff asking about the campus Library. Those
completing the form (only 29) indicated that they
all visit the Library at least once a year, most
(79.3%) once a quarter or more, and 10.2% of
respondents use the Library on a weekly or daily
basis. Twenty-five percent had never attended a
library orientation or workshop, but 80% to 90%

reported using various library materials. Most
faculty and staff indicated that they do not use
computers in the Library (75.9%); all but 17.2%
had received help from library staff. Except for
dissatisfaction with the number of videotapes
and computer terminals, faculty and staff
members are generally satisfied with the RTC
Library. Slightly more than 65% want more
videotapes for their students to use, but 82% say
that they have not modified their assignments
because the library resources could not supply
their needs. The customer service of the Library
gets a very strong 93.2% positive rating. The
faculty also commented on the need for
increased hours of operation.

Library surveys were done in both 1998 and
2000. The results were generally similar in
revealing satisfaction with overall library
services but indicating that substantially less
favorable impression about the physical facility,
the hours of operation, and the computer
equipment. Table 5.2 shows percentages of
aggregate ratings for selected factors. The
complete survey tabulations are available as
Exhibits 5.11 and 5.12. In both years a
disappointingly large number of respondents
reported that they never used the Library or used
it no more frequently than once a year.

The Library provides several activities designed
to assist Library patrons in becoming better
independent students and library users. Part of
every student orientation presentation highlights
the range of materials available outside their
specific instructional program subject areas.
Students are also given information on effective
general Internet searching and on evaluating
web pages. In addition, library staff regularly

Table 5.2  Library Satisfaction and Use

Student Responses 1998 2000

Satisfaction
Satisfied/

Very Satisfied
Dissatisfied/

Very Dissatisfied
Satisfied/

Very Satisfied
Dissatisfied/

Very Dissatisfied

Facility (size, location, etc.) 52.4% 14.3% 55.6% 18.2%

Number of computers 52.4% 16.5% 51.2% 19.4%

Customer service Not Asked Not Asked 77.2% 3.6%

Overall Satisfaction 66% 13.7% 58.1% 10.3%

Use
Once a week or

daily:
Once a year or

never:
Once a week or

daily:
Once a year or

never:

How often Library used 4% 91.8% 15.7% 54.5%



221 Standard 5

teach a course for faculty members that includes
both library use skills for the faculty member and
methods of integrating library use skills and
information literacy competencies for students
into program curriculum.

Continuous Improvement – Library
The College is actively addressing the perceived
deficiencies in the Library in the following ways:

• recent opening of a new, much larger library
facility

• adding library staff for more evening hours
• adding Saturday hours for the first time
• hiring a media librarian to coordinate

developing an improved video and non-
print collection

• using grant money and local funds to greatly
expand the non-print collection

• more than tripling the number of public
computers in the new Library

The number of items checked out, and use of the
Library by students and faculty members may
seem low when compared to library use at more
traditional academic two-year colleges. Students
and faculty members from some programs
seldom use the Library. This is due in part to the
nature of the professional technical curriculum
and the six-hour instruction day at RTC. Much of
the student body has significant work and/or
family commitments that require them to leave
campus as soon as they get out of classroom,
reducing the opportunities to use the Library.

As indicated by the increase in number of
individuals attending one of the Library
presentations from 762 to more than 930, Library
staff have been more successful in reaching
students and faculty with library instruction
events. Starting in the Fall Quarter 2003, the
number of presentations is expected to be
substantially increased with the availability of a
new, dedicated library classroom and two
additional librarians.

With the increased library staff, librarians plan to
be more proactive by spending time making
contacts with faculty members who are
perceived to be the key to increasing the use of
library resources. Librarians recognize that
Internet resources are so readily available that
many people do not see a library as being as

valuable as they may have in the past, and they
hope to address this perception with faculty and
students.

Description and Analysis – Information
Services
Information Services contributes to the ability of
students, faculty, and staff to use resources
independently and effectively by providing and
supporting information technology that is as
modern, reliable, and accessible as the College’s
budget will allow. IS focuses on the Total Cost of
Ownership (TCO) of equipment to ensure that
the College enjoys the maximum benefits from
its information technology investment. IS also
focuses on the level of support services that the
department provides to the College, continually
looking for methods to streamline and improve
the delivery of those services.

The changes that IS has implemented over the
past year and a half have begun to show positive
returns. By systematically reviewing and
upgrading the information technology on
campus, the reliability of the equipment in place
has significantly improved. As the reliability of
the equipment has improved, interruptions
experienced due to equipment failure have been
reduced, and the opportunity for students,
faculty, and staff to use these resources more
independently and effectively has been
increased.

By purchasing standardized equipment with
longer warranty periods, the TCO for that
equipment has been significantly reduced. As the
TCO for equipment is reduced, financial
resources are freed up to further improve the
quality of the equipment in place, and technical
service resources are freed up to work in a more
effective and proactive manner. Both of these
contribute to a higher quality experience for
students, faculty, and staff when they utilize the
resources.

The process of streamlining and improving the
delivery of services to the campus by
Information Services, which is currently in the
early stages of development, has greatly
improved the department’s response time to
customer needs and effectively eliminated the
backlog of requests that previously existed.
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Continuous Improvement – Information
Services
While the College has realized positive returns
from the changes implemented, the higher return
is expected to occur in years three through four
of the equipment life cycle. This is the point
where the greatest number of equipment failures
is expected to occur. In the past the College
would have borne the expense of repairing or
replacing the equipment. With extended
warranties in place, the expense is now placed
solely on the manufacturer of the equipment.

As the College achieves full standardization of its
equipment, the TCO for that equipment will
further decline, allowing the College to focus its
financial resources on acquiring new equipment
with full warranties and not on the acquisition of
components needed to keep older technologies
functioning.

Information Services will continue to improve on
its service delivery strategy, further reducing
interruptions in services for programs and
administration.

Policies, Regulations, and Procedures
(5.B.3)

Description and Analysis – Library
Library collection development policies are part
of College procedure RTC 13003 that is
distributed to all staff members and is available
at many locations on campus (Exhibit 5.1). That
policy clearly states that the primary collection
focus is on the programs that are taught and the
instructors and staff that support those
programs. That document also includes other
broad general policies relating to the Library.

Continuous Improvement – Library
With a small staff, the Library could function
quite effectively without a large number of
formally documented procedures. Now that the
Library has moved to a new facility and
increased the size of the staff, the College has
begun a total review of procedures and is
codifying them to ensure consistent application.
More work needs to be done in this area.

The increased staff size will also allow the
Library staff to make more personal contacts
with faculty members, building personal
relationships that are the key to increasing
participation by the faculty and their students in
library activities and development.

Description and Analysis – Information
Services
Renton Technical College currently has in place
the following approved procedures that relate to
information technology equipment and services
(Exhibit 5.1):

12003.07 Information Technology Advisory
Committee

13001.13 Instructional Computing
13004.01 Surplus Property
13004.04 Audio-Visual Equipment
21016 Disposition of Old or Used Material-

Equipment
21035 Administrative and Instructional

Computing
21036 HP3000 Security
21037 College Website and Webpages
23201 Fixed Asset Inventory
23201.01 Fixed Assets/Small and Attractive
23206 Facility and Equipment Usage

These procedures are distributed to each
department on campus and are readily available
to all faculty and staff members.

The majority of the procedures that are
applicable to information technology equipment
and services are not current. The College is in the
process of reviewing, updating, and augmenting
these procedures. The state of Washington has
mandated that all agencies conduct an
Information Technology Security Audit by
October 6, 2003. This audit is primarily a desk
review of information technology policies and
procedures.

Continuous Improvement – Information
Services
Renton Technical College is in the process of
preparing for the State Information Technology
Security Audit and expects to make significant
progress over the coming months in updating its
policies and procedures to meet the state
requirements.
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Planning and Development  (5.B.4)

Description and Analysis – Library
A Library Advisory Committee meets at least
quarterly and has representative faculty from all
divisions and includes staff, administrators,
students, and off-campus individuals. The
Committee has been active for the past six years.
It reviews major library plans, conducts the
campus Library use and satisfaction survey in
conjunction with the Office of Research and
Development as described in section 5.B.2,
above. The Committee makes recommendations
to the campus administration regarding policies
and Library initiatives as well as advising the
Library Director on operations. A list of current
members of the Library Advisory Committee
and minutes of past meetings is available in
Exhibit 5.3.

The Director of the Library attends the weekly
meeting of Instructional Division heads
(program deans, etc.) where significant changes
that affect teaching and learning are discussed.
He also attends a monthly joint meeting with
Student Services and a monthly administrators
meeting where other issues are discussed and
coordination efforts take place.

The Library has been included as one of the
review points during the second year of each
instructional program’s three-year program
review cycle. This provides a formal opportunity
to review the future plans of each program and
evaluate how the Library can support them.

Continuous Improvement - Library
While there are several opportunities for the
Library to find out about changes to instructional
programs, the College does not have a
centralized review process (such as one
curriculum committee), so it is often
considerably after the fact that the Library knows
of a particular information need or change in
emphasis in a program. More effort needs to be
made to build relationships with instructors in
order to stay better informed about changes in
curriculum and to seek their input for planning
and development. It is hoped that the addition of
two faculty Librarians will facilitate these
contacts.

The Library has been very fortunate to have its
Library Advisory Committee, which includes a
wide cross section of the campus community and
has been a good sounding board. It is a good
advocate for the Library and has been one of the
most active committees on campus.

Description and Analysis – Information
Services
In the past, the College has had a Technology
Advisory Committee that was to serve as a
forum for discussing the technology needs of the
Campus and making recommendations to the
Executive Cabinet. This committee is currently
inactive. In April of 2003 the College revised the
charter for the Information Technology Advisory
Committee. The revisions were then reviewed
and approved by the Administrative Team.

Continuous Improvement – Information
Services
The Information Technology Advisory
Committee will begin meeting once a quarter,
beginning in spring of 2003, and work towards
creating an open, proactive environment in
which faculty, staff, and students have an
opportunity to participate in the planning and
development of information technology
resources and services.

Computing and Communications
Services (5.B.5)

Description and Analysis - Information
Services
In 1995, Renton Technical College received
funding from the state of Washington’s
Education Technology Initiative (ETI), which
allowed the College to significantly upgrade its
information technology infrastructure. As part of
this upgrade, the College’s local area network
was connected to the statewide K-20 network,
providing RTC access to the Internet and
Interactive Tele-video Conferencing, and
connecting the College via email and topic
specific mail messaging services (list-servs) to the
entire state community and technical college
system. It is through this connectivity that the
Library provides students, faculty, and staff with
access to online databases, the Internet, and other
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Web based resources. All administrative and
instructional staff members are provided with
email and Internet access on their desktops and
can check new email from off-campus using a
simple web interface.

The College’s computing and information
services have played a prominent role in
extending the boundaries in obtaining
information and data from other sources.
Internet access and usage have become standard
in the majority of programs on campus as well as
the Library. Interactive Tele-Videoconferencing
has improved the College’s ability to participate
in seminars and events that might not have been
available otherwise. List-servs and email
connectivity with the other 33 community and
technical colleges in the consortium have
dramatically improved access to other sources
for comparative data, information, and opinions.

Continuous Improvement – Information
Services
The demand for Internet connectivity and
services, particularly streaming audio and video,
will continue to increase in the coming years.
Select programs on campus will begin to develop
the ability to provide educational content over
the Internet and via Tele-Videoconferencing,
further increasing the demand for bandwidth.
The College has applied for an additional T1
circuit from the Washington State K-20 Network
to meet this increase in demand and is exploring
alternative sources for network access. Allocation
of new T1 lines by the K-20 Network should
occur early in the fiscal year (July – August 2003).

Standard 5.C – Facilities and
Access

Accessibility and Sufficiency of
Library and Information Resources
(5.C.1)

Description and Analysis – Library
Until May 2003, the RTC Library was centrally
located on campus, although in the basement of
its building. It is now located at the south end of
campus, but it is such an attractively designed
space that the location is not expected to be a

barrier to use by students and faculty. The new
facility will increase the Library from slightly
more than 4,000 square feet to more than 17,000
square feet of space.

The Library has steadily increased its hours as
staff members have been added. With a staff of
four, the Library is open 52.5 hours a week. This
includes weekday mornings before classes start
and three evenings a week until 7:00 pm. In the
new facility, with two additional staff members,
the number of open hours will expand again,
and weekend hours are planned. The Library
will be open from 7:30 am to 7:30 pm Monday
through Thursday, 7:30 am to 4:00 pm on Fridays
and 8:00 am to 4:00 pm on Saturdays during
weeks when classes are in session.

A limited number of library materials are housed
at some of the College’s few off-campus sites,
and library staff have traveled to some of these
locations to provide instruction in research
methods and library use. Online library
databases are advertised to off-campus students,
and they are urged to call the campus Library for
individual help. Provisions have been made to
send requested items to off-campus users by U.S.
mail.

The new library facility is a wonderful space. All
of the campus community who have commented
on it have praised the openness, space, and the
abundant natural light. The inclusion of lounge
seating, numerous small group study rooms, and
the dedicated library classroom were all planned
to make the new space as inviting as possible. So
far, despite now being located at the far edge of
campus, the use of the Library has not decreased
— it has, in fact increased. Preliminary figures
indicate that use of the Library is up by about
45%. (See section 5.B.2, above, for more detail on
library use.)

Description and Analysis - Information
Services
Access to information technology equipment and
services beyond those in the Library is readily
available to all students and faculty. These
resources include desktop computing equipment
and software applications, networking
infrastructure, audio/visual equipment, media
production, Interactive Tele-Videoconferencing,
Internet access and web based services. Many of
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these resources are also employed at off-campus
locations including WorkSource Renton,
WorkSource Affiliate Downtown Seattle, RTC-
Kent Learning Center, and Hillcrest Special
Services Center.

The College provides approximately 943
computers for instructional use located in 41
computing labs across campus. An additional 94
instructional desktop computers are distributed
at the five off-campus locations. The majority of
these labs provide network connectivity and
Internet access to each computer workstation.
General software applications (word processing,
spreadsheets, data bases) are available on each of
these machines. Specialized software
applications are available in those instructional
programs that have more specific needs.

Until June 30, 2003, two computer labs were
available for general student use after class and
during the evenings.  On of July 1, 2003, the open
computer lab located in the new Technology
Resource Center was made available for general
student use, and the existing open labs were
closed. The TRC open lab is staffed with
technical support personnel and is available for
drop-in use by the campus community.

Instructors are provided with desktop computers
that provide access to general software
applications, email, and the Internet. In addition,
off-campus access to email accounts is provided
via the web.

In general, the College’s resources meet the
requirements of the educational programs and
are generally accessible to all students and
faculty. When appraising individual programs,
however, some will be found to be better
equipped than others. Due to the changing
demands of the College’s programs, the rapid
change in technology and the cost of maintaining
current information technology, ensuring that the
College’s information resources and services are
readily accessible to all students and faculty and
meet the needs of the programs is and will
remain an ongoing challenge.

Continuous Improvement – Information
Services
Given financial constraints, maintaining an
equivalent level of technology across programs
on campus will never be fully achieved. The

College will continue to focus on a stratified
approach to deploying information technology
using the high-end, medium, and low-end
classifications for programs. As the
implementation of the College’s asset
management and cascading programs mature,
the base level of technology on campus will
increase significantly, thereby minimizing the
gaps among programs.

Reciprocal Agreements (5.C.2)

Description and Analysis – Library
Thirty-three of the Washington State community
and technical colleges have entered into a joint
reciprocal borrowing agreement (Exhibit 5.19)
that allows RTC students to go directly to
another college and check out library materials.
This includes seven colleges in the same county
and six within convenient driving distance in the
two adjacent counties. (There are also six private
colleges in the area that have substantial libraries
that patrons could visit.)  In addition, as a matter
of policy, the community and technical colleges
in Washington State provide free interlibrary
loan services to each other.

Renton Technical College has joined with 12
other Washington State community and technical
colleges to jointly purchase and run the Voyager,
an automated online catalog and bibliographic
management system from Endeavor, one of the
leading library technology companies in the
world. By pooling the resources of the Online
Research Catalog Authority (ORCA), this group
has been able to purchase a much more
sophisticated system than most of the individual
colleges could have afforded on their own. In
addition to the initial purchase of hardware and
software license and the annual software
maintenance, ORCA also contracts with a central
site to house the servers and to provide systems
support for the hardware. Further, ORCA has
hired an 80% FTE Librarian to serve as systems
and training coordinator.

Continuous Improvement – Library
Discussions are underway with the public four-
year colleges in the state of Washington to
establish cooperative relationships that will
eventually include online searching of all
holdings in the state and rapid borrowing and
delivery of materials among facilities.
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The community and technical college library
directors are also working together to identify
other funding opportunities that will allow RTC
to undertake joint projects for the common good
of all students. During June 2003, for instance,
two different major funding proposals have been
submitted and a budget request to the legislature
for statewide funding of some online databases is
being formulated.

Standard 5.D – Personnel and
Management

Library and Information Resources
Staffing  (5.D.1)

Description and Analysis – Library
The Renton Technical College Library has come a
long way from its beginning a little more than
ten years ago when it had a total staff of one and
no collection. In the College’s new facility, six
dedicated library employees will staff the Library
(Figure 5.1). The Library Director reports to the
Vice President for Instruction and manages the
day-to-day operations of the Library. The current
Library Director is a librarian, and in addition to
coordinating with other departments on campus,
also plays a significant role in the development
of the library collection. He also provides
oversight of the technical services operations,
conducts Library orientations, works with
faculty members, and staffs the public service

desks as needed. There are two Librarians whose
primary responsibilities are to provide direct
services to students, faculty, and staff. They are
supported by a Library Specialist who performs
technical services functions and two Staff
Specialists who provide service at the circulation
desk and carry out other duties as required.

In addition to full-time staff, the Library makes
use of several work-study students. As many as
four different students have worked in the
Library at the same time. Due to the short length
of some of our programs, there is fairly rapid
turnover of student assistants. This means that
significant time is spent training new assistants
each year, if not each quarter.

Expanded staff in the new facility will make
Renton Technical College’s Library the best-
staffed technical college library in the state. At
least two staff members are scheduled during
each hour the library is open.

Table 5.3 gives a staffing comparison with the
other technical colleges in Washington State and
the community colleges in our county.

Continuous Improvement - Library
The College has made significant progress in
staffing the Library. While the increased staffing
levels will be more than sufficient for current use
levels, experience with the expanded hours will
be needed to see if they have met the demands
for more evening and weekend times.

VP, Instruction

Library Director

Reference Librarian Media Librarian  Supporting Specialists

Technical Services Specialist

Circulation Specialist

General Services Staff Specialist

Figure 5.1  Library Organizational Chart
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Description and Analysis - Information
Services
Over the past years the demand for information
technology goods and services has dramatically
increased while staffing levels in the IS
department have remained stable. Recently the
College has hired a new Director of Information
Services who has been tasked with reorganizing
and refocusing the department. Under this
reorganization, the Client Services Manager and
Helpdesk Coordinator positions were created,
and the Computer System Technicians and
Helpdesk Coordinator positions began reporting
to the Client Services Manager.

The IS department now consists of 10 members
and is structured into three distinct service areas:
Client Services, Network Services, and Media
Services. Client Services supports the use of
desktop computing equipment and software and
over the past year has added two additional
positions. Network Services supports the
infrastructure that connects each of the programs
and buildings on campus to the College’s Local
Area Network (LAN), Washington State’s K-20
Wide Area Network (K-20 WAN), and the
Internet. Media Services supports the use of all
audio and visual equipment and provides media
production services.  Technical professionals in
each area are responsible for the acquisition,

installation, maintenance, and support of
information technology resources specific to their
area of specialty.

The Director of Information Services reports to
the Executive Vice President of Administration
and Finance (Figure 5.2). The Manager of Client
Services oversees the day-to-day process of
providing desktop computing support to the
campus. Four Computer System Technicians and
one Helpdesk Coordinator report to this
manager and comprise the desktop support
team. One Media Specialist provides multi-
media design, development, and production
services to the campus, as well as audio/visual
equipment services. The Network Systems
Manager and Network Application Specialist
comprise the Network Services team. They
provide all networking infrastructure support to
the campus, including system administration
and application support, and are responsible for
delivering a reliable, well maintained, and secure
networking environment to the College
community.

In 2002 the biggest deficiency the Information
Services department faced in terms of staffing
was with Computer Support Technicians.
Industry standards place the optimum ratio of
Computer Technicians to computers supported

Table 5.3  Library Staffing Comparisons

College
FTE

Students1

FTE
College
Staff1

FTE
Library
Staff2

Students Per
Library Staff

North Seattle Community College 4,523 365 25 181

Highline Community College 6,224 445 30 207

Shoreline Community College 5,853 294 22 266

Green River Community College 6,237 464 14 445

Seattle Central Community College 6,677 467 13 514

Bellingham Technical College 1,711 135 3 570

Renton Technical College 3,804 208 6 634

South Seattle Community College 4,387 492 6 731

Lake Washington Technical College 3,017 212 4 754

Bellevue Community College 10,191 657 9 1,132

Clover Park Technical College 7,529 261 5.5 1,369

Bates Technical College 5,385 286 3 1,793

1 FTE Student and FTE Staff from Enrollment and Staffing Report, Fall 2002
2 FTE Library Staff from Directory of Washington Libraries, 2003
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between 1:100 and 1:75. Renton Technical College
had two technicians supporting approximately
1300 computers giving a ratio of 1:650.

The College, recognizing the imbalance between
technicians and computers supported, created
and filled two additional Computer Support
Technician positions and redefined a Computer
Operator position into a Helpdesk Coordinator
position. This provided a tier-one level of
troubleshooting that could be handled over the
phone and reduced the number of calls that were
handed to the technicians. This also reduced the
technician-to-computer ratio to 1:375 (additional
computers were added during this time). While
not a perfect ratio, the combination of increased
staffing and better call management has
significantly improved the quality and quantity
of service that the department is able to provide
to the campus.

Currently the biggest deficiency the Information
Services department faces is in the area of web
development. There is no one specifically tasked
with managing and developing the College’s
web resources.

Continuous Improvement – Information
Services
The current number of Computer Technicians,
coupled with improved service processes, should
be adequate to support the College over the next
two years. Ongoing assessments will help to
ensure that necessary adjustments can be

identified and made as needed. The recent
realignment of the department into Client
Services and Network Services has served to
focus the department on the core needs of the
College and should allow for the continued
improvement in the delivery of services. The
College’s plan to hire a Helpdesk Assistant near
the end of 2003 to help staff the new open
computer lab in the Technology Resource Center
will further improve the level of service provided
to the campus.

As the need for web services increases, the
College will need to decide upon a long term
approach to managing this need. In the short
term, contract services and student help may be
sufficient to maintain current services. In the
long term, the College will need to acquire the
in-house expertise to meet the need for web
development, Intranet services, and web-based
administrative applications.

Library and Information Resources
Staff (5.D.2 – 5.D.3)

Description and Analysis
Position descriptions for all Library and
Information Systems staff positions can be found
in Exhibit 5.14, and vitae for professional staff are
available in Exhibit 5.18. The Director and the
two Librarians have masters degrees in library
science from programs accredited by the

EVP, Administration and Finance

Director, Information Services

Manager, Client Services Network Services Team Media Specialist

Computer Systems Tech Computer Systems Tech

Computer Systems Tech Computer Systems Tech

Help Desk Coordinator

Manager, Network Systems

Network Applications Specialist

Figure 5.2  Information Systems Organizational Chart
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American Library Association. All of the library
support staff have extensive library work
experience and hold degrees appropriate for
their positions. The specific job descriptions for
each of the positions within the Information
Services department clearly outline the
responsibilities of the positions and the
competencies that the individuals in those
positions must possess.

Each position within the Information Services
department has a current job description which
clearly outlines the responsibilities of the
positions and the work experience, past
performance levels, and educational
competencies that the individuals in those
positions must possess. Each individual in the
Information Services department has been
selected based upon these requirements.

Overall, the Information Services team is well
qualified to perform the tasks associated with
their jobs. Each position has a job description
that is clearly written, has been recently updated,
and is reviewed annually for necessary
modifications. The experience of each member of
the team is directly related to the work they are
required to perform. Out of the 10 team members
in the department, two have bachelors degrees
related to their field, and six have associates
degrees related to their field. Various individuals
in the department also hold specific certifications
in areas of technology (e.g., A+, Network
Administration, Computer Networking).

The College provides numerous opportunities
for professional growth through internal
workshops and seminars as well as funding for
attending technical training programs off-
campus. Staff are also encouraged to participate
in appropriate professional and inter-
institutional groups and have done so on
numerous occasions. The College has used staff
development money to send Library and IS staff
to appropriate training events off-campus.
Librarians, as faculty members, have the ability
to be reimbursed for classes and to get incentive
pay for some activities.

Continuous Improvement
The recent reorganization of the Information
Services department developed out of the need
for a stronger focus on providing information
technology services to the campus community.

As vacant positions within the department are
filled and internal processes are reviewed and
revised, service linkages with complementary
resource bases will be strengthened. Similarly,
the College anticipates adding a Media Librarian
who will work closely with the IS department to
ensure that the proper hardware and
infrastructure is available for the media and
software being acquired by the Library.

Clearly defined job descriptions for each position
within the department will be kept current and
all vacant positions will be filled by individuals
who best meet the requirements of the positions.

Service Linkages  (5.D.4)

Description and Analysis
Although the Library and Information Services
are two separate departments they maintain a
close working relationship and unity of purpose
in providing the best possible connections to the
world of knowledge in support of teaching and
learning for students, faculty, and staff. Areas of
responsibilities for the two departments are
clearly delineated, and  the two directors meet to
discuss issues of joint concern as needed.

Curriculum Development (5.D.5)

Description and Analysis
Renton Technical College uses a decentralized
curriculum development process, based on the
expertise of faculty and the advisory committee
of each program with appropriate administrative
oversight. Both the Library and Information
Services staff consult, as requested, with
individual faculty members or departments to be
sure that appropriate resources are available to
support their changing instructional needs.
Information Services provides consulting
services for networking and software changes
contemplated by instructional programs.

Both Library and Information Services staff
proactively seek out faculty members or
administrators when they become aware of new
resources or technologies that might be
appropriate for instructional needs. The Library
Director participates in the weekly meeting of
the instructional deans with the Vice President
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for Instruction where many changes in
curriculum are discussed. As part of the new
three-year Program Review process, each
instructional program meets with library staff to
review needs for library and information
resources and progress in integrating
information literacy competencies into program
curriculum.

Financial Support, Maintenance and
Security  (5.D.6)

Description and Analysis
The RTC Library has been allocated an average
of 0.8% of the College’s total annual budget over
the past several years (Table 5.4). As the College
budget overall has increased, so has the Library
budget.

In addition to these funds allocated directly to
the Library, each instructional program area
receives additional funding for a small number
of information resources. Those figures show
that a small but significant amount of College
resources has been devoted to providing
information resources directly in the program
areas. During 2001-02 this was about an
additional $54,500. This is more than is spent on
library materials by the College Library each
year.

The Library also occasionally receives additional
funds near the end of the budget year when
other departments find that they have monies
left unspent. Over the past several years this has
amounted to a total of close to $20,000.

The increasing expense of library resources and
College financial constraints means that the
College cannot purchase all the materials that

would be useful for faculty and students. This is
readily apparent in the area of electronic
databases where the Library has been limited in
the number that can be offered, particularly
when considering the small number of uses that
students and faculty currently make of these
specialized resources. As discussed above, audio-
visual resources are a relatively small part of the
collection. Significant resources have been
allocated to this area, but even so, the high cost
of many of these specialized items limit the
number of titles that can be purchased.

In the area of Information Services, the College
has provided significant financial support for the
acquisition of information technologies. In 2000-
01 centralized instructional and administrative
computing had a budget of about $545,700.
During 2001-02 this increased to $589,500. As
with the Library, these figures do not include
monies spent from individual program budgets
for computing hardware or software. The
College has also acknowledged the shortage of
staff to support these technologies and has begun
to take steps to improve this imbalance.
Comprehensive budget information is available
in Exhibits 5.16 and 5.17.

No academic library ever has enough funds to
purchase all it wants or to do all the things it
wants to. Having said that, the College has been
very generous in allocating funds to create a
central library. The initial funds came from
within current College budgets – there were no
special allocations from outside sources. The
College has again made substantial
commitments to support the new larger Library
and the increased number of staff members.

Standard 5.E – Planning and
Evaluation

Planning (5.E.1 – 5.E.2)

Description and Analysis
The Library Advisory Committee is the central
forum utilized to involve library users of all
kinds in planning library services. It has
representatives from all library user groups and
meets regularly with library staff. The

Table 5.4  Preliminary Library Budgets

Year Amount % of RTC Budget

1997/98 $166,588 0.8%

1998/99 $194,101 0.9%

1999/00 $168,346 0.7%

2000/01 $181,191 0.8%

2001/02 $198,253 0.8%

2002/03 $235,129 0.9%
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Committee reviewed plans for the new facility as
it progressed and made suggestions for
improvements. They have made proposals to the
College administration for strengthening the
library program and have undertaken an
independent evaluation of the Library. A
somewhat similar role for Information Services
was played by the Technology Advisory
Committee before it was suspended during a
series of administrative and personnel changes.
Reactivation of this committee is underway.

The College undertakes formal coordination of
the various services through its administrative
structures. Planning is formalized at the
Presidential Cabinet level with significant input
from other levels of staff. On an operational
level, the Library and Information Services staff
members consult with each other in their
planning and implementation of projects.

The College undertakes a regular series of
surveys of constituents to gather information on
both the library and information services of the
College.

The Library Advisory Committee conducts an
on-campus Survey of Library Use and
Satisfaction (Exhibit 5.11 and 5.12) about every
other year. Annual Student Satisfaction Surveys
(Exhibit 5.10) of currently enrolled students ask
questions about both computer resources and
library materials and services. The Graduate
Survey (Exhibit 5.9) gathers information from
people who have completed their programs and
left campus regarding their impressions of the
Library as well as new technologies.

The results of these surveys are distributed
widely and have been used in planning future
activities, as detailed in 5.B.2 above.  The College
can point particularly to the new building, which
houses the Library and computing facilities,
which address the needs identified in these
surveys.

Exhibits

5.1 Cited RTC Procedures
5.2 Printed materials for students
5.3 Library Advisory Committee information
5.4 Library Use Statistics
5.5 Library Collection Statistics
5.6 Library Periodicals
5.7 RTC Technology Survey
5.8 Information Services Equipment
5.9 2000-2001 RTC Graduate Survey results
5.10 2002-2003 RTC Student Satisfaction Survey results
5.11 1998 Library Survey, 1998
5.12 Library Survey, 2000
5.13 Position Descriptions for Library Staff
5.14 Position Descriptions for Information Services Staff
5.15 Organization Charts
5.16 Budget Information for the Library
5.17 Budget Information for Information Services
5.18 Vitae of professional staff
5.19 Reciprocal Borrowing Agreement
5.20 Computer usage statistics related to the retrieval of library resources
5.21 Printed information describing user services provided by the computing facility
5.22 Documents describing the evaluation of library and information resources
5.23Documentation for Title III grant regarding the library component
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Eric Palo, Chair Director, Library
Beth Arman Dean, Trade and Industry and Apprenticeship
Paul Baeder Faculty, Major Appliance and Refrigeration Technology
Bob Billings Director, Information Services
Terri Calnan Faculty, Medical Assistant
Jinny Wesson Library Specialist



Standard Six - Governance and Administration



235 Standard 6

Standard Six – Governance and Administration

Introduction

From its founding in 1941 until 1990, Renton
Vocational Technical Institute was part of the
local school district. In 1991, the Washington
State Legislature moved the jurisdiction of the
College from the Renton School District to the
Washington State Board for Community and
Technical Colleges (SBCTC). The newly
independent and renamed Renton Technical
College was thus designated as the 27th District
of the State Community and Technical College
System. That system currently includes 34
Washington community and technical colleges
under the SBCTC umbrella.

At the time of the last accreditation visit by
Northwest Association of Schools and Colleges
in 1993, RTC’s transition was barely two years
old. Many of its policies and procedures were
still being instituted to reflect the expanded role
of the College in post-secondary technical
education in the state of Washington. One of the
most significant and fundamental changes in this
evolution was the system of governance. The
governing board changed from a voter-elected
school board to a five member Board of Trustees
appointed by the state Governor and confirmed
by the Washington State Senate. The chief
administrator changed from a director reporting
to a superintendent to a president directed by a
Board of Trustees. These changes have enabled
the College to better serve the needs of the
citizens of the state of Washington while
continuing its mission of preparing students for
work.

Throughout its existence, Renton Technical
College has had a total of only four chief
administrators: A. R. MacFarlane (1941-1947),
Oscar Anderson (1947-1970), Dr. Robert C.
Roberts (1971-2000) and Dr. Donald Bressler
(2000-present). The longevity of each president’s
tenure and the College’s roots in the K-12 system
have contributed to a relatively hierarchical and
inflexible style of governance until recently. With
the hiring of Dr. Bressler as President in 2000
came rapid reorganization of the administrative

structure and a more inclusive decision-making
system for the College. (For a more detailed
history of the College and its service area, see
Exhibit 6.5, “A History of Post-Secondary
Vocational-Technical Education in Renton.”)

Standard 6.A –
Governance System

Authority and Responsibilities
(6.A.1 and 6.A.4)

Description and Analysis
Title 28B of the Revised Code of Washington
(RCW)1 establishes the legal authority for all
state-supported, post-secondary schools in the
state of Washington (Exhibit 6.1). Currently, there
are 40 such institutions:  34 two-year community
and technical colleges, one four-year college,
three four-year and post-graduate regional
universities, and two four-year and post-
graduate research universities. The system is
coordinated in its entirety by the Higher
Education Coordinating Board (HECB), a ten-
member citizen board appointed by the
Governor and confirmed by the Washington
State Senate (Chart 6.1). The State Board for
Community and Technical Colleges (SBCTC) in
turn coordinates the community and technical
colleges. The State Board is a nine-member
citizen board also appointed by the Governor
and confirmed by the Washington State Senate.
Each individual community and technical college
is governed by a five-member Board of Trustees,
also appointed by the Governor and confirmed
by the Washington State Senate (see Appendix
6.1, Renton Technical College Board of Trustees).
Colleges are autonomous within the guidelines
established by the Higher Education
Coordinating Board and the State Board for
Community and Technical Colleges.
The authority for Renton Technical College is
established by RCW 28B.050.040 (Exhibit 6.1).
Rules and regulations implementing the
College’s authority are contained in Washington

1 Statutory law as passed by the Washington State Legislature
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Administrative Code (WAC)2 495E (Exhibit 6.2).
The College must adhere to all applicable
statutes, policies and regulations contained in the
SBCTC’s Policy Manual (Exhibit 6.3). The system
of governance outlined in the RCW offers clear
guidelines for the delineation of authority,
responsibilities and relationships among the
governing board, administrators, faculty, staff
and students.

In addition to these external regulations, RTC has
developed extensive internal policies and
procedures that govern all aspects of its daily
operations. These documents are collected in an
eight-volume Procedures Manual that
collectively describe the roles and responsibilities
of the Board of Trustees, administrators, faculty,
staff and students (Exhibit 6.4). Included in the
Procedures Manual are organizational charts
showing areas of responsibility and associated

personnel (see Appendix 6.2, Organizational
Charts). While the College procedures are
extensive and detailed, they become a challenge
to keep current, consistent, and disseminated as
necessary. As a result, they are often undervalued
and underutilized by employees.

Continuous Improvement
Administration is seeking to make College
procedures widely accessible by simplifying
procedural language and making the procedures
applicable to a wider range of situations (i.e.,
where possible, specific references to dates,
people, or dollar amounts that require frequent
updating are being replaced with more general
references). Further, an electronic, online version
of the Procedures Manual is under construction
for more efficient access, storage, retrieval and
updating of information.

2 Rules and Regulations implementing statutory law

Higher Education Coordinating Board
(RCW 28B.80)

University of Washington

(RCW 28.B20)

Washington State University
(RCW 28.B30)

The Evergreen State College
(RCW 28.B40)

Regional Universities

(RCW 28.B35)

State Board for Comm. and Tech.

Colleges (RCW 28.B50)

Western Wash. Univ.

Eastern Wash. Univ.

Central Wash. Univ.

Renton Tech. College

(RCW 28.50.040 (27))

33 other Community and

Technical Colleges

Chart 6.1 Overview of the State System

RCW 28B.80.320 (in part)

Purpose.

The purpose of the (Higher Education

Coordinating) board is to provide planning,

coordination, monitoring, and policy

analysis for higher education in the state of

Washington in cooperation and consultation

with the institutions' autonomous governing

boards and with all other segments of

postsecondary education, including but not

limited to the State Board for Community

and Technical Colleges… The legislature

intends that the board represent the broad

public interest above the interests of the

individual colleges and universities.

RCW 28B.50.090 (in part)

College board – Powers and duties.

The College Board shall have general

supervision and control over the state system

of community and technical colleges.
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Roles of Constituent Groups
(6.A.2 - 6.A.3)

Description and Analysis
The Board of Trustees, as evidenced by the
minutes of their monthly meetings (Exhibit 6.7),
as well as their actions and activity on campus,
understand their policy role and exercise it with
authority and clear understanding of the mission
of the College.

New Board members receive a daylong
orientation from the Trustee Association for
Community and Technical Colleges (TACTC)
concerning their roles and responsibilities.

The Board operates as a policy-making body,
delegating to the president the administration of
the College. RCW 28B.50.140 (Exhibit 6.1)
authorizes Boards to delegate administrative

authority. WAC 495E-104-030 (Exhibit 6.2)
defines that relationship for the College. The
bylaws for the College Board of Trustees further
define this role in section 16 (Exhibit 6.6).

Responses to the 2002-2003 Institutional Climate
Survey (Exhibit 6.8) indicate that faculty, staff,
and administrators alike clearly understand the
College’s mission as well as their respective roles
in supporting that mission (Table 6.1). Ninety-
seven percent (97%) of full-time faculty, and
100% of classified staff and administrators
agreed that they understand the mission of RTC.
The majority of faculty and administrators, and
all classified staff, also agreed that the collective
actions of RTC reflect its mission. Further, most
employees, regardless of category, reported their
perception that their individual work is
appropriate and relevant to the College’s mission
(Table 6.2). Results of this annual survey, now in

Table 6.1 Employee Perception of Roles and Responsibilities - General

Item Employee Type
Strongly

Agree
Agree Disagree

Strongly
Disagree

FT Faculty 56.7% 40.0% 3.3% —

Classified 36.4% 63.6% — —
I understand the mission of Renton Technical
College.

Administrative 66.7% 33.3% — —

FT Faculty 20.0% 63.3% 13.3% 3.3%

Classified 18.2% 81.8% — —
The actions of Renton Technical College
reflect our mission.

Administrative 46.7% 46.7% — 6.7%

Data Source:  2002-2003 Institutional Climate Survey

Table 6.2 Employee Perception of Roles and Responsibilities - Self

Item Employee Type
Strongly

Agree
Agree Disagree

Strongly

Disagree

FT Faculty 24.1% 51.7% 20.7% 3.4%

Classified 9.1% 63.6% 27.3% —My job expectations are clearly defined.

Administrative 13.3% 60.0% 26.7% —

FT Faculty 31.0% 55.2% 10.3% 3.4%

Classified 18.2% 63.6% 18.2% —
The type of work I do is appropriate to my
position.

Administrative 28.6% 64.3% 7.1% —

FT Faculty 40.0% 46.7% 13.3% —

Classified 27.3% 63.6% 9.1% —
I know where to find current information
about our policies/procedures if I need it.

Administrative 33.3% 46.7% 13.3% 6.7%

FT Faculty 64.3% 32.1% 3.6% —

Classified 45.5% 54.5% — —
I feel my job is relevant to Renton Technical
College’s mission.

Administrative 60.0% 33.3% 6.7% —

Data Source:  2002-2003 Institutional Climate Survey
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its third year, consistently support the conclusion
that RTC faculty, staff and administrators have a
clear notion of what is expected of them, both in
their daily responsibilities and in the larger
context of RTC’s mission.

 Recent student satisfaction surveys (Exhibit 6.9)
have shown that the majority of students know
what the mission of the College is and are happy
with the activities and organizations available to
them (Table 6.3). Most reported that they were
happy with their choice to attend RTC (96% in
fall 2002, up from 84% in fall 2001). These data
suggest that students understand and are
satisfied with their role at the College. The
College actively solicits student participation for
the Student Advisory Council, faculty tenure
committees, program advisory committees and
other less formal activities.

The decision-making process at RTC has become
increasingly collaborative under the guidance of
Dr. Bressler, and results of recent Institutional
Climate Surveys (Exhibit 6.8) reflect a growing
recognition of this trend. In 2001-2002, a majority
of employees disagreed that their input is
utilized in decision-making or that they have the
appropriate influence on the direction of the
College. In 2002-2003, however, a majority
agreed with these statements (Table 6.4). Despite
the substantial improvement, the numbers
indicate that many employees still feel their
sphere of influence is somewhat localized. This

suggests that the more collaborative atmosphere
has not fully permeated the College.

Continuous Improvement
The evolution of decision-making at the College
from a top-down to a bottom-up model is a
continuing process. What was once a monthly
faculty meeting has evolved into an employee
team meeting with participation by
administrators and staff. The first day of the
faculty contract has evolved from directives
issued to full-time faculty to a broad-based
“Welcome Back” event. Monthly department
meetings actively solicit suggestions for
improvement. The success of the faculty
collective bargaining agreement has led to the
other bargaining units adopting the collaborative
model.

An example of this evolution was a recent
change in the time schedule for the automotive
programs. One of the automotive programs had
limited access to the automotive parts program
as a result an earlier program start time (7:00 vs.
8:00). The discussion of this problem in a
department meeting led to a realization that
there were several advantages to students of an
earlier start time for all the automotive programs:
an easier commute and greater opportunity for
part-time work in particular. The instructors
polled their students and found overwhelming
support for an early start time. The department
dean presented the idea to the Executive Cabinet

Table 6.3 Student Perception of Roles and Responsibilities

% Agree/Strongly Agree

Item 2001 2002

I know what the 'Mission' of the College is. 84% 69%

I am happy with the activities / organizations for students. 84% 84%

I am happy with my choice to attend RTC. 84% 96%

Data Source:  2001-2002, 2002-2003 Student Satisfaction Survey

Table 6.4  Employee Perception of Formal Influence

% Agree/Strongly Agree

Item 2001 2002

I am involved in decisions that directly affect my job. 60% 76%

Employee input is utilized in the decision-making process at RTC. 43% 70%

Relative to my position, I feel I have appropriate influence on the direction of RTC. 41% 64%

Data Source:  2001-2002, 2002-2003 Institutional Climate Survey
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(a weekly meeting of the Vice Presidents) where
issues of parking, security, scheduling of lunch
and the timing of the change were raised. Those
issues were addressed at the department level
and the change was approved effective Fall
Quarter 2003. A problem with a single
automotive program evolved into an early start
time for all of the automotive programs. The
process was driven primarily by the benefit to
the student and was quite informal.

Standard 6.B – Governing Board

Composition and Board Action
(6.B.1 – 6.B.2)

Description and Analysis
State statute RCW 28B.50.100 (see excerpt below
in Figure 6.1; Exhibit 6.1) defines the
composition, continuity and tenure of the RTC
Board of Trustees (Table 6.5). By law, it does not
include any employees of the institution. The
College President serves as the Secretary of the
Board but is not considered a member. Given the
unique mission of technical colleges, there must
be at least one representative from both business
and labor on the Board. The members of the RTC
Board of Trustees (Appendix 6.1) reflect the
diversity of the College mission. State statute
(Exhibit 6.1), Washington Administrative Code

(Exhibit 6.2) and the Trustee Bylaws (Exhibit 6.6)
make clear that the board is to act only as a
committee of the whole; minutes of monthly
Board meetings (Exhibit 6.7) are evidence that
the Board adheres to this policy.

The Board of Trustees meets monthly on the
second Tuesday of the month, except for July and
August. The Board usually holds special
meetings in July and August with specific topics
planned.

Board Responsibilities (6.B.3 – 6.B.9)

Description and Analysis
The duties, responsibilities, organizational
structure and operating procedures of the Board
of Trustees are clearly outlined in the Board of
Trustees Bylaws (Exhibit 6.6). The Trustee Bylaws
were written in 1992 at the time of the change of
governance and were last updated by the Board
at a special meeting in August of 2000. The Board
generally reviews them every two to three years.
The Bylaws are a public document available from
the Board Secretary, the President of the College.

As specified in the Bylaws, the Board is
responsible for selecting and appointing the
College President. With the retirement of former
President Dr. Robert C. Roberts in 2000 after 29
years of service, the Board found itself in the

Table 6.5 State Statute for College Board of Trustees

RCW 28B.50.100
Boards of trustees – Generally.

There is hereby created a board of trustees for each college district as set forth in this chapter. Each board of trustees
shall be composed of five trustees, who shall be appointed by the governor for terms commencing October 1st of the year in
which appointed. In making such appointments the governor shall give consideration to geographical diversity, and representing
labor, business, women, and racial and ethnic minorities, in the membership of the boards of trustees. The boards of trustees for
districts containing technical colleges shall include at least one member from business and one member from labor.

The successors of the trustees initially appointed shall be appointed by the governor to serve for a term of five years
except that any person appointed to fill a vacancy occurring prior to the expiration of any term shall be appointed only for the
remainder of the term. Each member shall serve until a successor is appointed and qualified.

Every trustee shall be a resident and qualified elector of the college district. No trustee may be an employee of the
community and technical college system, a member of the board of directors of any school district, or a member of the
governing board of any public or private educational institution.

Each board of trustees shall organize itself by electing a chairman from its members. The board shall adopt a seal and
may adopt such bylaws, rules and regulations as it deems necessary for its own government. Three members of the board shall
constitute a quorum, but a lesser number may adjourn from time to time and may compel the attendance of absent members in
such manner as prescribed in its bylaws, rules, or regulations. The district president, or if there be none, the president of the
college, shall serve as, or may designate another person to serve as, the secretary of the board, who shall not be deemed
to be a member of the board.
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unfamiliar position of having to so identify and
hire a new President. The Board launched a
nationwide search, and selected the top six
candidates for on-campus interviews. They
opened the interview process to include all
College constituencies – faculty, staff,
administration and students. The process was
remarkably open and reflected a new spirit of
collaboration. The candidate ultimately selected
by the Board, Dr. Donald Bressler, was at the top
of each constituency’s list. The Board of Trustees
also has responsibility for evaluating the
President annually; this occurs during an
executive session of a regular Board meeting in
the spring of each year, as evidenced in Board
minutes (Exhibit 6.7).

The Board reviews the institution’s mission
during the special meetings held each July and
August. The Board has consistently and
steadfastly supported the direction and culture
of the College as reflected in its mission
statement. The minutes of the monthly Board
meetings (Exhibit 6.7) provide evidence that all
major policy decisions rest with the Board and
that the Board understands and fulfills its role in
providing direction to the College. The Board
also uses these annual special meetings to focus
on its own performance and to review its
effectiveness.

The Board of Trustees delegates to the President
(see previously cited: RCW 28B.50.140 (Exhibit
6.1), WAC 495E-104-030 (Exhibit 6.2), and Trustee
Bylaws, Section 16 (Exhibit 6.6)) the authority to
organize and staff the College to reflect its
mission, size, and complexity. Dr. Bressler is thus
empowered to reorganize his Cabinet to reflect
the changing needs of the institution. Currently,
the Executive Cabinet consists of the four Vice
Presidents, with the President presiding.

Annual budgets are reviewed and approved by
the Board as reflected in the Board minutes
(Exhibit 6.7). Fiscal reports are a regular feature
of the monthly Board meetings.

The President keeps the Board fully apprised of
the College’s accreditation status. In the year
leading up to the visit by the Evaluation
Committee, the status of the institutional self-
study was a standing item at the monthly Board
meeting. Various members have participated in
the current institutional self-study regarding

mission and goals (i.e., Standard 1), and
governance and administration (Standard 6). The
Board reviewed the Self-Study document prior to
publication and adopted it at their July 2003
monthly meeting (Exhibit 6.7).

Continuous Improvement
The Board has discussed, but has not yet
implemented a more formal self-evaluation
process (see Exhibit 6.7, Minutes of Board of
Trustees August 21, 2001 and March 11, 2003). At
the time of publication of this self-study, it is
expected that a more formal process will be
established during the special meetings in July or
August 2003.

Standard 6.C – Leadership and
Management

Chief Executive Officer (President)
(6.C.1)

Description and Analysis
RTC’s President, Dr. Don Bressler, serves as the
chief executive officer of the institution; he is a
full-time employee of the College with no
significant or conflicting responsibilities outside
the College. The Executive Vice President for
Finance and Administration serves as chief
executive officer in his absence.

Duties, Responsibilities and Conduct
of Administrators (6.C.2)

Description and Analysis
The College is divided into divisions, each of
which is headed by a Vice President (Chart 6.2).
There are currently four divisions:  Instruction;
Finance and Administration; Institutional
Advancement; and Student Services and Plant
Operations. The organization of the Instruction
Division differs from the three administrative
divisions. Instructional programs are organized
by department, with all faculty reporting to a
department dean (note:  the exceptions is the
Culinary Arts and Bakery Departments, which
are overseen by a director). The deans (and
director) in turn report directly to the Vice
President of Instruction. Administrative areas are
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typically organized by office, with staff reporting
to manager or director. The managers and
directors in turn report to the appropriate vice
presidents (Appendix 6.2 - Organizational
Charts; Exhibit 6.11 – Administrative Job
Descriptions; Exhibit 6.12 – Administrative
Resumes). This relatively “flat” organizational
structure provides a cost-effective means of
managing the College that is flexible enough to
adapt quickly to changing circumstances.
However, the resulting administrative workload
is such that low-priority issues arising from day-
to-day operations are not always dealt with
quickly.

The duties and responsibilities of the College’s
administrators are defined and published in job
descriptions on file in the Human Resources
Development Department (Exhibit 6.11).
Administrators have the opportunity to review
their job descriptions for accuracy and currency
as part of their annual evaluation process (RTC
Procedure 24305, Exhibit 6.4). This annual cycle
of review and revision helps to ensure that the
duties and responsibilities of administrators are
both clearly defined and understood; the
Institutional Climate Survey (Exhibit 6.8)
provides evidence of this (see Table 6.2 above).

Ethical conduct requirements are detailed in RTC
Procedure 24008 (Exhibit 6.3); they are
distributed as part of the annual notifications
distributed to all employees by the Human
Resources Development Department (RTC
Procedure 24030; Exhibit 6.3). Although ethical
conduct requirements are readily available in
printed form, the perception among many
administrators, faculty and staff is that they are
not (Table 6.6). Further, a number of employees
indicate that they would not know how to
respond if they witnessed a co-worker or student
behaving unethically.

Continuous Improvement
Perceptions regarding the accessibility of printed
ethical standards and of how to respond to
unethical or inappropriate behaviors indicates
that additional training in both the availability
and application of the College’s ethical standards
is required (see Standard 9.)

President

College
Board of Trustees

Division
Vice President

Departments
Deans

Programs
Faculty

Offices
Managers/Directors

Instruction

Finance and Administration

Institutional Advancement
Student Srvs and Plant Ops

Chart 6.2 Schematic of Organizational Structure

Table 6.6 Perception of Ethical Conduct Requirements

Item Employee Type
Strongly

Agree
Agree Disagree

Strongly
Disagree

FT Faculty 25.0% 46.4% 21.4% 7.1%

Classified 10.0% 80.0% 10.0% —
RTC has established ethical standards that
guide our behavior.

Administrative 42.9% 35.7% 21.4% —

FT Faculty 20.7% 34.5% 37.9% 6.9%

Classified — 63.6% 36.4% —
RTC’s ethical standards are readily accessible
in printed form.

Administrative 13.3% 46.7% 33.3% 6.7%

FT Faculty 17.2% 37.9% 34.5% 10.3%

Classified — 80.0% 20.0% —
I know how to respond if I witness an employee
or student behaving unethically or
inappropriately. Administrative 26.7% 53.3% 20.0% —

Data Source:  2002-2003 Institutional Climate Survey
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Administrative and faculty (see Standard 4)
workload issues need to be addressed. Much of
the routine paperwork performed at the College
is being examined for both relevancy and
effectiveness as a result of this self-study.
Employees need to feel more empowered to
question policies and procedures as well as to
offer suggestions for improvement.

Qualifications and Evaluation (6.C.3)

Description and Analysis
The hiring process for administrative positions
begins with the formation of an interview
committee that is representative of the area in
which the position will reside, including faculty,
staff, and advisory committee members as
appropriate. The applicant review process,
formulation of questions and the actual
interviews involve the entire committee. This
process, while occasionally slow and difficult to
orchestrate, has gone a long way to ensure that
the College hires not just qualified, but well
qualified individuals that support the mission of
the institution (Exhibit 6.12, Administrative
Resumes). In fact, on the most recent climate
survey (Exhibit 6.8), over 80% of faculty and staff
agreed that administrators are well qualified to
do their jobs.

Administrators receive an annual contract that
coincides with the fiscal year (i.e., July 1 to June
30). They are evaluated annually by their Vice
President prior to the renewal of their contract.
The evaluation process includes a review and, if
necessary, a revision of their current job
description, and goal setting for the upcoming
year (Procedure 24305, Exhibit 6.4). For deans,
the process also includes an anonymous
evaluation by their department faculty (see RTC
Procedure 24408, Exhibit 6.4, and the negotiated
collective bargaining agreement, Exhibit 6.18).
The President has responsibility for evaluating
the Vice Presidents. These evaluations are
conducted each May according to procedure
24305 (Exhibit 6.4). All evaluations are kept in the
employee’s personnel file in the Human
Resources Development Department.

Institutional Advancement (6.C.4)

Description and Analysis
The Division of Institutional Advancement was
created in January 2001 to bring together
institutional research, marketing and resource
development with the goal of better
understanding, communicating, and building
upon the College’s successes. The Vice President
of Institutional Advancement, who also serves as
the Executive Director of the College Foundation,
leads the Division. The Division includes the
Research and Development Office and the Public
Information Office. The former has responsibility
for virtually all research-related functions
throughout the institution, competitive grant
procurement, and student program evaluations.
The latter coordinates and facilitates all
marketing projects and publications, for both
internal and external audiences. Both Offices
maintain strong ties to instruction in an effort to
best support the College’s mission. To that end,
the Public Information Specialist sits on the
College’s Library Committee and Safety and
Health Committee, as well as coordinating the
activities of the Employee Appreciation
Committee. She also regularly attends Faculty/
Staff Council meetings, campus-wide team
meetings and meetings of the Student Services
Department.

In addition to committee participation, the Public
Information Office interacts directly with each
College instructional department on the
coordination of six different publications each
year, to ensure the communication of accurate
information to the community. The Foundation
mission is “To best serve our regional
community by advancing career training
opportunities at Renton Technical College
through fundraising and community advocacy.”
The Foundation functions as a partner through a
quid pro quo agreement with the College (Exhibit
6.20), outlining the College’s intended means of
support and the Foundation’s return for such
support. This process has served both
organizations well over the years.
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To date, the Foundation’s fund-raising activities
have focused primarily on scholarships from the
nine-year old Celebrity Chef Scholarship Series
fundraiser to the Scholarship for Every Program
initiative publicized since 2000. This latter
program focuses the attention of specific
industries on related instructional programs
through scholarships, and has the additional
benefit of bringing together students and
potential employers. For the fiscal year 2001-
2002, the College Foundation awarded 41
scholarships totaling $23,500. For fiscal year
2002-2003, the Foundation has awarded 37
scholarships totaling $22,050.

Two groups are involved in the scholarship
program. The scholarship planning group,
composed of two Foundation Board members,
helps the Foundation Executive Director plan the
scholarship offerings for the year, applying
donor restrictions and budgetary considerations.
The scholarship selection committee is composed
of the College Financial Aid Director, the Vice
President for Student Services and the
Foundation Treasurer.

Continuous Improvement
The Foundation’s current focus is the Major Gifts
Campaign for the Technology Resource Center
(TRC). Opened in May of 2003, the TRC is a $14
million, 45,000 square-foot facility that houses an
expanded library, open computer labs, a media
lab, computer classrooms and a 140-plus-seat
auditorium. The College Foundation is raising
$1.5 million in private dollars to equip the TRC
with state-of-the-art technology. The TRC will
help the College to prepare its students for the
current and future marketplace, as well as make
technology more accessible in the community.

Institutional Decision-Making
(6.C.5 – 6.C.6)

Description and Analysis
Decisions at the College fall into two basic
groups. Policy decisions are made exclusively by
the Board of Trustees with the advice of the
College President. Administrative decisions are
made by the Executive Cabinet (the College
President and the four Vice Presidents). The
Executive Cabinet meets every Wednesday as an
informal group without formal minutes. The

second Wednesday of every month includes the
administrative team meeting involving the
department deans and office directors as well.

Changes in the College leadership have
facilitated a cooperative working relationship
among the various organizational units. In 2001,
the College adopted a collaborative, shared
decision-making process based on common
interests.  Training in this process was offered to
all interested faculty, staff and administrative
personnel as recently as January 2003; attendance
was strongly encouraged and supported through
allowances for substitutes and work release. The
College leadership has remained committed to
this process and applied it successfully in recent
contract negotiations with the Renton Federation
of Teachers, the faculty collective bargaining
group.

Cooperative working relationships and open
communication regarding College processes and
decisions are promoted throughout the College
through monthly team meetings, monthly
department meetings, the campus newsletter
“The Perspective” (Exhibit 6.14), and the
electronic newsletter “Faculty Focus” (Exhibit
6.15), the active Employee Appreciation
Committee, and informal personal
communications. Exhibit 6.19 lists the currently
active campus committees and task forces.

Given that the College devotes a relatively small
portion of its resources to administration (by
design and direction from the Board of Trustees),
the decision-making process can appear less than
timely. Approximately one-third of full-time
faculty and classified staff do not believe that the
administration is decisive and action-oriented,
and over one-half do not feel there is an
emphasis on follow-through and accountability.
This represents improvement, however, from
past years when up to 80% of faculty and staff
felt this way (2001-2002 and 2002-2003
Institutional Climate Surveys, Exhibit 6.8).

Continuous Improvement
Despite the improvement, there clearly remains a
need for greater communication between
administration and its constituencies. During this
period of change from a hierarchical decision-
making process to a more collaborative one,
there need to be changes in methods of
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communication to reflect that evolution. In the
collaborative model, ideas can come from
anyone. Rather than being told what to do,
faculty and staff need to be encouraged to
participate in the decision process.

Institutional Research (6.C.7)

Description and Analysis
The Office of Research and Assessment was
created in 1994 and renamed the Office of
Research and Development in 2000 to reflect its
added focus on resource development through
competitive grants procurement (see Standard
1.B). The Office has responsibility for conducting
research related to instructional and institutional
effectiveness, both on a scheduled and  ad hoc
basis, to inform planning and decision-making.
Research related activities include conducting
quarterly student evaluations, and annual post-
graduate, student satisfaction, and institutional
climate surveys; and producing program
statistics on demographics, retention,
completion, placement, etc. Turn-around for this
data has been improving steadily as has the
quality of the data. The Student Satisfaction
Survey (Exhibit 6.9, implemented in 2001) and
the Institutional Climate Survey (Exhibit 6.8,
implemented in 2002) have provided valuable
feedback about the strengths and weaknesses of
the College in fulfilling its mission. The resulting
program statistics document the strengths and
weaknesses of the instructional programs in
fulfilling their mission (see Standard 2). The
information is available in a timely manner to
facilitate planning.

Administrative and Staff Procedures
and Criteria (6.C.8)

Description and Analysis
RTC Procedures 24301 through 24309 (Exhibit
6.4) outline the roles and responsibilities of
administrators and exempt personnel. Included
in these are procedures concerning selection,
certification (when required), benefits eligibility,
absences, evaluations, leaves of absence,
professional development, resignation,
termination and reduction-in-workforce.

Annually the State Board for Community and
Technical Colleges produces an administrative
salary study that is designed to provide
information for campus use in setting salaries for
exempt administrators (Exhibit 6.13). This report
includes brief position descriptions, reporting
relationships, years of service in present position,
and a notation if substantial other duties are
involved in the position. As outlined in this
study, 61% of administrative positions at Renton
Technical College that are included in this study
are at or above the average for all colleges that
have such a position. In those instances where
the College’s current salary is below the average,
an analysis is done of those positions to
determine if the job functions are significantly
different from those comparable positions in the
report. The College strives to keep its
administrative salaries competitive with those of
other community and technical colleges in order
to attract and retain the best administrative staff.

When new classified staff positions are opened,
the Human Resource Development Department
consults the State Department of Personnel’s
salary schedule to determine an appropriate
salary range for the position, based upon the
duties of the position. It is then appropriately
placed in one of the College’s bargaining units.
Each bargaining unit negotiates its salary
schedule with management, and adjustments are
made to the schedule annually to reflect the
salary increases determined by the state
Legislature.

There were 37 position openings at the College at
all levels between October 2001 and December
2002. The 37 openings represent less than 10%
turnover during this period. The College
received an average of 25 applicants per opening
during this time period. The 25 applicants per
position represented a more than adequate pool
of qualified applicants. Both the low turnover
rate and the high number of qualified applicants
would indicate that the College is an attractive
employment opportunity.

Continuous Improvement
The procedures regarding administrative and
staff appointment, evaluation, retention,
promotion and termination were written in 1993.
These procedures should be reviewed by the
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Human Resources Development Department for
accuracy and relevancy. In addition, that
department should investigate keeping statistics
on retention rates, promotions and terminations
of faculty and staff at the College, comparing the
College’s results with those of other similar
colleges.

Standard 6.D – Faculty Role
in Governance

Description and Analysis
The College does not have a formal faculty
governing board or committee, such as a Faculty
Senate. The Faculty/Staff Council (RTC
Procedure 12003.06, Exhibit 6.4) represents the
most formal mechanism through which faculty
has unfiltered access to the College President and
the Executive Cabinet. Procedure 12003.06 states
that “The purpose of the Council is to share
information and to discuss/resolve non-
negotiable matters.”  The Council meets on the
second Tuesday of each month (except July,
August and September) and is composed of
faculty and staff appointed by each instructional
and administrative department or office. The
Council is chaired by the College President.
Minutes of the Council meetings (Exhibit 6.16)
are widely disseminated through email and
mailboxes.

Faculty also have the opportunity to participate
in the development of institutional policies and
procedures through involvement in a wide
variety of committees and meetings. A list of
currently active campus committees and the
current chair is contained in Exhibit 6.19. All
faculty participate in their own Program
Advisory Committee, and all tenured faculty
participate in Tenure Review Committees.
Faculty participate in relevant personnel hiring
committees including those for prospective
supervisors as well as peers.

Other avenues for faculty input are the monthly
employee team meetings, generally held on the
first Monday of each month, and department
meetings, generally held on the second Monday
of each month.

Continuous Improvement
While the opportunities to provide input for
institutional governance exist, those
opportunities are not formal organizationally but
rather are primarily informal in nature. The ‘flat’
administrative structure of the College has led to
a culture of unfiltered access to administration.
The evolution of decision-making from
hierarchical to collaborative has not changed that
culture, only the effect. Faculty participation in
meetings and committees is limited and needs to
be further encouraged. Faculty participation is
limited by the number of student contact hours
(30 per week) and the subsequent number of
hours spent in student conferences, employer
contacts, lesson preparation, and associated
program administrative tasks. Greater flexibility
in student contact time and program
administrative tasks could support greater
participation by faculty.

Standard 6.E – Student Role
in Governance

Description and Analysis
The College does not have a formal student
governing board, such as a Student Council or a
Student Association. The Student Advisory
Committee (SAC) is the most formal mechanism
through which students can provide unfiltered
input into College policies and procedures. The
SAC meets monthly on the first Thursday (except
July, August and September) and is chaired by
the Vice President of Student Services and Plant
Operations (RTC Procedure 12003.04, Exhibit 6.4;
Minutes in Exhibit 6.17). The SAC was
established in 1980 to “advise and be advised of
school issues such as:  safety, public relations,
grounds improvement, curriculum, recreational
activities, cultural improvements, student
insurance, and any other student concerns.”
Student participation is actively solicited
throughout campus, primarily through the
instructors, although participation is limited.

Student participation is also actively solicited for
participation on faculty Tenure Review
Committees and Program Advisory Committees,
although, again, participation is limited. Because
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of limited student participation, faculty and
administrators alike have come to rely heavily on
program evaluations and surveys for student
feedback. Program evaluations are conducted
quarterly (with few exceptions) to solicit
feedback regarding instruction. The Student
Satisfaction Survey (Exhibit 6.9), administered
annually in the fall, concerns all non-
instructional aspects of the College, such as
registration, counseling, and food services.

Time constraints and student demographics are
hypothesized as the primary factors limiting
student participation in College governance. It
could also be argued that the College devotes
very little resources in this area. There are no
student fees associated with the operation of a
student-centered organization. The College’s
system of block instruction requires that students
are in class for six hours a day, leaving little
opportunity for interaction with administrators
and with students and faculty outside of their
own programs. RTC’s comprehensive, targeted
job training also results in an increasingly “non-
traditional” student body:  older, working
students with family responsibilities. During
2001-02, the median age at enrollment of
students in full-time career training programs
was 28 years; 35% of these students were parents
(15% were single parents), 36% were working
either full- or part-time with an additional 16%
seeking employment (Exhibit 6.10). It is likely
that school, work and family leave little time or
energy for involvement. This analysis is
supported by the 2002-2003 Student Satisfaction
Survey (Exhibit 6.9), in which 84% of students
reported that they are happy with the activities
and organizations available to them. The College
should examine whether the opportunities for
student involvement are adequate in support of
the College mission and are meeting the
expectations of most students.

6.1Policy on Affirmative Action and
Nondiscrimination

Description and Analysis
The College’s policies on affirmative action and
non-discrimination are spelled out in several
procedures. Washington Administrative Code
(WAC) 495E-300 “Discrimination Policies and

Procedures” (Exhibit 6.2) establishes the general
policy and both the informal and formal process
to be followed should any applicant for
admission, enrolled student, applicant for
employment or employee of Renton Technical
College believe she/he has been discriminated
against on any unlawful basis, including sex,
marital status, race, color, national origin,
handicap/disability, age, or religion. This
regulation refers all complaints to the College
Affirmation Action Officer or designee. RTC
Procedure 24030 “Periodic Notifications”
(Exhibit 6.4) designates the College President as
the Affirmative Action Officer.

RTC Procedure 24002 “Non-Discrimination”
(Exhibit 6.4) is a statement of policy pledging not
to discriminate against employees and includes
an attachment designating responsibilities. This
procedure is dated March of 1993, and three out
of the four designees on the attachment are no
longer employees of the College. Clearly, this
procedure is outdated and needs to be reviewed.

RTC Procedure 24003 “Equal Opportunity”
(Exhibit 6.4) is a statement of policy on equal
opportunity and affirmative action. This
procedure also dates from March of 1993 and
needs to be reviewed for currency. This
procedure requires that data be retained in
ethnic, handicapped and gender categories by
job classification. This report is currently
produced by the Office of Research and
Development as a portion of the RTC Employee
Profile (Exhibit 6.21). As of fall 2002, 58.2% of the
employees of the College are female and 20.8%
are of color.

RTC Procedure 24004 “Discrimination Review
Procedure” (Exhibit 6.4) also dates to March of
1993 and refers to “Administrative Code in
development.”  This is undoubtedly a reference
to WAC 495E-300 above, an administrative code
that was originally effective in July of 1993, and
again, an outdated procedure that should have
been updated ten years ago when the WAC
became effective.

RTC Procedure 24030 “Periodic Notifications”
(Exhibit 6.4) contains a more current (January
2002) statement of the College’s affirmative
action policy.
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The Institutional Climate Surveys (Table 6.7,
Exhibit 6.8) and Student Satisfaction Surveys
(Table 6.8, Exhibit 6.9) offer some insight into the
effectiveness of the College’s policies.

These data might suggest that approximately
20% of RTC faculty and staff feel that they have
encountered some form of discrimination at the
College as have approximately 10% of students
surveyed. Given that the majority of the
College’s procedures in this area are ten years
old and so clearly obsolete that no one has had
occasion to read them, these have not been high
profile procedural issues. The College may be
fortunate that problems have not arisen.

Continuous Improvement
The College’s policies and procedures on
affirmative action and non-discrimination need
to be reviewed for currency, relevancy and
effectiveness soon.

Policy on Collective Bargaining
(Policy 6.2)

Description and Analysis
Collective bargaining at RTC is authorized and
limited by state statute RCW Title 28B.52 (Exhibit
6.1). There are four recognized bargaining units
that collectively represent approximately 90% of
college employees; these are:

• The Renton Federation of Teachers (see RTC
Procedure 24701, Exhibit 6.4, and the

collective bargaining agreement, Exhibit
6.18)

• United Classified Workers Union (see RTC
Procedure 24706, Exhibit 6.4, and the
collective bargaining agreement, Exhibit
6.18)

• Washington Federation of State Employees
(see RTC Procedure 24705, Exhibit 6.4, and
the collective bargaining agreement, Exhibit
6.18)

• Renton Professional Technical Association
(see RTC Procedure 24703, Exhibit 6.4, and
the collective bargaining agreement, Exhibit
6.18)

Collective bargaining improves the quality and
effectiveness of the institution by providing a
forum through formal and informal contacts to
resolve issues involving faculty, staff,
administration and student issues. Collective
bargaining:

• Leads to workplace improvement where
labor and management jointly engage in
problem solving.

• Provides legally based bilateral relationships.
• Protects employers’ and employees’ rights

by binding collective bargaining agreement.
• Promotes fairness and consistency in

employment policies and personnel
decisions within and across the institution.

• Negotiates multi-year contracts providing
budgetary predictability on salary and other
compensation issues.

Table 6.7 Faculty and Staff Perception of Discrimination
% Strongly Agree/Agree

Item 2001-2002 2002-2003

Staff are treated equally, regardless of gender, ethnicity, culture, religion or age. 56.3% 78.1%

Students are treated equally, regardless of gender, ethnicity, culture, religion or age. 76.6% 88.2%

Data Source: RTC Institutional Climate Survey

Table 6.8 Student Perception of Discrimination

% Strongly Agree/Agree

Item 2001-2002 2002-2003

Students respect and support each other. 83.7% 90.2%

Instructors and college staff respect the students 83.7% 93.2%

There is cultural and racial harmony at the College 83.4% -

I have not experienced discrimination (racial, cultural, gender or age) at RTC - 89.2%

Data Source: RTC Student Satisfaction Survey
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The four bargaining units operate independently
within the institution with the management and
duties of each unit outlined by their respective
constitution and bylaws. The elected president of
each unit works as the official liaison between
the bargaining unit and the administrative body.
Issues involving faculty, staff, administration and
students are resolved through these unit
representatives and their elected delegates. Major
policy changes are implemented through formal
contract negotiations.

An example of improving institutional
effectiveness is evidenced in the last negotiations
for the Renton Federation of Teachers faculty
contract.

The bargaining unit and administration through
their presidents, jointly proposed utilizing the
collaborative style of contact negotiations in the
upcoming collective bargaining session. The
respective constituency groups ratified the
proposal, and it was agreed that training and
facilitation would be needed by both groups to
have a successful negotiation. The Renton
Federation of Teachers located a source of
training for the collaborative decision making
training, and the institution absorbed the costs of
substitutes so members of all bargaining groups,
administrative staff and Board of Trustees could
attend. After training, the negotiations preceded
with both groups sharing the cost of a trained
facilitator to further mentor the groups though
negotiations. The bargaining unit collected and
prioritized faculty concerns and their impact on

achieving the mission of the College. The
administrative cabinet did the same, negotiating
the following changes in the 2003-2005 faculty
contract.

• An improved evaluation process for faculty,
peers and immediate supervisor that
provides more effective feedback of
instructional and administrative
effectiveness based on skill standards
criteria.

• An improved tenure process that includes a
self-evaluation component for tenure
committee review.

• Revised contract language allowing
flexibility in sharing student contact between
instructors.

Through their bargaining unit, the faculty signed
a three-year contract with the College effective
July 1, 2002. The impact of the upcoming
accreditation self-study process on faculty was
discussed during the negotiations. As a result, a
faculty in-service day (September 13, 2002) was
dedicated to writing the program self-studies in
an effort to minimize the impact of accreditation
on faculty and instruction. Faculty members
actively serving on accreditation committees
were also paid a stipend.

The College does not believe that any policies on
collective bargaining, or collective bargaining
agreements with any unit interfered with or
influenced the accreditation self-study process.

Appendices

6.1 Board of Trustee biographies
6.2 Organizational charts

Exhibits

6.1 Title 28B, Revised Code of Washington (RCW)
6.2 Title 495E, Washington Administrative Code (WAC)
6.3 WA State Board for Community and Technical Colleges Policy Manual
6.4 Renton Technical College Procedures Manual
6.5 Roberts, R.C. (2000). “A History of Post-Secondary Vocational-Technical Education in Renton.”

Renton, WA: Renton Technical College.
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Appendix 6.1

Renton Technical College
Board of Trustees

Francisco Irigon was appointed by Governor Locke in November 2002 as a
Renton Technical College Trustee. Mr. Irigon earned both his Bachelor of Arts
degree and a Master of Social Work degree at the University of Washington.
Memberships include the National Asian Pacific American Families Against
Substance Abuse; the Asian Pacific Islander American Health Forum; the
International District Community Development Association, Secretary; the
International Examiner, Vice-President; the UWAA Multicultural Alumni
Partnership Club; the CSAP Regional Alcohol and Drug Awareness Resource
Network; the National Association of Social Workers; the International District
Emergency Center; the Asian Pacific Directors Coalition; and the Minority
Executive Directors Coalition. Mr. Irigon is currently the Executive Director for
the Washington Asian Pacific Islanders Families Against Substance Abuse.

A.M. “Andee” Jorgensen was appointed a Renton Technical College Trustee
in April 1992 by Governor Gardner.  Ms. Jorgensen was reappointed in
September 1993 by Governor Lowry and by Governor Locke in September
1998. During her tenure she has served as the Trustee Board Chair in 1993-94,
1998-99, 2002-03 and as Vice Chair in 1992-93, 1997-98. Ms. Jorgensen has also
been involved with the Trustee Association of Community and Technical
Colleges on the Legislative Steering Committee and on the Executive
Committee. Ms. Jorgensen retired from U.S. West Communications after 27
years of service. She earned her Bachelor of Science degree in Political Science
from the University of Washington. Local involvement includes the Cities in
Schools, Renton Board; Trustee and past President Renton Area Youth &
Family Services; Vice President for Community Development; Director,
Greater Renton Chamber of Commerce; Association of Washington Business;
Advisory Committee Chair, Raising Healthy Children Project; Renton School
District Community Forum. Current involvement includes Hazen High
School PTSA, Director; Municipal League of King County, Director, Rotary of
Renton Secretary, and Rotary International.

Ronnie B. Behnke was appointed by Governor Locke in March 2002 as a
Renton Technical College Trustee. Ms. Behnke has been an employee of The
Boeing Company for the past 25 years as a Machine Parts Inspector in the
Fabricator Division. She has served as an Employees Community Fund of
Boeing Trustee. As a member of the Machinist Union, Ms. Behnke is currently
on officer in the Machinist Union. She is Recording Secretary of  Local F, District
Council Delegate; the Co-chair of the District Legislative Committee; an IAM
CREST Instructor, and a Volunteer Coordinator. Local involvement includes the
Past Co-Chair for the Light House for Youth – Nelson Middle School Project and
the Past Treasurer and Vice President PTSA Lindbergh High School.

Ronnie B. Behnke

Francisco Irigon

Andee Jorgensen



251 Standard 6

James Medzegian was appointed a Renton Technical College Trustee by
Governor Lowry in June 1994. Mr. Medzegian was reappointed by Governor
Lowry in September 1994 and by Governor Locke in September 1999. During
Mr. Medzegian’s tenure he has served as the Trustee Board Chair in 1996-97 and
2001-2002 and as Vice Chair in 1995-96 and 2000-01. Mr. Medzegian served on
the State Board of Community and Technical Colleges Operating Budget
Committee for two years. Mr. Medzegian retired after 39 years as the Director of
Safety, Health and Environmental Affairs for The Boeing Commercial Airplane
Group. His Mechanical Engineering Degree was awarded by the University of
Washington. Mr. Medzegian served as the President of the Renton Chamber of
Commerce. His special interests include the Boeing Community Outreach
programs, the Downtown Renton Economic Development, and church related
activities.

Diana Postlewait was appointed a Renton Technical College Trustee by
Governor Locke in September 2000. Ms.Postlewait served as Board Vice Chair in
2002-03 and has been an active member on the TACTC Conference Committee
for the past two years as well as the TACTC Legislative Steering Committee. Ms.
Postlewait is the past Vice President for the Renton Historical Society and
Museum and is very active in various community volunteer groups.
Ms.Postlewait was awarded a Certificate for Dental Assistant and a Masters
Certificate for Program Management from George Washington University.
Ms.Postlewait retired after 30 years as a Senior Program Manager for Lucent
Technologies.

Dr. Donald E. Bressler was appointed President of Renton Technical College in
July 2000. His Doctoral degree was earned at the University of Wisconsin,
Madison. Additional educational credits include a Bachelor of Science degree
and a Masters of Science degree from Stout State University and a Certificate in
Teaching of Engineering Technology from the University of Illinois at Urbana.
Dr. Bressler is a member of the State Board for Community and Technical
Colleges Customer Advisory Committee. He is also a member of the
Washington Association for Community and Technical College Educational
Services Committee and is the liaison to the Business Affairs Commission.
Dr.Bressler is heavily involved in local community organizations including the
Executive Committee of the Alliance for Corporate Education; the Board of
Directors, Greater Renton Chamber of Commerce; the Renton Communities in
Schools; the Renton Rotary Club; the Renton Community Foundation; the Blue
Ribbon Committee of Renton; the Renton Stakeholders; the Kent Chamber of
Commerce; the Seattle Chamber of Commerce, and the Board of Directors,
Economic Development Council of Seattle & King County.

James Medzegian

Diana Postlewait

Dr. Donald E. Bressler
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Appendix 6.2
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Standard Seven – Finance

Introduction

Renton Technical College (RTC) is one of 34
Community and Technical Colleges in the state
of Washington. The State Board for Community
and Technical Colleges (SBCTC) is responsible
for the general supervision and control of the
community and technical college system. The
Washington State Legislature establishes
enrollment and funding levels, sets maximum
tuition rate increases, and develops performance
measures. The Legislature appropriates funds to
the SBCTC for the colleges and, based on the
number of FTEs allocated to each college, the
SBCTC approves and distributes the funds to the
colleges. Unlike the community colleges, the
technical colleges have the authority to set
tuition locally. RTC has set its tuition increase
each year to equal increases approved for the
community colleges.

RTC is required by the SBCTC to meet its FTE
allocation each biennium, or it will not receive
funding for new FTEs the following biennium.
RTC’s actual enrollment has exceeded its
allocation each year since becoming a college in
1991 (Figure 7.1).

The fact that actual FTEs have exceeded allocated
FTEs every year indicates the increasing student
demand for training at RTC, and thus the College
continues to lobby the SBCTC each year for
additional FTEs for growth. New FTE allocations
from the Legislature are apportioned to the
College based on demographic and economic
needs in local communities.

Renton Technical College has a long history of
serving more FTEs than allocated by the state. As
a result, RTC expends more money on a
percentage basis for instructional purposes than
required to do based on funding. One
consequence of this action is that there is less
funding for administrative purposes, even
though there is a greater demand for
administrative services because of the greater
number of FTEs that RTC serves.

The College has faced this challenge through a
conservative approach to funds management
that has enabled RTC to maintain a reserve of
approximately 10% of the overall annual
operating budget. This fiscal policy has enabled
the College to serve a greater number of FTEs
than were funded, and also helps the College
endure decreases in state budget funding and
other adverse economic factors.

Like all Washington State community and
technical colleges, RTC uses the Financial
Management System (FMS), an automated
budgeting, accounting, and reporting system.
The data from RTC is combined with the data
from all other community and technical colleges,
and in turn is rolled up and combined with the
data from all other state agencies to produce the
state’s Comprehensive Annual Financial Report
(CAFR). Since RTC’s financial information is
combined with that from all other state agencies,
this system does not allow for individual
financial statements by college.

RTC is proud of its financial management
practices, the integrity of its financial
information, and the administrative and
accounting controls it has in place. State auditors
have praised the College for doing an excellent
job in managing its resources.

Historically, RTC has established and supported
a conservative approach to funds management in
order to maintain sufficient revenues to cover
any emergencies or out-of-the-ordinary
expenses. While the community and technical
college system as a whole spent $4,890 per state-

Figure 7.1  RTC FTEs:  Allocation vs. Actual

Fiscal Year Allocation Actual Over

2001 - 2002 3319 3583 264 8.0%

2000 - 2001 3221 3639 418 13.0%

1999 - 2000 3115 3647 532 17.1%

1998 - 1999 3059 3488 429 14.0%

1997 - 1998 2938 3421 483 16.4%

1996 - 1997 2937 3507 570 19.4%
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supported FTE in fiscal year 2001-2002, Renton
spent $4,697 for its state-supported FTEs, or 96%
of the system average. This allows for more
funds to be available for unforeseen situations.

Standard 7.A  -
Financial Planning

Financial Planning (7.A.1 – 7.A.2)

Description and Analysis
RTC receives its state allocation of funds from the
SBCTC with the caveat that the College will
comply with the laws of the State of Washington,
as well as the guidelines established by the
Washington State Office of Financial
Management (OFM). OFM sets the guidelines for
accounting and budgeting activities and
provides oversight of all accounting and
reporting systems for all state agencies. The
College complies with OFM guidelines by
implementing procedures as set forth in section
RTC 22000 of the College’s Procedures Manual
(Exhibit 7.13). The Board of Trustees approves
the budget annually and also approves all
contracts greater than $100,000, but it delegates
all of the day-to-day financial operations of the
College to the administration.

RTC has implemented a Strategic Plan, intended
to provide guidance in order to better serve the
needs of students in the future. The major
financial components of the Strategic Plan are:
Goal 4 - Maintain cost effectiveness standards;
and Goal 5 - Expand college resources (Exhibit
7.9). Cost effectiveness standards include the
maintenance of a reserve. It is a goal of the
College to set aside 10 % of its annual operating
budget in investments in order to provide a
cushion for unexpected, extraordinary expenses
(Figure 7.2). The purpose of this strategy is to

enable the College to continue to provide the
same level of service and programs to students in
the event of a decrease in the funding received
from outside sources, including the state.

By expanding resources, the College bridges the
gap between the funding provided by the state
FTE allocation and the funding needed to
support enrollments over that FTE allocation. It
has been the policy of the College that cost
increases be absorbed by the College as much as
possible. The College is committed to keeping
tuition and fee increases to students to a
minimum. In order to maintain this commitment,
the College is exploring additional sources of
revenue including partnerships with business
and industry, matching programs, endowments
through the foundation, grants and donations.

The Executive Vice President for Administration
and Finance reports annually to the Board of
Trustees on progress toward the financial goals.

Tables 1, 2, 3 and 4 (see appendix to this
Standard) include projections of revenue and
expenditures for the next three years. Every
biennium the SBCTC requests that each college
prepare revenue estimates to be used for the
following biennium’s operating budget requests
to the Legislature.

Each biennium all community and technical
colleges commission a professional survey of the
condition of their facilities by architects and
engineers who identify problems, rate the
seriousness of each deficiency, and evaluate the
urgency of proposed repairs on each campus.
The results of this survey form the basis for the
biennial request for capital funds. RTC’s
proposals are consolidated with those of the
other community and technical colleges and
prioritized by the SBCTC before submittal to the
Legislature for funding.

Figure 7.2 RTC Reserves

Fiscal Year Operating Budget Investments % of Budget

2001 - 2002 $24,868,746 $2,443,635 9.83%

2000 - 2001 $24,970,860 $2,462,230 9.86%

1999 - 2000 $21,625,478 $2,023,590 9.36%

1998 - 1999 $22,078,878 $2,099,522 9.51%
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Annual Budget  (7.A.3)

Description and Analysis
Annually, RTC develops its budget (Exhibit 7.1)
using the process outlined in procedure RTC
22018.01 (Budget and Budget Monitoring
Process, Exhibit 7.2). The process begins in
February of the prior year when faculty and staff
are asked to submit their non-labor expenditure
requests for the upcoming year (Exhibit 7.3).
Deans and managers review these requests, and
any changes are discussed with the originator
prior to being submitted for inclusion in the
budget.

Working in conjunction with the Human
Resources Development Department, the
Executive Vice President for Administration and
Finance prepares the budget for salaries and
benefits.

Revenues are projected based upon the following
(Figure 7.3; note that there is no local tax support
for Washington community and technical
colleges):

• State allocation as received from SBCTC
• Tuition/fees as calculated from estimated

FTE enrollments
• Sales estimates in ancillary programs and

auxiliary enterprises
• Expected grant activity
• Financial aid estimates

Once revenue and expenditure information is
compiled, it is forwarded to the Executive

Cabinet for review, and adjustments are
incorporated into the budget documents as
necessary. The President submits the budget for
approval to the Board of Trustees no later than
the June Board meeting immediately prior to the
start of the new fiscal year. After approval, copies
of the budget document are given to the deans
and managers. Faculty receive copies of the
sections of the budget related to their programs.

Throughout the year as additional state
allocations are received from the SBCTC, as more
grants are forthcoming, as estimated revenues
become more predictable, and as carryover funds
become available, the budget is revised to reflect
these changes. One-time purchases (e.g.,
equipment, local building projects) can be
funded with these increased revenue sources.

Continuous Improvement
Efficient utilization of available resources
depends on timely and reliable budget
information. Currently, RTC does not have a
dedicated budget department, nor does the
College employ a full-time budget officer or
manager. Budgeting tasks are done by various
administrative employees in the finance area as
part of their regular job responsibilities. The
expected scarcity of available resources
combined with the need to examine cost saving
opportunities throughout the College may
warrant the addition of a full-time budget
analyst.

Faculty in the full-time instructional programs at
RTC are involved in the budget process by
initially preparing a budget request. However,
the final budget is determined primarily at the
administrative level by each respective
program’s dean and the College’s Executive
Cabinet. There is minimal input from program
faculty after the initial budget request. In
addition, participation by each program’s
advisory committee on budget issues is
inconsistent among the various programs.
Involving the faculty and advisory committees
throughout the budget process may promote a
more realistic budget for each program and also
help identify opportunities for cost savings.
Currently, 90% of the instructional programs
have actual expenditures less than their
budgeted amounts.

State

54%

Fees 

21%

Federal

5%

Grants

14%

Sales

6%

Figure 7.3  RTC Revenue Source
Projections:  2002-2003 Budget
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Debt for Capital Outlay (7.A.4)

Description and Analysis
Historically, RTC has been relatively
conservative in incurring debt. Capital outlays
have been funded primarily through the state’s
capital allocation process. Currently the only
debt service funded project is for a lighting
retrofit project that occurred in 1994. As of June
30, 2003, the balance owing on this debt was
$296,056. The debt service schedule (see Figure
7.4) shows the payoff for this debt to be in the
year 2007. The College’s current major capital
project is the construction of the Technology
Resource Center on the south side of the main
campus. This project was funded through the
state’s capital allocation process, and no
borrowed funds were used. There are no plans to
borrow any funds in the future for any projects.
The Board of Trustees must approve all
borrowing of funds (Exhibit 7.4).

Standard 7.B - Adequacy of
Financial Resources

Adequacy of Resources (7.B.1)

Description and Analysis
A comparison of Table 1 (Current Funds
Revenue) and Table 2 (Current Funds
Expenditures and Mandatory Transfers) shows
that revenues, which are derived from multiple
sources, are more than adequate to support the
institution’s current expenditures. As Table 3
(Summary Report of Revenue and Expenditures)
shows, each year RTC consistently generates
excess revenues. In the subsequent fiscal year,
these excess revenues are budgeted for one-time
purchases and projects that reflect the goals and
priorities of the institution.

Historically, the Washington State Legislature has
not cut higher education budgets as greatly as it
has done to other state agencies. However,
significant cuts in the state budget for higher
education are expected in the next biennium due
to the state’s economy. As a result, the College
will need to develop additional sources of
revenue and decrease costs where applicable in
order to maintain the current level of services
provided. Additional revenue sources currently

being considered are increased application of
grants and increased contract-funded and
student-funded courses. Contract-funded
courses are paid by an enterprise such as an
employer or social service agency for the benefit
of its employees or clients. Student-funded
courses are funded entirely through fees charged
to the enrolled students. The budgets for full-
time programs identified as having significantly
higher costs will be evaluated closely to identify
cost saving opportunities.

Debt Service (7.B.2)

Description and Analysis
In 1994 RTC borrowed $777,809 through a
Certificate of Participation (COP) from the State
Treasurer’s Office to finance the retrofitting of
lighting fixtures. This debt, $296,056 as of June
30, 2003, is being repaid over 12 years. Annual
payments of $93,599.95 are budgeted in the
operating budget each year (Figure 7.4). This
debt will be fully repaid by June 2007. RTC has
no other debt and does not anticipate any further
indebtedness.

Financial Stability and Fund Transfers
(7.B.3 - 7.B.4)

Description and Analysis
As stated above, the community and technical
colleges do not produce individual financial
statements. All fiscal information is rolled up to
the state level and included in the state’s
Comprehensive Annual Financial Report
(CAFR). However, RTC does produce internal
financial reports based upon the College’s fiscal
activities. The Source/Use of Funds report
(Exhibit 7.5) is presented to the Board of Trustees
monthly. After the close of the fiscal year, a final
Fund Balance report (Exhibit 7.6) is presented to
the Board. Further, all institutions of higher
education must complete the Integrated
Postsecondary Education Data System (IPEDS)
report every year (Exhibit 7.7). Information from
the IPEDS report is included in Table 1 and Table
2. RTC has never experienced a deficit.

RTC has no mandatory interfund transfers or
interfund borrowing. The only non-mandatory
interfund transfers are to transfer unexpended
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funds in our local fund to subsidize the
Childcare Center and to provide support for
local capital projects that are not included in the
state’s capital allocation.

Adequacy of Resources to Support
Programs (7.B.5)

Description and Analysis
RTC begins its budgeting process each year by
focusing first on the instructional needs of the
institution. After the Vice President of Instruction
and the deans determine what programs will be
offered based upon RTC’s Strategic Plan,
adequate resources are committed to these
programs to ensure their success. Figure 7.5
shows a comparison of non-labor budgets and
expenditures for selected programs for fiscal year
2001-2002. Also included is a total of non-labor

budgets and expenditures for all full-time
programs combined showing that, in total,
programs underspent their budgets by 14%.

Student Financial Aid  (7.B.6)

Description and Analysis
Table 4 identifies all sources of financial aid. The
planning for financial aid is incorporated into the
budgeting process, which is based on the
projected enrollment of state and non-state
funded FTEs. The College estimates the financial
need to meet federal and state matching
requirements for work-study and the 3.5% of
tuition collection required by state law to be used
for financial aid. In 2001-2002, some form of
financial aid assistance was received by more
than 60% of the students enrolled in programs
that meet financial aid criteria. The Financial Aid

Figure 7.4  RTC Debt Service Schedule (COP)

Year 1 Year 2 Year 3 Year 4 Year 5 Year 6 Year 7 Year 8

FY 99-00 FY 00-01 FY 01-02 FY 02-03 FY 03-04 FY 04-05 FY 05-06 FY 06-07

Principal Payment (P)

September 29,111 30,993 32,996 35,129 37,401 39,821 42,398 45,142

March 30,037 31,978 34,046 36,247 38,592 41,089 43,748 7,865

Subtotal 59,149 62,971 67,042 71,377 75,993 80,910 86,146 53,007

Interest Payment (I)

September 17,689 15,807 13,804 11,671 9,399 6,979 4,402 1,658

March 16,763 14,822 12,754 10,553 8,208 5,711 3,052 220

Subtotal 34,451 30,629 26,558 22,223 17,607 12,690 7,454 1,878

Total Payment (P&I) 93,600 93,600 93,600 93,600 93,600 93,600 93,600 54,885

Principal Balance 497,445 434,474 367,432 296,056 220,063 139,153 53,007 —

Figure 7.5  Budget vs. Actual Comparisons

Program Non-Labor Budget Non-Labor Expenditures % Underspent

Accounting $38,800 $37,348 4%

Pharmacy Tech $24,000 $18,684 22%

Drafting $24,750 $22,286 10%

Machine Tech $69,500 $64,505 7%

Welding $115,950 $95,734 17%

All FT Programs $1,408,577 $1,208,092 14%
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Office monitors and controls the awarding of aid
through the SAFER software system. The
Business Office monitors the disbursement of
funds through FMS. Dual controls for award and
distribution achieve the requirement of
separation of these two functions.

Financial Reserves (7.B.7)

Description and Analysis

As shown in Exhibit 7.8 (Balance Sheet by
Institution & by Each Fund) and Figure 7.6,
which aggregates the fund balance across all
funds, RTC maintains large fund balances in
most funds to cover any decrease in revenue or
unanticipated increases in expenditures. Over
the years RTC has continued to increase its
resources (see Table 1) to position itself to
continue to offer the best instruction possible
while maintaining cost effectiveness standards as
outlined in RTC’s Strategic Plan (Exhibit 7.9).

Continuous Improvement
Conservative investment of reserves has assured
the College that funds are available to meet
current needs in the event of decreases in state
funding or unforeseen adverse economic factors.
The College fully expects to continue its
conservative fiscal policy indefinitely.

Auxiliary Enterprises (7.B.8)

Description and Analysis
The auxiliary enterprises, including the
Bookstore, Food Services, and the Childcare
Center, perform critical functions in support of
the institution’s instructional mission. The
Bookstore and Food Services operate profitably
each year and are self-sustaining. The Childcare
Center is subsidized by unexpended student fees
that are transferred annually into the Center’s
budget to cover expenditures over and above the
collected revenues at the Center. Figure 7.7
shows the subsidy provided to the Center in the
recent past. This subsidy is budgeted annually in
the operating budget.

Continuous Improvement
In the future, as state revenues decrease, it will
be necessary to shift the support of the Childcare
Center to the other auxiliary enterprises, the
Bookstore and Food Services. These departments
can financially support the Childcare Center
based upon the profit they generate each year.

Standard 7.C -
Financial Management

Report to Governing Board (7.C.1)

Description and Analysis
The Board of Trustees meets monthly. At these
meetings the Executive Vice President for
Administration and Finance reports on the state
funds allocated and spent by means of the
Source/Use of Funds report (Exhibit 7.5). This
report provides a comparison of year-to-date
operating and capital allocations and tuition
collection with data from the prior two years.
Annually, as of June 30th, fiscal year end, the Vice
President presents the Fund Balance Report,
which includes the assets, liabilities and fund
balances for all funds (Exhibit 7.6). Also included
in reports to the Board are results of audits,
enrollment statistics, FTE allocation vs. actual
enrollments, and revenues from non-state
funded operations.

Figure 7.6  RTC Fund Balance

Fiscal Year Amount

2001 - 2002 $5,051,801

2000 - 2001 $4,074,068

1999 - 2000 $3,709,533

1998 - 1999 $3,258,464

Figure 7.7  RTC Childcare Subsidy

Fiscal Year Amount

2001 - 2002 $125,000

2000 - 2001 $100,000

1999 - 2000 $157,000

1998 - 1999 $226,000

1997 - 1998 $176,000

1996 - 1997 $200,000

1995 - 1996 $176,000
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Business Organization and Functions
(7.C.2)

Description and Analysis
As one of four vice presidents reporting directly
to the President, the Executive Vice President for
Administration and Finance is the chief financial
officer (CFO) for the College. The current CFO is
a CPA who has been with the College for 15
years. In the absence of the President, this person
performs that role for the College. As outlined in
the administrative organizational chart (Exhibit
7.27) reporting to the CFO are the Business
Manager, Registrar, Bookstore Manager, Food
Service Manager, Childcare Manager, Human
Resources Development Director, Director of
Information Services, and the Auto Parts
Manager. This group meets twice per month to
discuss issues common to all. The Business
Manager, a CPA with nine years of experience
that include several years as an auditor, is
responsible for all business functions including
payroll, purchasing, accounts payable, accounts
receivable, cash receipting, financial aid
disbursements, fixed assets, budget monitoring,
G/L accounting, internal auditing, grants/
contract monitoring and the mailroom/
printshop.

Tracking Expenditures and Income
(7.C.3)

Description and Analysis
The Washington State Office of Financial
Management (OFM) prescribes specific
accounting procedures to be followed by all state
agencies. OFM publishes these policies and
procedures in a manual called the State
Administrative and Accounting Manual
(SAAM). RTC bases its procedures on the SAAM.
This manual provides a uniform chart of
accounts that is designed to provide consistency
in the coding of all funds within the state system.
Recording of expenditures is achieved through a
hierarchical system of funds, programs and
objects. Account codes are assigned for all funds,
programs, departments, and divisions within the
institution. Operational budgets are developed to
control the financial resources and to evaluate
financial performances. A system of supervisor
approvals for all requisitions is in place to ensure
that goods and services purchased are for

authorized college purposes. Budget monitoring
reports are used to determine if funds are
available prior to encumbering purchases.

Control of payroll expenditures is accomplished
through a system of manpower requisitions.
Salary/benefit budgets are compared with actual
expenditures on a monthly basis to determine if
payroll expenditures per department are as
projected. All variances are investigated, and
adjustments are made in future spending (if
necessary) to prevent annual overspending.

Revenues received are compared to projections
and are tracked and monitored monthly. Bank
reconciliations are performed in a timely manner.
All funds are audited by the Washington State
Auditor’s Office (SAO). These procedures make
it possible to exercise effective control over
assets, liabilities, revenues, and expenditures. As
required by OFM, RTC maintains a system of
internal controls which safeguard assets, check
accuracy and reliability of accounting data, and
promote operational efficiency. Internal audits
and risk assessments are performed periodically
to verify that controls are in place and working
within the institution. Annually, the SBCTC
performs operation reviews which include an
accounting of enrollments, tuition rates, and
program compliance.

Policies for Cash Management and
Investments (7.C.4)

Description and Analysis
The College follows OFM policies and
procedures, as detailed in the SAAM (Exhibit
7.10), and policies of the State of Washington
Treasurer’s Office (Exhibit 7.11), regarding the
management of cash and investments. Approval
by the College’s Board of Trustees would be
redundant.

Accounting and Auditing (7.C.5 –
7.C.13)

Description and Analysis
The College uses the Financial Management
System (FMS), which is an administrative
computer application required to be used by all
community and technical colleges, and which
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follows generally accepted principles of
accounting. It is designed for entering, storing,
and reporting college accounting detail for
agency use and then combining, summarizing,
and translating that detail to the specialized
format for state financial reporting purposes. The
College has the ability to generate institutional
accounting and budgeting reports from FMS in
order to maintain up-to-date information for
management decision-making.

RTC is audited by the State Auditor’s Office
(SAO). After the completion of the audit for fiscal
year 2000, the College was informed that it was
being placed on a two-year audit cycle due to the
College’s history of good audit reports.
Therefore, the audit for financial years 2000-2001
and 2001-2002 was performed in the fall of 2002.
These audits cover all funds maintained by RTC.

The SAO performs financial aid audits on a
three-year cycle. The last audit was for fiscal year
2001-2002 which was completed in fall 2002.
Rather than report on each institution, the audit
report is done on a statewide basis, and the data
is combined with 33 other community and
technical colleges. (See Exhibit 7.12.)

RTC does not have an internal auditor on staff.
The Business Manager provides the internal
audit function when necessary. The College has a
published policies and procedures manual where
procedures for performing fiscal functions are
delineated (Exhibit 7.13). The Business Manager
annually conducts a risk assessment of all
departments within the institution (Exhibit 7.14).
All managers are responsible for internal controls
within their areas of supervision. If weaknesses
are found in any departments as a result of the
risk assessment, a corrective action plan is
developed. In addition, the state requires a risk
management self-assessment be performed
annually to analyze risk management practices
in light of the rapidly increasing cost of tort
claims and to address strategies to mitigate
future losses (Exhibit 7.15).

The College President, the Executive Vice
President for Administration and Finance, the
Business Manager, and a member of the Board of
Trustees meet with members of the audit team
from the SAO at the conclusion of the audit to
discuss any findings, management letter items,

or exit items. The audit for fiscal year 98/99
resulted in no findings, two issues in a
management letter, and four exit items (Exhibit
7.16). Those issues were resolved, and the 1999-
2000 audit resulted in no findings, no
management letter items, and no exit issues
(Exhibit 7.17) The latest audit completed by the
SAO covered fiscal years 2000-2001 and 2001-
2002. There were no findings or management
letter issues, and four exit items (Exhibit 7.18).

In addition to audits performed by the SAO, the
State Board for Community and Technical
Colleges conducts an annual college operations
review (Exhibit 7.19) as described in 7.C.3, and
the Business Manager conducts internal audits as
needed (Exhibit 7.20).

Continuous Improvement
RTC is exploring the benefits and costs of
automating certain procedures which are
currently done manually. An example where this
may be done in the future is automated refunds.
Currently, refunds are calculated manually on a
case-by-case basis. Automating refunds will not
only increase accuracy, but may also result in
labor cost savings which can be utilized for other
administrative tasks.

RTC currently does not prepare internal financial
statements, nor is it required to do so. The
accounting and budgeting reports generated by
the FMS system are often difficult to understand
by departments, making decision-making based
on these reports a difficult process. Departments
manually compile information from various
sources in order to make decisions.

RTC continues to implement and follow strong
internal control procedures. Historically, any
recommendations by the state auditor in the area
of internal controls have been implemented by
the College. As a result, Renton Technical College
is fiscally sound with strong internal controls
which are applied consistently.

This self-study has confirmed that RTC is doing a
lot of things right with respect to its management
of financial resources and its implementation of
internal control procedures. As such, there were
no material findings that warrant immediate
attention.
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Many procedures were found to be outdated.
Considerable effort has been made to update
current procedures where applicable and to
eliminate any irrelevant procedures.

Standard 7.D - Fundraising and
Development

College Fundraising and Development
(7.D.1 – 7.D.3)

Description and Analysis
Fundraising activities for RTC are managed by
the College’s Foundation. Donations and in-kind
contributions to the College follow institutional
policy (Exhibit 7.21).

The RTC Foundation was established in 1993 as a
non-profit 501 (c) (3) corporation, dedicated to
meeting the needs of the College. It is governed
by its Bylaws (Exhibit 7.22). Included on its
Board of Directors are the College President, the
Executive Vice President for Administration and
Finance, one faculty member, and a designee
from the College’s Board of Trustees. These

members ensure that the College’s needs and
mission are represented and articulated at the
Foundation Board meetings.

The Executive Director of the Foundation, who
also serves as the College’s Vice President for
Institutional Advancement, administers the
funds and is responsible for legal compliance
and records maintenance. The Foundation holds
endowment funds but not life income funds. The
Foundation’s gift acceptance policy (Exhibit 7.23)
outlines how the endowment funds are
administered.

The relationship between the Foundation and the
College is clearly defined in the quid pro quo
agreement between the parties (Exhibit 7.24). The
College’s mission (Exhibit 7.25) and the
Foundation’s mission (Exhibit 7.26) support each
other in providing training opportunities for
students.  The Foundation raises funds in
support of scholarships for students and
equipment for programs. It is currently engaged
in a $1.5 million capital campaign to raise funds
to provide the infrastructure and computing
equipment for the recently completed
Technology Resource Center.

Appendices

7.1 Table 1:  Current Funds Revenue
7.2 Table 2:  Current Funds Expenditures and Mandatory Transfers
7.3 Table 3:  Summary Report of Revenues and Expenditures
7.4 Table 4:  Sources of Financial Aid
7.5 Table 10:  Capital Investments

Exhibits
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7.2 RTC Procedure 22018.01 – Budget and Budget Monitoring Process
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7.4 RTC Procedure 22027 – Use and Limit of Debt
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7.6 Fund Balance Report
7.7 IPEDS Report
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7.10 State Administrative and Accounting Manual
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Appendix 7.1
Table 1: Current Funds Revenues - Public Institutions Only



276Standard 7

Appendix 7.2
Table 2: Current Funds Expenditures and Mandatory Transfers - Public Institutions Only
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Appendix 7.3
Table 3: Summary Report of Revenues and Expenditures - Public and Private Institutions
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Appendix 7.4
Table 4: Sources of Financial Aid - Public and Private Institutions
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Appendix 7.5
Table 10: Capital Investments - All Institutions
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Standard Eight – Physical Resources

Introduction

Renton Technical College, formerly known as
Renton Vocational Technical Institute, has a
history of over 60 years. Since 1966, the
administrative offices and many training
programs have been housed at the current
location, 3000 NE 4th Street in Renton. In
addition, the College makes use of off-campus
facilities for instruction as needed.

Space at the College can be classified as
instructional, instructional support,
administrative support, general use, operations
support, or non-assignable space. Depending on
whether facilities and equipment are used for
instructional or administrative use, there may be
different budgets, budget processes, and
methods for managerial oversight. These will be
described in more detail in the sections that
follow.

Standard 8.A – Instructional and
Support Facilities

Institutional Facilities (8.A.1)

Description and Analysis
The College owns a 30-acre parcel of land, which
has 13 buildings and 4 portables on it. In terms of
acreage, RTC is smaller than all but two other
colleges in Washington State’s two-year college
system. In terms of square footage within its
buildings, RTC is much closer to the system
average. In 2001-2002, RTC owned 436,058
square feet of facilities and leased 16,200 square
feet, compared with a state average of 414,158 of

owned space and 25,131 of leased space,
according to the State Board for Community and
Technical College’s Facilities Inventory Summary
(Exhibit 8.1). Part of the reason that RTC is able
to accommodate a large student enrollment
relative to its size is that facilities are used so
efficiently. Full-time programs have 30 contact
hours/week, and the same facilities are often
used for part-time classes in the same field that
operate in the evenings and/or on Saturdays.

Compared to other colleges in the system, RTC’s
buildings tend to be newer and thus easier to
maintain. As of 2001-2002, 71% of RTC’s building
space was constructed after 1975 (Table 8.1); this
percentage will rise in 2003 with the completion
of the new Technology Resource Center.

More detail about when each building was
constructed and remodeled (if appropriate), as
well as the building letter, name, gross square
footage, and types of programs or departments
housed in each building is given in Table 8.2. A
more comprehensive list of the instructional
programs in each building can be found on the
campus map, which is included as an appendix
(Appendix 8.1).

The College has five small to medium parking
lots for employees, five large parking lots for
students, and two lots that have combined
functions. In total, the College has 1,044 parking
spaces, with 204 spaces for employees and 840
for students. Twenty-nine spaces are dedicated
for handicapped accessibility. Because most
programs are on the same schedule, it can be
challenging for students to find parking,
particularly near their program, unless they
come early. Parking is a frequent source of
complaints in Climate Surveys and Student

Table 8.1  Percent of Total Square Footage by Date of Construction

Construction Date RTC % of Sq Ft State System % Sq Ft

Prior to 1966 1% 27%

1966-1975 28% 32%

After 1975 71% 41%

Total 100% 100%
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Advisory Council meetings. In their orientation,
students are encouraged to take the bus or
carpool, and one student lot is dedicated to
carpool parking. The College has an arrangement
with a church across the street for overflow
parking.

Continuous Improvement
College administrators are engaged in
discussions with the City of Renton and King
County about additional overflow parking and
the possibility of constructing a shared parking
garage.

Adequacy of Facilities (8.A.2)

Description and Analysis
Most facilities are devoted to a particular use,
such as a specific instructional program or
administrative office. If a program or an
administrative function is being moved to a
different space, planning for any necessary
remodels is part of the process. The people being
moved have some input into the planning, so

that the facilities are likely to be adequate for
effective operation of the function for which they
are assigned.

Evidence from the Student Satisfaction Survey
(Exhibit 8.2) suggests that facilities are
appropriate. In 2002-2003, students were asked to
rate the extent to which they agreed or disagreed
with statements regarding all non-instructional
aspect of the College; a few items related to
facilities are shown in Table 8.3.

Students were also encouraged to give comments
for each section of the survey. In the Facilities/
Security section, typical negative comments
mentioned the classroom temperature, condition
of the bathroom and floors, security issues, and
lack of information on who to contact in case of
an emergency. Positive comments tended to
mention the nice, clean campus.

Since RTC’s mission is to prepare a diverse
student body for work, the vast majority of space
is used for instructional purposes.
Approximately 70% of the College’s square

Table 8.2  Buildings on Renton Technical College’s Campus

Letter Name
Sq Ft

[Gross]
Year
Built

Year
Remodeled

Programs/Departments Housed in
Building

A McCormick 26,183 1966 1973, 1995, 1998 3 instructional programs

B Health Occupations 46,435 1966 1989, 1998, 2001 8 instructional programs, dean’s office

C Technology Resource Center 45,000 2003 —
Library, computer labs, 1 instructional
program, Human Resources Development

D Basic Studies 9,810 1978 1996, 2003 3 instructional programs, dean’s office

E Houser 13,334 1973 1999 3 instructional programs

F Anderson 18,465 1975 1996, 1998 3 instructional programs, dean’s office

G Electrical/ Mechanical 3,240 1966 2003 Boiler

H Business Technology 50,200 1993 —
7 instructional programs, conference
center, dean’s office

I
Dr. Robert C. Roberts Campus
Center

50,364 1988 —
2 instructional programs, Student
Services, Registration, Bookstore,
Administration

J DeMoss 61,963 1988 2000, 2003
8 instructional programs, Testing Center,
Business Office, Instructional
Improvement, dean’s office

K Greco (K1-4) 58,007 1987 2002
5 instructional programs, Auto Parts
Store, dean’s office

L Odem 31,035 1987 — 2 instructional programs

M Family Life/ Child Care Center 8,880 1979 — Instructional classes, Child Care Center

— Portables (4) 3,120 — — Parent Co-op, Facilities

Total Sq. Ft. 436,058 — — —
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footage is devoted to direct instruction (Table
8.4). Furthermore, the College puts a heavy
emphasis on lab-based instruction in which
students can engage in hands-on learning. Less
than five percent is devoted to classroom space,
while 65% is devoted to laboratory facilities.

Full-time programs (i.e., those that meet six
hours/day, five days/week and prepare people
for entry-level employment) typically have a
classroom and large lab space, some equipped
with adjacent smaller lab spaces that are used for
more specialized work. They also have one or
more offices, depending on the number of
instructors. Most equipment that the students
would need in learning their chosen occupation
can be found in their program lab area.

Part-time classes (i.e., those that meet in the late
afternoons, evenings, or weekends, and that
provide professional or personal enhancement)
in these educational specialties are often held in
the same locations as their full-time counterparts.

Part-time instructors may not have access to the
instructor office, but RTC has a part-time faculty
workroom with computers, printers, copiers, and
space to organize class materials. This
workroom, located in Building B, grew out of
discussions with deans and faculty about space
needs on campus. Apprenticeship programs on
campus have dedicated space, including
classroom and lab space, and one or more offices
for the apprenticeship coordinator and
instructors. The Carpenters Apprenticeship
Program also has a computer lab. Most off-
campus apprenticeship programs, particularly
those built in the last ten years, have computer
labs in addition to classroom and lab space.

In addition to the actual instructional facilities,
the College has space set-aside for programs and
services that support student learning. Examples
include the Library, counseling offices, and
Testing Center, which are described more
thoroughly in other standards.

Table 8.3  Student Satisfaction with College Facilities

Statement
Strongly

Agree
Agree Disagree

Strongly
Disagree

N/A or No
Response

My classroom is clean and in good condition. 36.7% 55.9% 5.8% 1.6% 1.6%

My classroom is physically comfortable. 28.0% 55.5% 13.1% 3.5% 2.3%

The campus buildings and grounds are clean and in good
condition.

28.9% 64.3% 5.8% 1.1% 1.9%

Buildings and classrooms are clearly marked with signs. 25.6% 62.7% 10.4% 1.4% 2.5%

Table 8.4  RTC Space Usage by Use Type

Use Type Sq Ft %

Instruction – Total 249,324 69.7%

Classroom Facilities 16853 4.7%

Lab Facilities 232,471 65.0%

Instructional Support - Total 15,057 4.2%

Academic Offices 11,069 3.1%

Study Facilities 3,988 1.1%

Non-Academic Offices/Administrative Support 22,649 6.3%

General Use 28,677 8.0%

Operations Support 6,194 1.7%

Non-Assignable Space 35,757 10.0%

Note:  Data do not include the new Technology Resource Center
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Non-academic offices make up about six percent
of the College’s square footage. While there are
no quantitative data to confirm that the
administrative space is sufficient for the
College’s needs, there is sufficient anecdotal
evidence to suggest that this is the case.
Complaints of overcrowding are rare; when they
do occur, they are addressed as space becomes
available.  For example, as a result of the Human
Resources Development Department moving
into the Technology Resource Center in fall 2003,
the Public Information Office, currently housed
in a single office, will expand to three separate
offices. Also, RTC has been willing to invest in
remodeling administrative areas, just as it does
the instructional areas. As an example, recently
the College expanded the Business Office to give
staff more room, make the area look more
professional, and allow more space for meeting
with vendors and others.

The deans are spread out in offices throughout
campus, close to the programs they supervise,
while the administration is concentrated in the
administration wing of the Campus Center
Building. Thus, there is some administrative
space in almost every building, although the
majority of the administrative offices are in
Buildings I and J.

Adequacy of Furnishings (8.A.3)

Description and Analysis
Offices at the College are furnished with desks,
chairs, computers, file cabinets, shelving, and
lighting that allow employees to do their job
efficiently. The College employs a purchasing
officer who can assist staff in deciding on and
procuring appropriate furnishings. Offices are
laid out according to the needs of the individuals
and the functions they perform, within space and
budgetary constraints.

RTC has over 1000 computers available for
student use. In computer-intensive programs
(such as Office Support and Administration,
Legal Assistant, Computer Science, Drafting,
Machine Technology/CNC, and Emergency
Dispatcher), students have access to computers
in their lab six hours/day, five days/week. In
programs that are less computer-intensive, such
as some of the Health Occupations, instructors
can schedule a shared computer lab. The College
also maintains two open computer labs, which
students can use after school.

According to program evaluations that students
fill out quarterly and anecdotal reports from
faculty, the institution’s facilities are furnished
adequately. The graduate survey from 2000-2001
provides some additional evidence (Table 8.5).

Continuous Improvement
With the recent completion of the Technology
Resource Center, the College has a large open lab
that is currently being equipped with hardware
and software as part of a $1.5 million capital
campaign. Also, the College will be hiring a staff
position at the start of the 2003-2004 fiscal year to
monitor the lab, so that it can be open for student
use before, during, and after school.

Management, Maintenance, and
Operation of Institutional Facilities
(8.A.4)

Description and Analysis
Management
The College’s management structure is unique in
that there is one person who is the Vice President
of both Student Services and Plant Operations.
With so many competing demands on this
individual’s time, this structure can present some
challenges. This combination of roles occurred

Table 8.5  Graduate Satisfaction with College Furnishings and Equipment

Statement
Strongly

Agree
Agree Disagree

Strongly
Disagree

N/A or No
Response

The program resources (equipment, tools, software, etc.) were
compatible with what is being used in industry/workplace.

34.1% 51.5% 11.9% 0.7% 1.7%
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because of the specific skills and interests of the
current employee, and the fact that he was hired
at a time when the institution was much smaller.
It is doubtful whether the College could find
someone with both skill sets when the incumbent
employee retires. Also, it is worth considering
whether the two areas of responsibility have
become too big to be handled effectively by one
person.

The Facilities Manager reports directly to the
Vice President for Student Services and Plant
Operations; this individual has primary
responsibility for supervising the maintenance,
custodial, and grounds work of the Facilities
staff. An organizational chart is shown in Exhibit
8.3. The Facilities Manager and the Vice
President work closely together and jointly
assess the need for, and the feasibility of,
implementing projects to improve the College’s
buildings. This approach ensures that projects
being reviewed for possible implementation are
consistent with the College’s larger mission and
institutional vision.

Within the College, there is occasionally
confusion about the division of responsibility for
physical resources. For example, instructors and
deans sometimes submit work orders to Facilities
for equipment repair or other tasks that are
outside the department’s scope. Also, Facilities
work orders are sometimes submitted for
projects that, because of their complicated nature
and/or their expense, may not be able to be
completed within the fiscal year and would be
better suited for discussion in preparing the
Capital Budget Request. (The Capital Budget
Request process will be described in more detail
in a later section.)  However, because there is not
a separate process for people to give input into
the Capital Budget Request, these larger requests
are mixed in with the more day-to-day requests

that the Facilities department receives. This can
lead to uncertainty for requestors whether or
when to expect that larger requests can be
accomplished.

Maintenance and Operations
To maintain the campus, the College employs a
manager and several grounds employees,
facilities specialists, and custodians. The College
is in the process of adding employees to the
Facilities department in the next several months,
bringing the total to 24 employees reporting
directly to the Facilities Manager. The Facilities
department has part-time use of an
administrative assistant who is shared with three
other departments. The number and type of
employees, as well as the average area of
responsibility they cover, on a per-employee
basis, are given in Table 8.6.

According to the 2001- 2002 Washington State
Board of Community and Technical College’s
Facilities and Equipment Database (Exhibit 8.4),
the system average is 17,500 Gross SF of campus
building space per Plant Operations support staff
person. In 2001-2002, the College had an average
of 17,483 SF per employee, nearly the same as the
state average. For 2002-2003, the College’s
average is expected to be 19,820 SF per
employee, suggesting that the increase in
employees is not as great as the increase in
square footage caused by the Technology
Resource Center.

Renton Technical College’s Facilities Department
strives to maintain a clean, comfortable, and safe
environment for student and staff alike, and
prides itself in maintaining the buildings to a
very high standard for classes or events that are
scheduled to meet seven days a week, morning,
afternoons and evenings. The maintenance,
grounds, and custodial staff handle ongoing

Table 8.6  Facilities Department Employees and Average Areas of Responsibility

Employee Type Number Avg. Area of Responsibility Per Employee

Facilities Manager 1 Overall supervision – entire campus

Grounds employees 2 15 acres

Facilities specialists1 6 72,676 square feet

Custodians2 14 31,147 square feet

1 including 1 vacant position in process of being filled
2 will be added in summer 2003, bringing new total to 16
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operation of College facilities and grounds. The
College is staffed with Facilities personnel 24
hours a day, from Monday morning through
Saturday afternoons. Facilities employees
maintain two-way radio contact while on duty.
The College has a small but growing Information
Services staff that is responsible for maintaining
the campus network and all computers on
campus.

The Facilities Department uses work orders to
help initiate, prioritize, and assign problems and
requests to particular employees.  A new work
request form has recently been adopted by the
Facilities Department, and since it can be
submitted electronically, its implementation may
ease the flow and tracking of work orders. The
Information Services (IS) Department uses work
orders as well as a staffed Help Desk. The IS
department recently evaluated software
packages to track and categorize its work orders
more effectively; the software that the
department selected is being installed in June
2003. Although Information Services is
particularly interested in this software, it would
be available for review and possible adoption by
Facilities or other departments as they see fit.

A preventative maintenance program is in effect
to minimize potential problems in the operation
of all systems. Also, maintenance workers are
available during business hours to respond to
problems with heating, cooling, lighting,
plumbing, hardware, or other issues. A Central
Energy Management System controls
mechanical, heating, ventilating and air-
conditioning systems and most of the College’s
exterior lighting.

Confidence Testing is performed annually on all
fire alarm and fire suppression systems.
Pressurized vessels such as heating boilers and
hot water heaters are tested and certified
annually by a designated representative of the
Department of Labor and Industries. An annual
inspection by the municipality’s Fire Department
is performed on each of the College’s buildings.
Likewise, each of the College’s five elevators are
tested and certified annually, with certifications
posted in each elevator. The College’s Backflow
Prevention Devices are tested and certified
annually, with records managed and maintained
in the Facilities Manager’s office.

Training

The College provides ongoing training for
Facilities staff. Training for custodians has
included classes put on by the municipality’s Fire
Department on Emergency Utility Shut-offs, a
class put on by the Department of Labor and
Industries on sanitation in the workplace, and
another on blood-borne pathogens. Training
sessions on cleaning materials and techniques are
held routinely throughout the year. Several
custodians maintain Boiler Operator’s licenses
and First Aid Certifications. All maintenance
staff and several of the custodians have
undergone training on forklift operation and
have been certified as operators. All appropriate
maintenance staff have taken Building
Operator’s Certification (BOC) courses, or are in
the process of taking them now. To date, all staff
taking the BOC training have become certified
Level I Building Operators. Additionally,
maintenance staff regularly take training
seminars designed specifically for the mechanical
systems that are found on this campus. Two
maintenance workers are trained and maintain
certification as Pool Operators, and one
maintenance staff member is certified in the
handling and removal of asbestos. The College’s
grounds lead-person is trained twice each year as
a facet of the Washington State Integrated Pest
Management Certification.

The Vice President of Student Services and Plant
Operations has a background as a contractor,
which has prepared him well for his current job.
He delegates most of the state meetings and day-
to-day operations to the Facilities Manager. The
Facilities Manager is able to keep abreast of best
practices and procedures within the state system
of community and technical colleges through
quarterly attendance at the SBCTC’s
Organization of Facilities Managers. In addition,
the Facilities Manager attends at least two
workshops each year put on by the Engineering
and Architectural Services Department of the
General Administration, which address
management of the capital projects. The Facilities
Manager has also attended training seminars on
occupational safety in the workplace as well as
hazardous waste management.

To promote quality in construction and minimize
maintenance problems after a project is complete,
the College has instituted commissioning on
recent major projects. Building commissioning is
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a process that ensures building systems are
designed, installed and tested so they operate as
intended and are easy to maintain.
Commissioning can be done on new building
construction projects or on building remodels.
The work begins at the planning stage and
continues through design, construction, startup,
acceptance and operator training.
Commissioning in existing buildings identifies
and recommends solutions to such troublesome
areas as high-energy costs and poor indoor air
quality. In so doing, the College facilities staff
receives more training on systems for which they
will be responsible. Building occupants are
spared many problems commonly associated
with new or remodeled buildings.

Continuous Improvement
The College has several ways of evaluating
needs for additional personnel or redistribution
of personnel. As part of the budgeting process
each year, managers (including vice presidents
and the President) may make justifications for
additional staff; the Cabinet reviews these for
possible approval. Also, whenever a position
becomes vacant, the Cabinet determines whether
the same position should be filled or whether
funds should be used in a different way. Through
these processes, the College should determine
whether one vice presidential position that
combines Student Services and Plant Operations
is the best use of resources and, if not, what
would be. Furthermore, the College should
consider succession planning in this department,
as it has in several others.

The College is currently reviewing a proposed
addition to its procedures, which involves
soliciting input on Capital Budget Request. With
the refinement and eventual adoption of this
procedure, a clearer distinction may emerge
between what constitutes routine work-orders
and the more involved capital project requests.
Likewise, a more realistic expectation should
result, as the distinct nature of these differing
processes is more fully understood by the
College at large.

The Facilities Department strives to carry out
improvements with its own crew when possible,
and will occasionally hire outside contractors to
complete improvements when it is not feasible to
accomplish them with the in-house staff. The

staff is in the process of filling a Facilities
Specialist position and adding two custodians,
which should improve the department’s ability
to address work requests more quickly.

Health, Safety, and Access (8.A.5)

Description and Analysis
All Renton Technical College buildings are built
and maintained to ensure that they meet all state
and local building code requirements. City
building inspectors and the Fire Marshal inspect
campus buildings annually to ensure continued
compliance. Upon passing the annual inspection,
the College is issued a City of Renton Fire
Department Permit for the year, which is kept in
the Office of the Facilities Manager. This
individual reports on the inspection results at the
Faculty-Staff Council.

The College has a Health and Safety Committee
made up of a broad cross-section of employees
(Exhibit 8.5). This committee reviews accident
reports and makes recommendations about what
can be done to prevent similar accidents from
occurring in the future. The committee has also
been instrumental in improving the College’s
emergency procedures. There are brochures in
every room on campus, which are color-coded by
type of emergency (e.g., fire, earthquake, etc.);
each page explains what to do in case of a
particular emergency in simple, easy to read
language.  Additionally, each building has a
designated evacuation area, and a building
contact and back-up person. These contact and
back-up persons are responsible for checking
with each program in the building, to make sure
that all individuals have gone to the evacuation
area, and for reporting to a central command
center using two-way radios. The College has
conducted emergency drills, some of which were
in conjunction with the City of Renton Fire
Department.

In RTC’s 2002-2003 Student Satisfaction Survey
(Table 8.7, Exhibit 8.2), students were asked
questions about campus safety. The results
suggest that, while people feel safe in general,
the College still has work to do on emergency
preparation.
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The College is committed to providing a
completely accessible campus to individuals
with disabilities. A disabilities consultant, Dr.
Stephan Nourse, performs an annual review of
the campus in conjunction with the Vice
President for Plant Operations and Student
Services to identify areas that could be made
more accessible. Opportunities for access
improvement also arise from requests from
handicapped faculty, staff, and students.

Most campus buildings are accessible from
ground level, and with few exceptions, people do
not encounter stairs or steep walkways when
entering. Buildings that do have stairs at the
entry are furnished with handicapped accessible
ramps. All the new classroom signage installed
since 1998 meets handicapped accessibility
guidelines and is furnished in Braille. Parking
spots near, and in some cases adjacent to,
buildings are readily available to handicapped
individuals. These spots are clearly marked with
the international symbol of accessibility. Curb
cuts are located in sidewalks leading to all
building entrances to allow easy wheelchair
access. Each building on campus contains at least
one handicapped accessible bathroom (with the
exception of Building G, which houses a large
boiler and is not open to the public). Each multi-
story building on campus is made accessible
through the use of passenger elevators.

A recent hardware upgrade performed on the
oldest buildings on campus allowed the
replacement of existing door hardware with
handicapped accessible lever handles in two
buildings. At this time, all buildings, with the
exception of Buildings M, E, and some of D, are
furnished with lever handles; others will be
installed as funds and staff time become
available. Handicapped accessible hardware is
standard on all areas that undergo remodeling
and throughout the new Technology Resource
Center. RTC is installing automatic door openers
on an ongoing basis to extend accessibility to

many areas of the campus. All buildings that
have corridors opening to the outside, except
Buildings L and M, have handicapped accessible
automatic door openers. Additionally, the major
public areas have automatic door openers
including the Administration wing, the Staff
Lounge, the Business Office, the Library, and
many of the restrooms on campus.

Continuous Improvement
Since the results of the recent Student
Satisfaction Survey indicate that students are not
always sure what to do or who to contact in an
emergency, the College should continue to
improve its emergency preparedness planning.
The College has conducted emergency drills, but
it should take the necessary measure to see that
such drills are carried out on an ongoing basis.
Also, there has never been an emergency drill
held in the evenings or weekends for part-time
students. This should be explored as well.

Off-Campus Facilities (8.A.6 – 8.A.7)

Description and Analysis
RTC conducts training off-campus for a variety
of reasons. These are listed in Table 8.8, along
with examples.

The College does not own any off-campus
properties. When RTC chooses an off-campus
space for training, it is chosen with the needs of a
particular program or course in mind, so
employees choose only facilities that are
appropriate to that instructional offering.
Furthermore, College employees (primarily
Instruction staff, with assistance from
Information Services or Facilities if needed)
know what type of space would best suit their
needs, and such requirements are included in
contracts with other entities. A complete list of
off-campus training sites, and the type of
training offered there, can be found in Procedure
23100.05 (Exhibit 8.6).

Table 8.7 Student Satisfaction with Campus Safety

Statement
Strongly

Agree
Agree Disagree

Strongly
Disagree

N/A or No
Response

I feel safe on campus. 28.5% 66.0% 3.8% 1.6% 2.9%

I know what to do and who to contact in case of an emergency. 19.5% 45.1% 27.9% 7.4% 3.9%
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Students in off-campus settings fill out
evaluations for programs or courses, just as on-
campus students do. (See Standard 2 of this
Self-Study for more information on forms.)  Also,
deans monitor programs both on- and off-
campus. These feedback mechanisms help the
College ensure that off-campus facilities continue
to be adequate for their intended instructional
use.

The College offers the following types of off-
campus training. Some of these classes (such as
Basic Studies and First Aid) are available on-
campus as well, while others are limited to
off-campus.

• Apprenticeship and journey-level classes for
construction and public utilities

• Basic Studies (ABE, ESL, and GED),
including three Learning Centers

• Clinical Sites for Health programs
• Commercial Building and Industrial

Engineering Program
• Contract training for companies
• Cosmetology, Barber, Esthetician, and

Manicurist Programs
• Family literacy and parenting skills
• First Aid/CPR
• Glass Blowing
• Quality Through Training Program:  Basic
• Studies; computers; and career counseling
• Upgrade child care training

The map in Figure 8.1 shows the cities in which
RTC frequently holds off-campus classes. For the
most part, they are centered around Renton and
fall within the College’s service district.

Table 8.8 Reasons for Off-Campus Training and Examples

Reason Examples

Customers want training delivered at their site, to be convenient
for their employees or clients.

Contract training at a company site, training for inmates at
King County Regional Justice Center

College is in a partnership with an organization that owns a
suitable facility.

Cosmetology, apprenticeship

College has insufficient room for a program or course on-
campus and uses a suitable off-campus site.

Commercial Building and Industrial Engineering

On-campus space is insufficient for training demand, and/or the
potential student base is too geographically diverse.

Basic Studies

Program requires an internship, clinical, or other worksite
component.

Health Occupations

Figure 8.1  Locations of Off-Campus Training Sites
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Standard 8.B – Equipment
and Materials

Suitability and Accessibility of
Equipment (8.B.1)

Description and Analysis
Each program’s faculty, dean, and Advisory
Committee determine the type of equipment
needed for instructional programs (whether on-
or off-campus). Instructors prioritize a budget
request, including both operating and capital
expenses. The operating budget is finalized by
June, but the capital budget takes longer to
determine because it is based on the amount of
carry-over funds from the previous year.
Typically in August, each dean meets with
members of the Cabinet to review capital
requests for his or her department. The Cabinet
makes the final decisions by September, so that
instructors can start out the school year knowing
how much money they have to meet their needs.
As shown in Table 8.9, RTC budgets significant
amounts of money to capital equipment for
instructional programs each year out of its carry-
over funds. Furthermore, in recent years, the
College has been able to fill all the equipment
requests that have been made by instructors and
approved by their deans.

Programs also get donations of equipment and
materials from industry. According to the RTC
Foundation’s 2002 annual report, 202 companies,
organizations, and individuals made in-kind
donations to support College programs; the total
value of these donations is estimated to be
hundreds of thousands of dollars.

Because up-to-date equipment is so essential to
preparing people for work, the College spends a
larger share of its budget on equipment than

most other colleges, as shown in the annual
report from the State Board’s Expenditure by
Object for Instruction Fixed Asset Report.
Conversely, the College spends less money on
personnel costs and operates with a much leaner
staff compared to other colleges of the same size,
making these equipment purchases possible.
Personnel costs are documented in the State
Board’s Expenditure Report on Salaries.
(Expenditure reports are available in Exhibit 8.7.)
Some students and faculty report anecdotally
that they chose RTC over other colleges with the
same programs because of the investment the
College makes in equipment to keep training
programs current with industry.

Capital equipment for administrative purposes is
generally limited to office equipment such as
computers, printers, and copiers. These are
budgeted with operating funds, in accordance
with the operating budget request procedure,
Procedure 22018.01 (Exhibit 8.8).

Maintenance, Inventory, and
Replacement of Equipment (8.B.2)

Description and Analysis
An accountant in the Business Office inventories
all equipment over $5,000 as well as equipment
with a value between $2,000 and $5,000 that is
considered “small and attractive.”  Every two
years, the College contracts with a company to
go into each program area and verify that the
equipment still exists and is still located where
the records say it should be. Faculty members in
individual programs typically keep inventory
lists for equipment that costs less than this
amount. (See Exhibit 8.9 for examples of
inventories.)  It is primarily the responsibility of
faculty in individual programs to maintain the
specialized equipment for their programs and to
perform replacement/upgrade planning as part
of their budget requests.

The Information Services department maintains
an inventory list of all computers on campus.
The list includes the serial number, brand,
amount of memory, software installed, room
number, and administrative or instructional use.
The IS department has a “cascading” system,
which means that when a computer is no longer
sufficient for a high-end user, it is given to a user

Table 8.9  Capital Equipment Budgets
for Instructional Programs at RTC

Year Budget

1999-2000 $706,800

2000-2001 $585,725

2001-2002 $610,525

2002-2003 $487,300
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with lower computer needs. For example,
computers in the Drafting and Machine
Technology/CNC labs run graphics-intensive
software and require a great deal of memory.
When these programs begin using a new version
of software, they often need new computers, and
their old computers can be given to a different
program for basic word processing. This system
has saved the College money and delayed the
need for new computer purchases.

When copy machines are provided and
maintained by the Office Equipment Service
Technician (OEST) Program, as happens for most
of the instructional programs, students in the
OEST Program inventory them. The OEST
Program also practices a cascading system on a
smaller scale. This program has been a full-time
program but, starting in Fall 2003, it will become
a part-time program operating three nights/
week. Students will still be able to fix the copiers,
but it may be that repairs will not be done as
quickly as they have been in the past. To
minimize the impact of this switch, all of the
deans’ offices have purchased copiers from an
outside company that also provides copier
maintenance as part of the service contract.

In general, the faculty and deans are responsible
for making sure that the equipment they need in
their programs is up to date and working
properly. Programs have a budget for repairs and
maintenance; an outside vendor may provide
these services, if appropriate. The Information
Services staff handles repairs and upgrades to
computer equipment, while the Facilities staff
handles repairs and upgrades to the facility itself.

Most of the Information Services staff’s time is
spent on on-campus projects. However, there are
three off-campus Learning Centers that have
computers and Internet access provided by and
maintained by the College. If a technology
problem occurs at these centers, the RTC staff
housed there would call Information Services’
Help Line to see if the issue could be resolved
over the phone. If not, a technician would go to
the Learning Center to fix or replace the
equipment. These sites are in Seattle, Renton, and
Kent, and they represent the College’s most
regularly used, most computer-intensive, off-
campus facilities. At other sites, computers are
not as important to the instruction, and/or are
provided and maintained by the hosting entity.

Hazardous Materials Management
(8.B.3)

Description and analysis
Hazardous Materials
In accordance with Procedure 23209 (Exhibit
8.10), the safe and proper management and
handling of hazardous materials is regarded at
the College as a joint responsibility shared both
by the central administration and the
departments in which they are used. While the
Vice President for Student Services and Plant
Operations or designee is responsible for
ensuring that procedures and records are kept of
hazardous materials on campus, the faculty and
staff handling those materials are responsible for
identifying, labeling, storing, and receiving
adequate training in regard to hazardous
materials in a workplace.

The Vice President for Student Services and Plant
Operations or designee is responsible for
ensuring that programs identify those
individuals who routinely handle hazardous
materials, identify and label the hazardous
materials, post MSDS sheets, ensure that
programs are identifying those individuals who
should be receiving training, and facilitate that
training. Additionally, the Vice President for
Student Services and Plant Operations or
designee is responsible for identifying all
hazardous materials within the College and
maintaining records of such.

Management of hazardous materials at the
departmental/program level includes the safe
storage, identification, labeling, handling
(including the use of protective clothing and
equipment), and disposal. Faculty and staff using
hazardous materials receive training appropriate
to their level of exposure to the hazardous
materials used in their area and, in turn, impart
that knowledge to their students.

Additionally, it is the goal of each program to
find effective non-hazardous, non-toxic
substitutes for hazardous and toxic materials
whenever possible. Several instructional
programs use hazardous materials, including
Welding and various Automotive programs. The
painter for the Facilities Department also uses a
small amount of hazardous materials in his
work.
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The College encourages the use of storage
cabinets designed specifically for the level of
hazardous material being stored, such as
flammable material storage cabinets and
corrosive material storage cabinets. Identification
includes the conspicuous posting of Material
Safety Data Sheets (MSDS). Also, although it is
not required under Washington Administrative
Code, programs are encouraged to forward
copies of MSDS sheets for inclusion in a centrally
located MSDS book located in the Facilities
Manager’s Office. Each department using a
hazardous material maintains a binder of current
MSDS sheets within the area in which the
hazardous materials are found.

The Vice President for Student Services and Plant
Operations or designee compiles and maintains
information regarding hazardous materials
found throughout the campus. When an
administrator identifies an instructor or staff
member that handles hazardous materials and
needs training, the Vice President for Student
Services and Plant Operations or designee
arranges to have the instructor or staff member
trained in the safe handling of hazardous
materials.

The disposal of hazardous materials is centrally
managed by the Facilities Manager and is done
according to guidelines established by the
Environmental Protection Agency and the
Washington State Department of Ecology. The
Facilities Manager reports to the latter on an
annual basis.

Renton Technical College has made significant
strides in reducing hazardous waste in recent
years and received an award in 2000 from the
Waste Information Network for its leadership
and commitment to preventing pollution. Also,
the College downgraded its classification from a
medium quantity generator of hazardous waste
to a small quantity generator in calendar year
2001, a designation it has had ever since.

Recycling and Energy Conservation
In addition to RTC’s improvements in hazardous
waste reduction, RTC recognizes the role it may
play as an educational institution as it seeks to
embody a ‘green’ attitude towards energy usage
and environmental stewardship. The College
uses a number of sustainable practices that

minimize negative impact to the environment,
including the following:

• RTC is engaged in a 10-year campus-wide
Energy Conservation Project with an outside
consultant with the quantifiable goal of
reducing energy usage

• Recycling metals from Welding and
Automotive Programs

• Use of self-cleaning auto parts washers
• A full recycling program including paper,

cardboard, and some plastics and aluminum
• Recycling of waste oil and some waste

antifreeze from Automotive Programs
• Increased use of aerators on faucets
• High efficiency lighting used as a campus

standard as areas are remodeled
• Automatic eye activated sinks, toilets, and

urinals being phased-in as older units are
wearing out

• Switch to low volatile organic compound
paint, which is more stable and produces less
odor than other types of paint

In the area of new construction, the following
environmental efforts are being made:

• A new Central Chiller Plant planned for the
South Campus, to result in significant energy
conservation over the array of remote
cooling units now located at each building

• The new Technology Resource Center
oriented on site to maximize natural light
and minimize lighting loads

• Extensive use of sunscreens in the new
Technology Resource Center to avoid passive
heat gain in summer months

• Low emissive glazing in the new Technology
Resource Center

• Drought resistant planting in the new
Technology Resource Center

• Re-use of surplus building materials from
other state building projects to give the new
Technology Resource Center an unusually
high recycling content

• Dismantling of the Central Steam Plant and
removal of five buildings from steam heat in
favor of more efficient, localized heating
sources (to be completed in August 2003)
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Standard 8.C – Physical
Resources Planning

Facilities Master Planning (8.C.1)

Description and Analysis
The institution last commissioned a formal
master plan in 1985 when it was still part of the
Renton School District (Exhibit 8.11). Many of the
existing buildings on campus are a result of this
plan. This plan called for the construction of
buildings for the institution’s Business
Technology programs (Building H) and
Construction Trades programs (Building L),
allowing these programs to be on campus rather
than being housed off-site at various buildings
that were converted by the school district. The
plan also called for the construction of three
buildings (Buildings I, J, and K) that allowed the
institution to expand Technology and
Automotive programs, as well as administrative
and student services functions, by moving them
from smaller buildings on the south end of
campus to larger buildings on the north end of
campus that were designed specifically for their
use. Also, freeing up space in the existing
buildings enabled the institution to expand its
Health Occupations and Basic Studies offerings.
The final phase of this master plan is the
Technology Resource Center, a new building on
the southwest corner of campus, which opened
in May 2003.

In addition to working from the last formal
master plan, College employees have developed
other short-term and medium-term planning
documents to guide operations. The Instruction
Team, with input from Student Services and from
the RTC Advisory Council, has created an
Educational Plan (Exhibit 8.12), which is used as
a guideline to indicate programs that are high
priority, average priority, and low priority for the
College to develop. This plan is reviewed
periodically and, as funds permit, new programs
are created. Likewise, this same group reviews
waiting lists and job prospects for existing
programs to determine where, funds permitting,
additional sections of a program should be
added.

In recent years, more emphasis has been placed
on additional sections of existing programs
(particularly in Technology and Health

Occupations) than on new programs, with the
exception of short-term programs that can be
funded with special grants. Instructional needs
generally drive the physical resource planning
process. Any member of the College community
can request a project for consideration by the
Facilities Manager or the Vice President of Plant
and Operations. If it is a small project, it may be
done within the fiscal year. If it is a larger project,
it may be put on a list for inclusion in the Capital
Budget Proposal, which is submitted to the State
Board of Community and Technical Colleges
(SBCTC). The Capital Budget process is
described below. Also, more information is
included in the exhibit room about the College’s
annual and long-term plans for remodeling,
renovation, and major maintenance (Exhibit 8.13)
and property additions and capital
improvements within the last three years and
those planned for the next three years (Exhibit
8.14).

Continuous Improvement
RTC has budgeted for an outside consultant to
help develop a new, comprehensive master plan,
which would include a facilities component.
However, this process is not expected to be
complete before the accreditation visit in October
2003.

Resource Planning (8.C.2)

Description and Analysis
Capital Budget
The College’s Plant Operations Department
carries out the physical resource planning at
RTC. Requests for projects may be made through
any member or recommending body of the
College community, such as the College’s Health
and Safety Committee, a program’s dean, the
Executive Cabinet, students, or as a result of a
process such as department Program Review.
Employees send requests to their supervisor for
approval. Depending on the level of complexity
of the project, the supervisor then forwards the
request to either the Facilities Manager or the
Vice President of Student Services and Plant
Operations for consideration and processing.

Implementation of a physical resource project is
achieved by several different means, depending
upon the size and complexity of the project. A
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team including the Vice President of Student
Services and Plant Operations and the Facilities
Manager, with input from others as needed,
evaluates smaller projects. For more complex
projects, planning also includes input and review
by the Department of Engineering and
Architectural Services for Washington State and a
team of design consultants hired by the College
for such purposes. All remodel projects are
brought before the Executive Cabinet for
approval. The Cabinet also prioritizes major
facility needs costing in excess of $10,000 as part
of the Capital Budget Request process.

For all Capital Funded Facility and Site Repairs,
Minor Projects, Replacement Projects,
Renovations, and Growth/Major Projects, a
process involving the College and a consultant
appointed by the SBCTC is initiated. The process
begins with a Facilities Condition Survey to aid
RTC and other colleges in submitting their
Capital Budget Requests, SBCTC hires an outside
consultant to assess all the two-year college
campuses to verify the condition of the facilities;
the need for the repairs, renovations, or new
construction; and the approximate cost of the
projects. This consultant also works with SBCTC
staff and the system’s Capital Budget Committee
(made up of several college presidents) to
prioritize the projects on each college’s list into
one comprehensive, prioritized list that can be
submitted to the Legislature on behalf of the two-
year college system. Then, the Facilities Manager
and Vice President for Plant Operations, together
with the a team of consultants made up of an
architect and engineers, formulates a Capital
Budget Proposal and submits it to the Cabinet
and then to SBCTC to be included in the system
request to the Legislature for funding.

Every two years, a Budget Request is submitted
which includes the results of this detailed
Facilities Condition Survey as well as requests
for minor and major improvements, facility
replacements, facility renovations, and major
growth projects. Renton Technical College
submitted its 2003-2005 Capital Budget Request
in April 2002 (Exhibit 8.15).

Table 8.10 shows the capital funds that RTC
received from the state over the last two biennia,
as well as the amount requested for the 2003-

2005 biennium. The 2001-2003 allocation is so
large because of the approximately $10M cost of
construction for the Technology Resource Center.

RTC projects that are subsequently funded are
implemented by a team consisting of the Vice
President of Plant Operations and the Facilities
Manager as on-site representatives for the owner,
the Department of Engineering and Architectural
Services of the Washington State General
Administration Division (acting as Owner’s
representative), and a design team consisting of
professional consultants hired to implement and
administer construction of the project.

Operating Budget
Each department submits a budget request to the
Executive Vice President for Administration and
Finance, who compares the total amount of
requests with the total amount of money
available and typically asks the department
heads for budget reductions and modifications in
order to make the College’s budget balance. The
amount of money available to a department such
as Facilities or Information Services is based on
the demands upon the department, the
justifications provided by the department, and
the strategic planning priorities of the College.
For example, the increases in personnel for these
two departments were justified by the added
responsibilities in the new Technology Resource
Center. The Cabinet makes decisions on a
recommended operating budget, which then
goes to the Board of Trustees for approval.

Access Planning (8.C.3)

Description and Analysis
Planning for access for special constituencies
occurs in the same way that physical resource
planning in general occurs. When requests are
made, they are evaluated to determine whether

Table 8.10  RTC’s Capital Budgets Over Three Biennia

Year Status Budget

1999-2001 Actual $1,927,416

2001-2003 Actual $12,958,686

2003-2005 Requested $2,808,041
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and when they can be carried out. One example
of a recent modification that occurred because of
an employee request was the addition of an
automatic door opener for the staff lounge. The
College had already installed automatic door
openers in student areas, but not in areas for staff
only. Once the College hired an employee who
uses a wheelchair, it became a priority to make
staff areas fully accessible as well.

When the College convenes a planning team for
designing a new building or doing a remodel
project, accessibility issues are part of the team’s
responsibilities. During any new building or
remodel, the College pays particular attention to
ensuring compliance with state and local
building codes and the Americans with
Disabilities Act (ADA).

The College’s Health and Safety Committee has
been instrumental in implementing new security
procedures such as written emergency
procedures, emergency drills, and radios for
administrative staff. Additionally, employees
have picture identification badges, which they
are encouraged to wear around campus. (Several
procedures related to emergencies, security, and
access can be found in Exhibit 8.16.)

Planning for the new Technology Resource
Center included significant discussion about
security. There is a security system installed, and
training has been held for appropriate
employees. The College has two security
personnel, one who works on weekdays and
another who works evenings/weekends. With
the addition of two new custodial staff in
summer 2003, there will be custodial coverage
for the building seven days/week.

Continuous Improvement
Recently the College has purchased and is
installing new door latch guards for all outside
entrances. These are designed to prevent break-
ins. RTC and other colleges in the Puget Sound
have had several thefts of electronic equipment,
particularly LCD projectors, and so the College is
taking action to prevent these from occurring in
the future. Other security measures include
alarms for electronic devices, ceiling mounts
and/or locks, and “branding” all equipment
with the RTC name and logo.

Board and Employee Participation in
Facilities Planning (8.C.4)

Description and Analysis
The Vice President of Student Services and Plant
Operations presents reports to the RTC Board of
Trustees at their monthly meetings (see Board
minutes, Exhibit 8.17). This report may include
updates on projects that have already been
approved and are now being accomplished, as
well as action items for the Board to consider. For
example, the Board of Trustees reviewed four
possible sites on campus for the new Technology
Resource Center before deciding on the location.
The Board has also made decisions about what
programs and departments to house in the new
building, and what type of décor and furnishings
to provide. Furthermore, the Board approves the
capital budget every year. In some cases, Board
members sit on planning committees with
College employees, such as the committee that
selected the artist who is designing public art for
the new Technology Resource Center. Although
many ideas for new building projects and
renovations come from employees, the Trustees
also contribute ideas and shape the priorities for
major projects, improvements, and renovations.

Employees are also involved in the facilities
planning process, particularly when their areas
are being remodeled. For example, the College
held brainstorming sessions with an architect
and members of the campus community to
discuss what would be housed in the new
Technology Resource Center. These meetings
included administrators, deans, Library and
Information Services personnel, instructors in
programs that might be moved, and members of
the Library Advisory Committee, a group
representing Library users. When instructional or
administrative areas are remodeled, the Vice
President for Student Services and Plant
Operations and the Facilities Manager meet with
the supervisor for the area, to get their input into
the process. The supervisor typically involves
other employees in the department as well,
either by having them participate in meetings or
serving as a two-way conduit for information.
For example, when the Welding Program was
moved and expanded, the two full-time
instructors, and to a lesser extent the part-time
instructors, were actively involved in designing
the new facility, even to the level of creating
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blueprints and welding the student booths.
Although this level of participation is unusual,
and was only possible because of their strong
construction trades background, it is common for
employees to have a voice in facilities planning.

Employees also receive information about
facilities projects that, although not directly
related to them, may have an impact. During the
construction process of the Technology Resource
Center, the Facilities Manager sent weekly emails
through the campus network to provide updates
on the building’s progress and to alert people of
temporary loss of parking, power shut-offs, or

other inconveniences caused by the construction.
As much as possible, these were scheduled
around lower-use times for the campus, such as
evenings, weekends, or school breaks. The
Facilities Manager also provides the
administration with advance notice when
chemicals will be used on campus for certain
types of projects. Finally, he reports on more
routine projects at the Faculty-Staff Council
meetings, which occur monthly and involve
representatives from all parts of the campus
community (see Exhibit 8.18 for meeting
minutes).

Appendices

8.1 Campus Map

Exhibits

8.1 Facilities Inventory Summary, SBCTC, 2001-2002
8.2 RTC Student Satisfaction Survey, 2002-2003
8.3 RTC organizational chart, Plant Operations (Facilities and Security)
8.4 Facilities and Equipment Database, SBCTC, 2001- 2002
8.5 Membership roster, RTC Health and Safety Committee
8.6 Off-campus training sites, Procedure 23100.05
8.7 Expenditure Reports, SBCTC
8.8 Budget Request, Procedure 22018.01
8.9 Selected Inventory Examples
8.10 Hazardous Materials, Procedure 23209
8.11 Master Plan for Renton Vocational Technical Institute (RVTI), 1985
8.12 RTC Educational Plan, 2003
8.13 RTC’s annual and long-term plans for remodeling, renovation, and major maintenance
8.14 RTC’s property additions and capital improvements within the last three years and those planned

for the next three years
8.15 RTC Capital Budget Request for 2003-2005
8.16 Selected procedures from Section 23103 of the Procedures Manual, Utilization
8.17 Selected minutes, RTC Board of Trustees
8.18 Selected minutes, RTC Faculty-Staff Council
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John Mundy, Chair Faculty, Automotive/Ford ASSET Program
Beth Arman Dean, Trade and Industry and Apprenticeship
Barry Baker, R.A. Facilities Manager
Mike Biell Faculty, Drafting
Jim Coan Faculty, Surveying Engineering
Doug Medbury Director, Culinary Arts
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Appendix 8.1:  Campus Map

Please see next page for a detailed building guide.

Building Legend

A – MCCORMICK
B – HEALTH OCCUPATIONS

TRC – TECHNOLOGY RESOURCE CENTER

C – CENTRAL HEATING    
D – BASIC STUDIES CENTER

E – HOUSER
F – ANDERSON

H – BUSINESS TECHNOLOGY

I – ROBERTS CAMPUS CENTER
J – DE MOSS    

K – GRECO
L – CONSTRUCTION TRADES

M – FAMILY LIFE/ CHILD CARE
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A-MCCORMICK
Lathers/Acoustical/Drywall
Systems Apprenticeship

Roofers Apprenticeship
Welding

B-HEALTH OCCUPATIONS

• Dean for Health Occupations
Dental Assistant
Early Childhood Careers
Licensed Practical Nurse

Massage Therapy Practitioner
Medical Assistant
Nursing Assistant
Parent Education

Pharmacy Technician
Security Office
Surgical Technologist

TRC-TECHNOLOGY RESOURCE
CENTER
• Director, Human Resources
Development

• Director, Library
(Main Level)
Harry Blencoe Auditorium
Open Computer Lab

Computer Lab
Shannon Parker Media Lab
Paraeducator/Instructional
Assistant

Renton Rotary Suite
Human Resources Development
 (Lower Level)
Library

Boeing Classroom
McLendon Hardware Conference
Room

C-CENTRAL HEATING

 D-BASIC STUDIES CENTER
• Dean for Basic Studies

Adult Basic Education
English As A Second Language
(ESL)
External Diploma Program (EDP)

General Educational Development
(GED)

E-HOUSER

Heat and Frost
Insulators/Asbestos Workers
Apprenticeship
Major Appliance and Refrigeration

Technology
Plasterers Apprenticeship

F-ANDERSON

• Dean for Trade & Industry and
Apprenticeship
Machine Technology
Machinists Apprenticeship

Multipurpose Science Lab

H-BUSINESS TECHNOLOGY
• Dean for Business Technology/General
Education

• Director for Business Development
• Director for Research and Development
• Community Education
Coordinator/Night Manager

Accounting Programs
Administrative Office Management
Bank Teller
Computer Applications/Data Entry

Conference Center
Legal Secretary/Legal Assistant
Medical Office Programs
Office Support & Administration

Programs
Real Estate

I-ROBERTS CAMPUS CENTER

(Upper Level)
Administration
Bookstore
Counseling

Financial Aid
Foundation
Public Relations/PIO
Registration

(Lower Level)
Bakery
Cafeteria
Culinary Arts

Culinaire Express
Culinaire Room
Mailroom/Print Shop
Professional Baking

J-DE MOSS
• Dean for Technical Programs/ Distance
Education

• Director for Instructional Improvement
Autodesk Training Center
Band Instrument Repair Technician
Business Office

Civil Engineering Technology
Computer Networking
Computer Network Technician
Computer Science

Drafting
Electronics Technology
Emergency Dispatcher
Information Services

Job Service Center
Office Equipment Service Technician
Tele-Video Conference Center
Testing Center

K-GRECO
• Dean for Trade & Industry Education
(Upper Level)

Automotive Quad Classrooms (K3)
(Lower Level)
Auto Body Repair and Refinishing (K1)
Automotive Technology (K2, K4)

Auto Parts Systems, Sales and
Handling/Warehousing (K3)
Ford Motor Company ASSET Program (K2)
ITEC Automotive Program (K4)

AC/Delco Training Center (K1)
Plant Maintenance (K1)

L-CONSTRUCTION TRADES

Carpenters Apprenticeship
Job Skills for Trade and Industry/ANEW

M-FAMILY LIFE/ CHILD CARE

Child Care Center
Sewing

PORTABLES

1-3 Sunrise Parent Co-op

PARKING AREAS
P1 Staff Parking

P2 Student Parking
P3 Student & Carpool Parking
P4 Staff Parking
P5 Staff Parking

P6 Registration/Short term Visitor Parking
P7 Staff Parking
P8 Student Parking
P9 Student Parking

P10 Staff Parking
P11 Student Parking
P12 Student
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Standard Nine – Institutional Integrity

Introduction

The integrity of an educational institution is
evident in the standards it sets for itself and in
adhering to and assessing itself according to
those standards. These include codes of conduct
and ethical behavior; fair treatment of faculty,
students, staff and administrators; policies
prohibiting conflict of interest; accuracy in the
reporting of information in the form of print and
electronic promotional material; and academic
freedom.

In addition to the policies and procedures that
reflect the state’s code of ethical behavior as
stated in the Revised Code of Washington (RCW)
and the Washington Administrative Code
(WAC), Renton Technical College believes that an
essential part of institutional integrity involves a
desire to collect objective and quantifiable data to
help the College learn how effective it is in living
its mission, serving the current student
population, providing a supportive learning
environment, and in determining the number
and type of additional services needed. An
institution with integrity is one that is able to
assess how successful it is in providing the
services, responding to the needs of the College
community, and continuing to build on past
successes.

Ethical Standards and the Prohibition
of Conflict of Interest  (9.A.1 and
9.A.4)

Description and Analysis
College Employees
Washington State statutes concerning ethical
standards for public employees are codified in
chapter 42.52 of the RCW (Exhibit 9.1). Renton
Technical College has procedures in place that
reflect the College’s desire to operate according
to these ethical standards. All Renton Technical
College employees are guided by the RCW codes
of behavior, which are defined in the “Ethical
Standards for Officers and Employees of
Washington State Colleges and Universities.”

Based on RCW 42.52, the College has written
“Standards of Ethical Conduct,” included in the
Renton Technical College Procedures Manual
(Exhibit 9.2).

College procedures that encourage compliance
with RCW and the WAC in guaranteeing fair
treatment of faculty, administration, and staff
include RTC 24008 (Standards of Ethical
Conduct); RTC 24005 (Sexual Harassment); RTC
24006 (Drug-Free Workplace); and RTC 24030
(Periodic Notifications, i.e., Whistleblower Act).
By adopting the relevant portions of the WAC,
the Board of Trustees have also specified how
grievances and alleged discrimination will be
handled.

All College employees and the Board of Trustees
are required to follow the Renton Technical
College policies and procedures relating to
conflict of interest. RTC 24030 (Ethics Law) and
RTC 24008 (Standards of Ethical Conduct) detail
the ethical expectations and how “employees are
obligated to treat their positions as a public
trust.”  These procedures are distributed, under
the authority of the state of Washington
Executive Order 92-04, Standards of Ethical
Conduct for Executive Branch Employees and
RCW 42.52, Ethics in Public Service, to all current
employees annually and to new employees upon
hire. Also distributed is the State Whistleblower
Act.

The state of Washington provides an avenue for
all employees to report any improper
governmental actions to the State Auditor’s
Office, which is then required to conduct an
investigation. Improper governmental action
includes any action by an employee that violates
state law, abuses authority, wastes public funds,
or endangers public health or safety.

The College has been working on an Acceptable
Use Policy for the use of state resources to be
signed by all employees and students. Currently,
students are required to sign this document
quarterly, but staff have not yet done so.
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In 1998 the College conducted ethical training for
exempt staff, which was provided by the state of
Washington Ethics Board. In 2000, the Student
Services staff attended six-hours training on
counseling and student services ethics.

The results of the most recent RTC Institutional
Climate Survey (Exhibit 9.3) indicate some lack
of information among faculty and staff regarding
ethics guidelines at RTC. The majority of
respondents realize that there are ethical
standards to guide their behavior (78%), but
fewer knew how to access them in printed form
(61%).  Further, only 68% agree that they know
how to respond if they observe an employee or a
student behaving unethically.

Board of Trustees
The Board of Trustees has adopted policies which
reflect RCW 42.52 to ensure advocacy of and
compliance with high ethical standards for the
institution, the governing board, and all College
employees.

Policies governing trustees are distributed
during the New Trustee Orientation, which is
conducted by the Office of the State Board for
Community and Technical Colleges. In addition,
the Trustee Association for Community and
Technical Colleges holds conferences, which
keep trustees apprised of state laws that pertain
to their appointments.  Additionally, the Trustee
Bylaws established in May 1992 address ethical
standards and conduct (Exhibit 9.6).

All Board of Trustees meetings are open to the
public and are regularly scheduled on the second
Tuesday of each month except July and August.
The minutes of all regular and special meetings,
excluding executive sessions, are recorded, and
such minutes are open for public inspection
(Exhibit 9.7). No official business is conducted by
the Board except during a regular or special
meeting.

Annually, each member of the Board of Trustees
as well as the College President must file a
personal financial statement with the Public
Disclosure Commission to ensure that there are
no conflicts of interest between their public
duties and their personal interests. In addition,
the College must submit a report to the Public
Disclosure Commission for any calendar quarter
if there was reportable lobbying.

Students
Policies that govern student conduct, student
rights, and grievance procedures are printed in
the Student Handbook. School policies and
procedures and/or the WAC are included in the
Student Handbook as they pertain to Attendance
Policy, Computer Use Policy, Drug and Alcohol
Policy, Misconduct, Academic Dishonesty and
Classroom Conduct, Levels of Discipline,
Suspension of Students, Right to Demand
Identification, Distribution of Materials,
Grievance Procedure including Grievance based
on Discrimination, Appeal of Disciplinary
Action, and the Notification of Rights Under the
Family Educational Rights and Privacy Act. The
College has specific policies regarding student
conduct. These include policy 21009.02 (Student
Rights and Responsibilities); policy 21009.04
(Student Conduct and Discipline); and policy
21009.01 (Student Records) (Exhibit 9.2).

Renton Technical College is in compliance with
the Family Education Rights and Privacy Act
(FERPA) and notifies students of these rules
governing the privacy of student records by
publication in the College Catalog and by
distribution of the Catalog during the
registration process. The College has appointed
the Executive Vice President for Administration
and Finance as the Public Records Officer. The
Officer is responsible for copying all public
records of the College and making them
available for public inspection, except for those
records that are exempt per statutes.

Continuous Improvement
Because a considerable period of time has passed
since the state ethics training and because there
has been substantial staff turnover since that
time, the College should plan to incorporate
either formal training on ethics or provide a
variety of workshops that incorporate ethical
considerations.

Evaluation and Revision of Policies,
Procedures and Publications (9.A.2)

Description and Analysis
Renton Technical College continually updates its
procedures and policies. The fact that the College
has an extensive, multi-volume Procedures
Manual indicates credible intent for order and
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accountability. However, because the policies
and procedures are so numerous, it is often
difficult to make sure that they have been
reviewed and are up-to-date. As part of the self-
study, a comprehensive review of all of the
College’s procedures was undertaken and
resulted in recommendations for the revision of
those that are currently out-of-date or no longer
serve a purpose. During the process of review, it
was determined that often a policy or procedure
had been reviewed but the date of review had
not been recorded. A recommendation to note
the date of review on each policy or procedure
has been put forward. This process will be
completed more efficiently when the manual is
converted to an online format.

The process of revising, adding or deleting a
procedure begins with the vice presidents, whose
responsibility it is to ensure that all procedures
within  their  purview are up-to-date and
accurately reflect the Revised Code of
Washington (RCW 42.52: Ethics in Public
Service). Any procedure to be revised, added, or
deleted is first distributed to the Administrative
Team of 19 people. They review it and prepare to
discuss it at the following Administrative Team
meeting, which is held the second Wednesday of
every month. After discussion, the revisions to
internal procedures are made and distributed.
Only those policies requiring approval from the
Board of Trustees are presented at their meetings,
which are held the second Tuesday of every
month. The College is in the process of
identifying those procedures that have
previously been approved as Board policies and
are including them in the Procedures Manual.

Continuous Improvement
As noted above, employees have sometimes been
confused or frustrated to find that the procedure
listed in the Manual was not the most recent
version. There are plans by Administration to
make the Renton Technical College Procedures
Manual available online. The process should be
completed within the next two to three years.
Having the procedures available online will
make it easier to find the correct and most up-to-
date version of a given policy or procedure. The
College will continue the process of identifying
those procedures and or policies that will require
Board approval and inclusion in the Renton
Technical College Procedures Manual.

Representation of College to
Constituencies, the Public, and
Students (9.A.3)

Description and Analysis
The College represents itself as accurately and
consistently as possible to its constituencies, the
public, and prospective students through its
Catalog, publications, and official statements.
The RTC Catalog is published once a year to
update, correct, add, or delete information. A
draft of the Catalog is reviewed by the Vice
President of Instruction, administrative
assistants, deans, directors, and managers for
accuracy of information before it is sent to the
publisher or printer. The class schedule is
published four times per year. Each quarter, all
deans, administrative assistants, directors and
managers review the draft of the class schedule
twice before final printing to ensure accuracy. All
publications that are provided primarily for an
external audience, (i.e., Catalog, class schedule,
program brochures, Student Handbook) include
the College mission statement and College
disclaimer.

The College strives for excellence in its
publications and has received numerous national
and local awards for design, content, and timely
distribution to the community. Renton Technical
College issues a new Catalog and program
brochures annually and class schedules
quarterly. All printed material for Student
Services such as the Student Handbook, financial
aid publications, as well as the Apprenticeship
Opportunities Handbook, are revised as
necessary, but most often annually. Every
reasonable attempt is made to ensure the
accuracy of the information that is printed.

Continuous Improvement
It has been recommended by the College’s
Retention Committee that the College website be
improved. The committee for Standard 9 of this
Self-Study agrees and recommends that a
website that is more complete (including
program links), is user-friendly, and contains
more up-to-date information be developed and
published.
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Free Pursuit and Dissemination of
Knowledge (9.A.5) and Policy 9.1 on
Institutional Integrity

Description and Analysis
Academic Freedom
Renton Technical College’s commitment to
intellectual and academic freedom is defined in
Article VI, Section 5 of the July 1, 2002 Renton
Federation of Teachers, Local 3914, WFT/AFT/
AFL-CIO collective bargaining unit agreement.
The agreement states, “Instructors shall be free to
present instructional materials which are
pertinent to the subject and levels taught, within
the outlines of approved, appropriate course
content and within the instructional program.
Instructors shall be free to express their personal
opinion on all matters relevant to the course
content and appropriate to the subject and levels
taught provided that when this personal opinion
is stated the class is so informed. The
presentation and discussion of controversial
issues should be on an informative basis and the
students should have the opportunity to find,
collect, and assemble materials on the subject; to
interpret the data without prejudice; to
reconsider assumptions and to reach their own
conclusions. The right to teach controversial
issues carries with it the responsibility to explore
the various sides and aspects of an issue utilizing
suitable materials that are available. All facts of
controversial issues shall be presented in a
scholarly and objective manner within the limits
of appropriate discretion and propriety.”

Since the inception of Renton Technical College,
no grievances charging violation of academic
freedom have been filed.

Institutional Research and Institutional Integrity
In order to discover how effectively the College
delivers its services and to create a greater sense
of accountability, the College is committed to its
institutional research efforts. Established in 1994,
the Office of Research and Assessment was
renamed the Office of Research and
Development in 2000 to reflect its added focus on
resource development through competitive grant
procurement. The Office has responsibility for
conducting research related to instructional and
institutional effectiveness, both on a scheduled
and ad hoc basis, and to inform planning and
decision making.

Prior to 2000, program and institutional data
were limited both in scope and quality; since
then, a concerted effort has been to made to
collect, analyze and disseminate information that
is multi-dimensional, valid and useful to all
College constituencies. To provide the most
balanced picture possible, a combination of
quantitative and qualitative methods are used to
measure both “input” and “output” variables.
For example, data from the Student Management
System are extracted to calculate not just
retention and completion rates, but also student
demographics and academic preparedness (as
measured by placement test scores). The RTC
Student Satisfaction Survey (Exhibit 9.4) and the
RTC Graduate Survey (Exhibit 9.5) are
administered annually to gather students’
perspective about the variety and quality of
services on campus. 

In addition to these student surveys, the Office of
Research and Development also administers the
annual RTC Institutional Climate Survey to
document the current climate on campus and to
guide future decisions and actions by
Administration.

Continuous Improvement
The College collects these data so that they can
be used as part of the strategic planning and
problem solving processes. While the Office of
Research and Development should be recognized
for its thoroughness in the collection of data and
analysis in the subsequent reports, the results
and inferences are based on data collected from
only a fraction of the targeted populations. The
response rates for the most recent
administrations of the RTC Student Satisfaction
Survey and RTC Graduate Survey were 75% and
33%, respectively. Further, only 77 (17%) of all
College employees responded to the most recent
climate survey and the response rate varied
considerably by employment category:  35% for
full-time faculty and exempt staff, 3% for part-
time faculty and 7% for classified staff.  It is
suggested that the College become proactive in
encouraging stronger participation in these
surveys.
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Glossary of Terms

Below is a glossary of terms related to Accreditation and to our institution. Terms, interpretations of
terms, and/or comments that are specific to RTC are indicated by italics.

A.A.S. Degree
See Degree, Associates

Ability to Benefit
The use of a standardized test to determine the ability of a student to benefit from the instruction
available and commensurate with the expectations of a given institution. This procedure applies to
institutions with “open admissions.” Students must score above the ability-to-benefit cutoff scores in
order to be eligible for financial aid. Tests used must meet the criteria of the U.S. Department of
Education; the federally established cut-off scores for the placement tests used at RTC are:

Academic Counseling/Advising
(see related term Career Counseling/Advising)
The process of giving advice or information related to academic performance and academic goals (e.g.
advising of the courses required to meet educational goals, how to improve study skills, etc.). At RTC, this
function fulfilled primarily by faculty (i.e., instructors) and counselors.

Academic Credit
Credit applicable toward a degree or credential at the institution awarding it, accepting it on transfer, or
acknowledging equivalency from learning experience adequately substantiated.

Academic Year
(see related term Instructional Year)
Instruction equivalent of two semesters of approximately 15 weeks apiece or 3 quarters of approximately
10 weeks apiece, either of which may include examination days.

Note that RTC’s quarters are typically 12 weeks each, and that most of our one-year programs are actually
3 full quarters plus a summer quarter that is half the regular length. In the WA State Community and
Technical College System, the Academic Year coincides with the Fiscal Year – it begins on July 1 and ends
on the following June 30. Important: Since most RTC programs begin in the Fall, RTC institutional
statistics are calculated based on the more traditional Instructional Year, which runs Fall to Fall rather
than Summer to Summer.

Accommodation
Variation in the assessment environment or process to provide students the opportunity to demonstrate
what they know (e.g., providing more time on a test for a student with a learning disability). At RTC, a student
with a learning disability may see a counselor to determine what, if any, accommodations are necessary. The student
then communicates any classroom accommodations to the faculty member; note that the student has to right to keep
the nature of their disability private from the faculty. For more information on RTC’s policy and procedure on
reasonable accommodation, see RTC 26008.

ASSET COMPASS

Reading 35 62

Writing 35 32

Numerical 33 25
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Accreditation
The process by which a private, non-governmental body evaluates an educational institution or program
of study and formally recognizes it as having met certain predetermined criteria or standards. The
process involves initial and periodic self-study and evaluation by peers. Accreditation implies stimulation
toward quality improvement beyond the minimum standards specified by the accrediting body. The
essential purpose of the accreditation process is to provide a professional judgment as to the quality of the
educational institution or program offered and to encourage continual improvement thereof.

Accreditation - Institutional
A status of affiliation with a recognized accrediting body that accords accreditation to an entire
institution, indicating that each of its parts is contributing to the achievement of the institution’s
objectives, although not necessarily all on the same level. RTC is accredited by the Northwest Association of
Colleges and Universities, which is part of the Commission on Colleges.

Accreditation, Program
A status of affiliation with a recognized accrediting body, generally connected to a professional
association, that accords accreditation to a particular program within the college. NATEF/ASE, the
Washington State Nursing Commission, and the American Culinary Federation Educational Institute are
examples of this type of accreditation.

Accreditation Liaison Officer
An individual selected by the chief executive officer of an institution from the faculty or administration to
work with appropriate individuals or agencies on matters of accreditation. The RTC Accreditation Liaison
Officer is Marty Heilstedt, while the Accreditation Project Manager is Carol O’Connor.

Accreditation Status
Formal recognition given an institution or specialized program for meeting established standards of
educational quality, as determined by regional, national, or specialized non-governmental accrediting
bodies.

Accrediting
The process whereby an agency or association grants formal recognition to a school, institute, college,
university, or specialized program of study which meets certain established qualifications and
educational standards, as determined through initial and periodic evaluations.

Administration
The exempt staff of the college. At RTC, this represents all employees who are not members of one of the four
unions, including:  President; Vice Presidents; Executive Assistants; Associate Deans; Directors; Managers (for a
more complete list by job, see RTC 24200).

Admission Policy
The rationale that determines the applicants who shall be admitted to an institution. Consideration is
given to the role assigned to the institution by its governing body; the programs, resources, and facilities
of the institution; and the qualifications and goals of the applicant. RTC’s institutional admission policy is
that applicants “must be 18 years of age, possess the vocational interest and goals related to their chosen program of
study, and be able to benefit from instruction;” no criteria or guidelines are given on how to evaluate a student’s
ability to benefit from instruction. Individual programs may have additional entrance requirements.
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Annual Faculty Assessment Report
The result of the annual faculty evaluation procedure as per Article VIII of the RFT contract. The Report
will include, but is not limited to, the following documents:

• The faculty member’s self-assessment using the Faculty Assessment Form
• The dean’s evaluation of the faculty member using the Faculty Assessment Form
• The faculty member’s Professional Improvement Plan
• Report(s) on observations of the faculty member by the dean

The Report is to be signed by both the faculty member and the dean and forwarded to the appropriate
vice president. Note that other employees covered by the RFT contract – librarians and counselors - will
also complete the Report.

Apprenticeship
A formal process of learning a trade through on-the-job training and related supplemental instruction.
RTC cooperates with 15 joint apprenticeship training committees to make classes available for 33 trades.

Approval
The official act of a state department of education or other recognized agency having official authority
certifying that a unit of educational organization (a school, institute, college, university, or specialized
program of studies) complies with the minimum legal requirements of such units. Official approval,
granted by governmental agencies or the governing body of a school system, is distinguished from
accreditation, which is accorded by voluntary nongovernmental accrediting agencies.

Assessment
Ongoing process aimed at understanding and improving student learning. It involves making
expectations explicit and public; setting appropriate criteria and high standards for learning quality;
systematically gathering, analyzing and interpreting evidence to determine how well performance
matches those expectations and standards.

Assessment, content-based
Testing a student’s understanding of a predetermined body of knowledge

Assessment, outcomes-based
Testing a student’s ability to use knowledge and skills to create a complex product or complete a complex
assessment task (work sample). Synonyms:  authentic assessment, contextual assessment, performance
assessment.

Assignments
Specific tasks or amounts of work identified to prepare students to participate in learning activities or
reach certain performance level.

Basic Skills (same as Basic Studies)
USE PREFERRED TERM Basic Studies; same as Basic Studies. Instruction designed for students who are
not ready for college-level work; includes English as a Second Language, Adult Basic Education, and
completion of the equivalent of a high school education.
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Basic Studies (same as Basic Skills)
Same as Basic Skills. Instruction designed for students who are not ready for college-level work; includes
English as a Second Language, Adult Basic Education, and completion of the equivalent of a high school
education. Basic Studies at RTC offers the following:

• Adult Basic Education (ABE):  reading, writing, and math skills for adults
• English as a Second Language (ESL): listening, speaking, reading and writing skills for adults whose

predominant language is not English
At RTC, students may pick from one of three ways to complete the equivalent of a high school education:

• High School Completion:  by successfully completing classes in subjects required by WA
state, students receive a high school diploma; this option will no longer be available through RTC after 2001-02.

• GED Testing/Preparation:  by passing an exam consisting of a test in each of five areas – math,
reading, science, social studies, and writing, students receive a certificate that demonstrates an
educational level comparable to a high school education.

• External Diploma Program:  by demonstrating competencies in oral and written communication,
computation, problem-solving, reading, and critical thinking via projects and oral interviews, students receive a
high school diploma

In addition to ABE, ESL and high-school completion, RTC Basic Studies also offers:
• Brush Up for Technical Programs:  refresher for students enrolled in and/or on waiting lists for full-time

professional-technical programs; includes brush up on reading, writing, math and study skills in the context of
the technical area the student plans to enter.

Branch Campus
(see related term Institution – Additional Facility or Branch)
A location of an institution that is geographically apart and independent of the main campus and (1) is
permanent in nature; (2) offers at least 50% of the courses of an educational program leading to a degree,
certificate, or other educational credential; (3) has its own faculty and administrative organization; and (4)
has its own budgetary and hiring authority. Note that while RTC does not have a “branch campus,” it does have
several “additional facilities and branches” (the main difference being in the degree of operating independence from
the main campus).

Career Counseling/Advising
(see related term Academic Counseling/Advising)
The process of giving advice or information specifically related to jobs. At RTC, this function fulfilled
primarily by faculty (i.e., instructors) and counselors.

Career Training Program
(see Professional-Technical Program)
Same as Professional-Technical Program. An instructional program, below the bachelor’s level, designed
to prepare individuals with the skills and training required for employment in a specific trade,
occupation, or profession related to the instructional program.

Catalog
The official bulletin or publication of a postsecondary education institution stating admission and
graduation requirements, majors, minors, current offerings, costs, faculty, and all other significant
information necessary for an accurate understanding of the institution.

Certification
A process by which an agency or association grants recognition to an individual who has met certain
predetermined qualifications specified by that agency or association.

Certifying Body
Group, organization or institution that administers a competency exam and issues a certificate.
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Class
(see related terms Course, Program)
A group of students who are taught together (e.g. “A class of 20 is taking Math 111 this quarter), or a
specific instance of a course (e.g., “there are two classes of the Math 111 course being offered this
quarter”).

Classified Staff
Employees that are in support positions that do not carry supervisory or instructional responsibilities. At
RTC, this includes employees who are members of the following unions:  Professional Technical Association
(includes information systems, accounting, payroll etc.), WA Federation of State Employees (includes clerical,
instructional support, child care, etc.) and United Classified Workers Union (includes food service, facilities,
custodial, grounds etc.)

Clock Hours
(see related term Credit Hour)
Measurement of a course of study in terms of actual hours of lecture and/or laboratory time.
For RTC FT programs:

1 credit = 12 lecture hours = 24 lab hours = 36 co-op hours
For RTC Supplemental/PT courses:

1 credit = 10 lecture hours = 20 lab hours

College
Generic term to denote any of the postsecondary educational institutions including universities eligible
for accreditation or accredited by the Commission. In the Handbook, the term does not refer to a
specialized unit of a university campus; it is used as a synonym for “institution.”

Community Education
(see related terms Public Service, Community Service)
One form of Community/Public Service; non-credit courses offered by the college for personal
enrichment.

Community Service  (same as Public Service; see related term Community Education)
Same as Public Service. A function accepted by nearly all publicly supported institutions and many
independent colleges and universities. Service of a practical nature to the external (non-academic)
community - local, regional, national, or international. Often includes public lectures and performances,
various forms of applied research, non-credit courses, and agricultural or other similar forms of
extension.

Competency
A measured ability to perform to a required standard within a specific situation; i.e., knowledge, skills
and personal characteristics needed to satisfy the special demands or requirement to of a particular
situation. At RTC, we speak of competencies at the course and program level.

Competency, Course
A demonstrated possession of knowledge, skills and personal ability characteristic needed to satisfy
completion requirements for a specific course.

Competency, Program
A demonstrated possession of knowledge, skills and personal ability characteristic needed to satisfy
completion requirements for a specific program based on industry standards.

Competency Based Education
Instructional method that emphasizes the attainment of course- and program-specific competencies. At
RTC, the software used to document course outcomes, assessments, activities and assignments.
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Comprehensive Annual Report
A RTC document developed by a tenure committee that reports on a probationer’s progress towards gaining tenure.

Comprehensive Self-Study
An analysis by its own staff of an institution’s educational resources and effectiveness in relation to its
stated mission and goals.

Consultant
A person who gives professional or technical advice and assistance. The services may or may not be
performed under contract.

Continuing Contract
A contract that continues automatically from year to year without action on the part of the governing
board, but may be terminated through appropriate action on the part of the parties involved.

Continuing Education Unit (CEU)
A unit of measure for non-credit activities.

Cooperative Education
A combination program of study and practice - conducted on an alternating schedule of half days, weeks,
or other period of time - providing work experience for students with organized on-the-job training and
correlated higher education instruction.

Cooperative Work Experience
(see related term Internship)
The ‘practice’ portion of a Cooperative Education; work experience related to a student’s field of study
for which s/he is traditionally paid and for which s/he may receive academic credit.

Correspondence
Instruction approved through appropriate institutional channels, which provides for the systematic
exchange of course materials, by mail, between the instructor and student.

Council for Higher Education Accreditation (CHEA)
A national organization representing institutional and specialized accrediting agencies and the general
public.

Course
(see related terms Class, Program)
A single instructional subject commonly described by title, number, and credits in the college catalog or
bulletin (e.g., Math 111 is a 5 unit course on basic algebra). Note that:

• a class is a specific instance of a course, and thus these two terms should not be used interchangeably.
• a sequence of courses makes up a program, and thus these two terms should not be used interchangeably.

Course, Academic
Courses in the basic knowledge and skill areas of mathematics, science social science, communications, or
humanities; these courses may transfer to other institutions and/or fulfill the General education
requirements of degrees.

Course, Preparatory
Vocational courses designed as an integral part of an approved preparatory program (i.e., a program that
prepares a student for entry into a given job).
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Course, Supplemental
Vocational courses designed to aid those who are employed in a particular occupation to gain additional
knowledge or develop additional skills related to that occupation; these courses are also for those who
need refresher training in order to re-enter the working world.

Credentials
(1) A certificate stating that the student has been graduated from a certain curriculum or has passed
certain subjects; (2) a statement signed by proper authority certifying that a person is authorized to
perform certain functions or has been designated as an official representative; (3) a detailed record of an
applicant for a position, usually including transcripts of academic records and testimonials relative to
previous experience, performance, and character; (4) the confidential file of an applicant sent to
prospective employers.

Credit by Challenge Test
Credit given for learning as measured by a test and considered the equivalent of learning gained through
formal collegiate instruction.

Credit for Prior Experience
Credit granted toward the award of a certificate or degree for prior learning experiences that can be
shown through various means of assessment to be the equivalent of learning gained through formal
collegiate instruction.

Credit Hour
(see related term Clock Hour)
A quantification of student academic learning; one unit represents what a typical student might be
expected to learn in one week (40-45 hours including class time and preparation) of full-time study. Thus
a six-week summer session might, if full-time, equate to six units. An alternative norm is one unit for
three hours of student work per week (e.g., one hour of lecture and two of study or three of laboratory)
for ten weeks a quarter or 15 weeks a semester. A full-time undergraduate student program is usually
about 15 units but not less than 12; a full-time graduate program is usually 10 to 12 units.
For RTC Preparatory courses:

1 credit = 12 lecture hours = 24 lab hours = 36 co-op hours
For RTC Supplemental courses:

1 credit = 10 lecture hours = 20 lab hours
Note that the AAS degree requires at least 70 vocational credit hours and 20 general education credit hours.

Deans
Exempt staff who are responsible for the administration of groups of programs known as Departments.

Degrees, Associate
A.A., A.S., A.A.S. A lower division undergraduate degree normally representing about two years (60
semester or 90 quarter units) of college study or its equivalent in depth and quality of learning
experience.

• Associate of Science (A.S.): a transfer degree that implies more applied orientation
• Associate of Arts (A.A.): a transfer degree that implies a more liberal education orientation

(note:  the distinction between the A.S. and the A.A. are not always clear)
• Associate of Applied Science (A.A.S.): a terminal degree with an applied orientation; this is the

only type of degree that RTC offers. It requires at least 70 vocational credit hours and 20 general
education credit hours.

Department
(see related terms Division, Office)
At RTC, the groups of programs and associated staff overseen by Associate Deans.
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Disclosure and Confidentiality of Information
Every institution seeking candidacy, accreditation, or reaccredidation is obliged to provide any
information with respect to the institutional affairs pertinent to determination of the institution’s
accreditation status. It is the obligation of the Commission on Colleges to maintain the confidentiality of
the institutional self-study and report of the evaluation committee.

Distance Education
A formal educational process in which the majority of the instruction occurs when student and instructor
are not in the same place; may employ correspondence study, telecourses, on-line courses, etc.

Division
(see related terms Department, Office)
At RTC, the section of the college overseen by Vice Presidents.

Educational Auditing Standards
Measures of an acceptable level of quality, as determined by an independent auditor (who is expert in
accounting principles and practices and in auditing methods). The objective of the audit process is an
opinion upon the fairness of the presentation of results of operations for a given period of time and upon
the fairness of the presentation of the financial position at the end of the given period of time.

Eligibility (Federal Government)
A status granted by the federal government indicating that an institution qualifies for consideration as a
participant in a federal funding project.

Evaluation
A process periodically and jointly conducted by the institution and the accrediting agency, which may
take a number of forms. It will include the following, regardless of form: 1) the institution’s self-study; 2)
the evaluation committee’s report; 3) the institution’s response to the evaluation committee report; 4) the
accrediting commission’s action; 5) the institution’s further consideration of and action upon its self-
study, the evaluation committee’s report, and the accrediting commission’s action.

Evaluation Committee
A committee, comprised chiefly of personnel from an accrediting association’s member institutions and
chosen specifically for competencies relevant to the institution being evaluated, which conducts an on-site
evaluation based upon the institution’s self-study document and supporting documentation. The
committee’s major assignment is to make a considered group judgment, as informed colleagues, on the
institution’s educational effectiveness, viewed in the light of its stated mission and goals. Evaluation
committee visits usually last three days. Before leaving the campus, the chair of the committee reports
orally on the committee’s view of the institution, presenting in summary form the substance of the
written committee report which will be produced.

Experiential Learning
Learning acquired from work and life experiences, mass media, and independent reading and study. (See
page 39.) Rather than merely using traditional classroom methods of acquiring knowledge.

External Degree Program
A course of study different from traditional degree programs, which may or may not require on-campus
study or residence, and which often relies heavily on independent study and examination. AT RTC, the
only such program we offer is the External Diploma Program in Basic Studies.
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Faculty
Faculty as used here, refers to instructional faculty, not librarians, administrators, counselors, etc., who
may have faculty rank. Important:  Note that at RTC in general, and under the terms of the RFT contract in
particular, the term “faculty” refers to instructors, librarians, and counselors. For the purpose of the Self-Study,
however, we will subscribe to the Commission’s definition; that is, the term faculty will refer to instructors only;
other “faculty” will be referred by their function, i.e., librarians and counselors.

Faculty, Full-time
Those employed by the institution, the majority of whose assignment is class or course instruction, but
which may also include institutional non-class-related faculty responsibilities such as academic
advisement, curricular development and review, faculty selection and evaluation, and the like. Those
performing these functions may also be considered full-time faculty if a portion of their assignment is
research, service, or academic administration. At RTC, a full-time faculty member is one who is contracted for
184 days and at least 1080 hours annually.

Faculty, Instructional
(see related term Faculty)
DO NOT USE THIS TERM. This term is redundant in light of the definition of Faculty above since, by
definition, all faculty are instructional. Instead, simply use the term “faculty.”

Faculty, Non-Instructional
(see related term Faculty)
DO NOT USE THIS TERM. This term is meaningless in light of the definition of Faculty above since, by
definition, all faculty are instructional. Instead, use the term “librarian” or “counselor” as appropriate.

Faculty, Part-time
Faculty whose major responsibility is not related to the institution in question; customarily assigned one
or two classes with class-related responsibilities only. At RTC, a part-time faculty member is any instructor
who is contracted for less than 1080 hours annually.

FERPA
The Family Education Rights and Privacy Act is a federal law that governs access to records of students in
any educationally agency using federal funds.

General Education
A required educational component of all degrees in which students are introduced to the content and
methodology of the major areas of knowledge – the humanities and fine arts, the natural sciences,
mathematics, and the social sciences – and helps them develop the mental skills that will make them
more effective learners. At RTC, classes in Math, Communications, Psychology and Speech are offered to meet the
general education requirements of an AAS degree.

General Education Development (GED)
A battery of tests taken by adults who did not graduate from high school, to measure the extent to which
their past experiences have contributed to their attaining the knowledge, skills, and understandings
ordinarily acquired through a high school education.

Goal
An intended outcome not stated in measurable term; a broad, general statement of the desired condition
to the achieved. To evaluate progress toward a goal, objectives  - which are statements of specific,
measurable outcomes – related to a goal must be developed.
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Guidelines
Explanatory statements which amplify the standards or criteria for accreditation or which provide
examples of how the requirements may be interpreted to allow for flexibility, yet remain within the
framework of the standards or criteria.

Institution
Educational institutions which have a core of full-time faculty, a separate student body, and a resident
administration, and which offer programs comprising a totality of educational experience.

Institution - Additional Facility or Branch
(see related term Branch Campus)
An additional facility or branch is a component part, except for geographic location, of an institution
located within normal commuting distance (generally not more than 30 miles) of the institution. The
additional facility or branch may be a degree-granting division or unit of an institution and legally
authorized for a stated purpose in relation to the parent institution and the area served. It may have
planned programs leading to undergraduate, graduate, or professional degrees which are granted by or
in the name of the parent institution. Note that while RTC does not have a “branch campus,” it does have several
“additional facilities and branches” (the main difference being in the degree of operating independence from the main
campus).

Instructional Year
(see related term Academic Year)
A RTC-specific definition developed to for the purpose of calculating more meaning institutional statistics, since the
majority of students begin in the Fall and complete in the Summer; it begins on September 1 and ends the following
August 31.

Internship
(see related term Cooperative Work Experience)
The ‘practice’ portion of a Cooperative Education; work experience related to a student’s field of study
for which s/he is traditionally not paid and for which s/he may receive academic credit.

I.P.E.D.S.
Integrated Postsecondary Education Data System is designed to gather institutional level data, allows
aggregation at various levels, and permits controls on data quality through follow-up and editing.

Level
Refers to placement of students at a certain level of college work, i.e., first two years or associate degree,
upper division or bachelor’s degree, first level graduate or master’s degree, professional degree or Ph.D.

Licensure
The process by which an agency of the government grants permission 1) to persons meeting
predetermined qualifications to engage in a given occupation and/or use of a particular title, or 2) to
institutions to perform specified functions.

Mission Statement, Institutional
The statement in which an institution identifies its purpose and thereby demonstrates its understanding
of its unique mission. Particular institutional purposes vary widely. They encompass the intellectual and
affective development of the student, the pursuit of knowledge, the study of values and attitudes, public
service, and a great deal more. The institution’s statement of mission describes its particular philosophic
stance and serves as a guide for educational planning. It also operates as a frame of reference for
decisions about such practical matters as student admission and retention, the curriculum, the faculty,
and allocation of funds.
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Mission Statement, Program
The statement in which a program identifies its unique purpose and aims; should be compatible with and
supportive of the broader institutional mission and goals statement.

Office
(see related terms Division, Department)
At RTC, the portion of Divisions overseen by Directors or Managers.

Objective
Statement of a specific and measurable target for accomplishing goals.

Outcome
An ‘objective’ is what one hopes to accomplish, whereas an ‘outcome’ is what was actually accomplished.
An ‘outcome’ lets you know if your ‘objective’ was met.

Performance Standards
Explicit definitions and concrete examples of how well students are expected to learn the material.
Performance levels may also be used to define students’ demonstrated  proficiency at various points as
they progress toward a standard.

Planning
The process by which the mission and goals of an institution are determined and the means to achieve
them are specified. Institutional planning incorporates the institution’s statement of purpose and
comprehensive self-study with plans that take into account the possible need for modification of goals,
clientele served, programs offered, educational methods employed, and modes of support utilized.

Postsecondary Education
Education offered by institutions primarily to individuals 18 or older; admission may or may not require
a high school diploma or equivalent credential.

Postsecondary Education, Two-Year Institutions
Institutions or subsidiary elements whose primary purpose is the provision of postsecondary education
and that confer at least a two-year formal award (certificate or associate degree), or have a two-year
program in one or more program areas. These institutions cannot award a baccalaureate degree.

Preparatory
See Course, Preparatory

President
A generic term signifying the chief executive of an institution. Chancellor, director, etc., may be
substituted. At RTC, the chief executive officer is known as the President.

Prior Experiential Learning (credit for)
Credit granted toward the award of a certificate or degree for prior learning experiences that can be
shown through various means of assessment to be the equivalent of learning gained through formal
collegiate instruction.

Problem centered learning
Learning that is centered on a problem, a query or a puzzle that the learner has to solve. This approach to
curriculum uses active thinking, rather than traditional transferal of information to passive recipients.
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Program
A systematic, usually sequential, grouping of courses, forming a considerable part, or all, of the
requirements for a degree or a credential.
At RTC, the term ‘program’ refers to:

• all full-time offerings that lead to a vocational certificate or degree; collectively these are known as
‘full-time career training programs’

• all part-time offerings (preparatory or supplemental) that lead to a vocational certificate
or degree; collectively, these are known as part-time career training programs

• all Basic Studies offerings that lead to a diploma  or credential - GED Testing/Preparation and the External
Diploma Program

• although the Basic Studies offerings  ABE, ESL, and Brush-up for Technical Programs do not lead
to a diploma or credential per se, they are also known as ‘programs’ since they are distinct and  have
well-defined educational objectives.

Program, Full-time
At RTC, we used the term ‘full-time program’ to indicate career-training programs that are 600 hours or
more in length and for which the student attends 6 hours a day. While this designation is based on
financial aid requirements, note that it is not an ‘official’ designation but rather one we use in
promotional materials to help a potential student better understand the commitment s/he must make
when enrolling in a program.

Program, Part-time
At RTC, we used the term ‘part-time program’ to indicate career-training programs that are less than 600 hours in
length or for which the student attends less than 6 hours a day; note that by this definition part-time programs may
include courses that are either ‘preparatory’ or ‘supplemental’

Program Advisory Committee
A group of program-specific industry experts appointed or chosen to perform the function of giving
advice on curriculum development, relevance and adaptation, textbook relevance, industry standards
and needs. Their input usually comes with the implication that the advice given need not be followed.

Professional-Technical Education
Education programs below the bachelor’s level, designed to prepare individuals with the skills and
training required for employment in a specific trade, occupation, or profession related to the instructional
program.

Professional-Technical Program
(see related term Program)
An instructional program, below the bachelor’s level, designed to prepare individuals with the skills and
training required for employment in a specific trade, occupation, or profession related to the instructional
program.

Public College
College or university with governing board elected or appointed by elected officials. Much of the
financial support comes from tax funds.

Public Service (same as Community Service; see related term Community Education)
Same as Community Service. A function accepted by nearly all publicly supported institutions and many
independent colleges and universities. Service of a practical nature to the external (non-academic)
community - local, regional, national, or international. Often includes public lectures and performances,
various forms of applied research, non-credit courses, and agricultural or other similar forms of
extension.
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Quality - Educational
The attainments of students as described either in terms of a level of intellectual proficiency or amount of
cognitive growth.

Research
May refer to collection of institutional data useful for self-analysis or planning (institutional research), or
to that carried on by teacher-scholars in order to remain current in their fields of expertise, or to that
which expands the field of knowledge or its application.

SCANS Skills
An acronym for Secretary’s Commission on Achieving Necessary Skills. A U.S. Dept. of Labor report
issued in 1991 identifying 37 foundation and workplace competencies required for work readiness.
SCANS include basic skills (reading, writing and arithmetic) thinking skills (reasoning, creativity,
decision making etc.) and personal qualities (responsibility, self-esteem, social ability etc.)

Scholarship (Scholarly Activity)
Commitment to the pursuit of truth or knowledge. All faculty in institutions of higher education are
expected to devote continuing study to their respective fields of knowledge or professions in order that
they may be aware of the most recent developments and information in their fields and thus be prepared
to perform their teaching function at an appropriate level.

Self-Evaluation or Self-Study
A process of measurement, analysis and planning which leads to the improvement of an educational
institution. A candidate for accreditation completes a self-study as part of the institutional accreditation
process.

Skill
Any behavior or set of observable behaviors.

Skill Standards
A level of quality or excellence that is accepted as the norm, or by which the actual ability to do
something well, usually gained through training and experience, is measured.

Student, Full-time
Full-time status is usually computed as 15 credits per term for undergraduate and 10 to 12 credits per
term for graduate students. At RTC, a student is designated as full-time if s/he is enrolled in a full-time career
training program or is enrolled for 30 hrs/wk in a Basic Studies program.

Student, Part-time
At RTC, a student is designated as part-time if s/he is enrolled in a part-time career training program or
is enrolled for less than 30 hrs/wk in a Basic Studies program.

Student, Other
Students that do not fall in either of the above categories, such as those taking Continuing Education or
Community Education classes.

Substantive Change
A change that significantly alters an institution’s objectives or the scope of its offerings; alters its
autonomy, sponsorship, or the locus of control over it; embarks on offering off-campus academic
programs for credit; changes the geographic area(s) served; or offers programs or courses for academic
credit on a military base.
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Supplemental
See Course, Supplemental

Syllabus
A document that defines the why, where, when, how, from whom and by whom a specific course will be
given. It includes the course goal(s), objectives, and a course calendar.

Teach Out Agreement
A written agreement between accredited institutions that provides for the equitable treatment of students
if one of those institutions stops offering an educational program before all students enrolled in that
program complete the program (34 CFR 602.2).

Team Teaching
Classes taught by a group of teachers: instructional programs involving two or more subjects that are
taught in a coordinated way by specialist teachers.

Technology Certification
A competency-based examination process by which an individual’s level of software and technology-
related skills are assessed and documented by presentation of an official document or certificate such as
the MOUS or MCSE.

Tenure
The employment status of a faculty or staff member whose employment is not subject to termination by
the governing board, except in stipulated circumstances.

Terminal Contract
A contract agreement setting beginning and ending dates of employment of a faculty or staff member
with no legal obligation that the expiration of the contract is to be followed by another contract
agreement.

Unfunded Student Financial Aid
Refers to that portion of total student financial aid that is purely institutional assistance. It is the total
amount of tuition scholarships that is awarded, but is not covered by endowment earnings and annual
contributions designated for tuition scholarships, federal, state, or local funding, or monies an outside
group (e.g., Rotary, Elks) contributes for the tuition of students. It is the amount of the total tuition cash
receipts generated from enrollments that the institution is willing to forego in order to attract and retain
students.

Vocational Education
USE THE PREFERRED TERM Professional-Technical Education. An instructional program, below the
bachelor’s level, designed to prepare individuals with the skills and training required for employment in
a specific trade, occupation, or profession related to the instructional program.

Work-Based Learning
The acquisition of knowledge or skills within the workplace as opposed to utilizing a classroom setting
only. The academic environment and workplace is often coordinated in this type of learning as
demonstrated in an internship tool.

Work Study
A program under which students can work up to 19 hours per week while school is in session. RTC
participates in both the federal and state work study programs.


